	
	
	



Some Helpful Links for New Faculty
On Friday, March 2, participants at the Early Career Faculty Lunch focused on a series of questions they'd posed in advance about survival strategies, coping with course development, responding to students' varied levels of preparation, research practicalities, cultural diversity in universities, and renewal, promotion, and tenure.  
As one part of the event, the facilitators (Office of the Provost and the Centre for Teaching and Learning) developed this list of practical, short resources for further reading and ideas. We've also included a list of contact people who may have answers, ideas, and resources for you!  
Key pointer: Check out your new website – New Faculty@UWindsor – for A-Z listings, teaching and research resources, campus services, RTP guides, and a super-handy glossary of campus acronyms (and much more)!
Please call or write if there's anything you need:
Erika Kustra, CTL 			kustraed@uwindsor.ca
Jeff Berryman, Office of the Provost 	jberrym@uwindsor.ca
Bev Hamilton, Office of the Provost 	beverley@uwindsor.ca
Cindy Wills, Office of the Provost 	cindy@uwindsor.ca

Time Management and Productivity
Pope-Ruark, Rebecca. (2017). Agile Faculty: Practical Strategies for Managing Research, Service, and Teaching. Book website: https://agilefaculty.wordpress.com
Agile Faculty presents a practical roadmap for progressive scholars who wish to adapt best practices from software development to further their academic careers. By employing project management techniques known as “agile” practices, academics can better organize and propel their research, teaching, and service while fostering productivity, balance, and personal and professional growth.

In this book, Pope-Ruark advocates for breaking projects into phases, chasing short-term goals, managing assignments collectively, tracking progress transparently, and – above all – flexibility and responsiveness. Specifically, she engages with the basic principles of Scrum, one of the most widely used agile models amongst software developers. Its framework can be applied to areas of practice as ostensibly disparate as individual research, running faculty committees, and overseeing student class work. 

Talbert, Robert. (2017). GTD for Academics: The weekly review. Robert Talbert, PhD. Retrieved from http://rtalbert.org/gtd-for-academics-weekly-review
According to the Grand Valley State University academic Dr. Robert Talbert, being productive correlates with working more efficiently – and not necessarily with working more. GTD (Getting Things Done) is his framework for conceptualizing tasks to make the best possible decisions about what one should be doing at any given point in time. His nine-part blog on productivity for academics (we link here to part nine, but it points you to the first eight entries) is organized around four basic habits: Collecting, Processing, Planning, and Doing.



Grant Writing
Chasan-Taber, L. (2018). 10 Tips for Successful Grant Writing. The Chronicle of Higher Education. Retrieved from https://www.chronicle.com/article/10-Tips-for-Successful-Grant/242535?cid=wcontentgrid_hp_9
This short article provides practical information on the following 10 strategies:
1. Start small and early. 
2. But dream big. 
3. Look at who got funded before. 
4. Spend half your time on the abstract and aims. 
5. Show that you can pull it off. 
6. Match your method and aims. 
7. You can never have too many figures or tables. 
8. Seek external reviews prior to submission. 
9. Be kind to reviewers. Making them happy should be one of your top goals. 
10. Choose a topic you find interesting. 

Mikal, J., & Rumore, G. (2018). 10 Common Grant Writing Mistakes. The Chronicle of Higher Education. Retrieved from https://www.chronicle.com/article/10-Common-Grant-Writing/242150?cid=rclink
This article explores 10 key errors beyond your actual research that can result in unsuccessful grant applications. 
1. Square pegs and round holes – fit with organizational priorities of funder 
2. Poor planning: summary page problems 
3. The “loner”: ambitious project with insufficient number of investigators 
4. Promising too much or too little 
5. Throwing spaghetti – insufficiently specific aims 
6. Running in place: limited evidence of progress toward research goals 
7. Death by 1,000 cuts – multiple minor aims, limited integration
8. Method madness: overemphasis on methodological detail
9. So what? Not compelling to a broad audience – impact
10. Feedback fatigue – trying to respond to different feedback from too many varied sources in one grant


Research Assistants
Mackenzie, M. (2015). How to Work Effectively with a Research Assistant. Retrieved from http://duckofminerva.com/2015/03/how-to-hire-and-work-effectively-with-a-research-assistant.html
Based on her experience as an early-career faculty member, Mackenzie provides advice about selection, mentorship, organization and planning, and power dynamics in this brief and accessible blog post. 
For a more research-based exploration of the topic, try:
Weeks, L. et al. (2015). What We Learned about Mentoring Research Assistants Employed in a Complex, Mixed-Methods Health Study. Canadian Journal of Higher Education 45(4), 207-228. Retrieved from http://journals.sfu.ca/cjhe/index.php/cjhe/article/download/184492/pdf_39


Career and Tenure
Career Planning
From Boice, R. (1992). The New Faculty Member, Supporting and Fostering Professional Development. San Francisco: Jossey-Bass. Excerpted on Tomorrow’s Professor website: http://cgi.stanford.edu/~dept-ctl/cgi-bin/tomprof/posting.php?ID=194 
Robert Boice’s classic book on becoming an effective academic emphasizes the principle of “nihil nimus”: everything in moderation. A great read for anyone starting or considering a career in academia. 

Sutherland, K. (2013). Surviving and Succeeding as an Early Career Academic: Personal Characteristics to Help You Succeed. https://akoaotearoa.ac.nz/download/ng/file/group-5314/surviving-and-succeeding-as-an-early-career-academic-personal-characteristics-to-help-you-succeed.pdf
Based on research with early career faculty at all eight of New Zealand’s universities, Sutherland has created a suite of materials and checklists to help new faculty thrive and their departments to support them. This guide helps early career faculty members to identify specific needs and strategies with regard to what others in their situation identified as five key strategies that helped them to succeed: becoming more resourceful and resilient; developing stronger networks, organizational awareness and mutual respect; and balancing work and home life. Easy-reading checklist style!
This series also has materials for department heads, mentors, and deans: https://akoaotearoa.ac.nz/early-career-academics

Promotion and Tenure
Making Progress toward Tenure or Tenure-Track 
Billen, M.(n.d.). Taking an Active, Strategic Approach to Tenure. Retrieved from the Early Career Geoscience Faculty website at https://serc.carleton.edu/NAGTWorkshops/earlycareer/tenure/strategic_approach.html
This page summarizes Billen’s presentation on useful advice she received that helped her to strategically progress toward tenure:
1. Hit two birds with one stone.
· Is there professional service that directly benefits your research in the long run?
· Are there new avenues of teaching that would lead to new avenues of research?
2. Share milestones before finishing the race (timely publication!)
3. People who know you are more likely to invest in your potential. 
4. Take time to make time: strategic investment in learning. 
5. Be happy.
Develop a strategic mindset. When "opportunities" come knocking, ask yourself:
· How does this fit into my long-term goals?
· Does this have potential benefits for my research?
· Is this really an opportunity?

O’Brien, R. (n.d.) Charting Your Progress Toward Tenure. Retrieved from Retrieved from the Early Career Geoscience Faculty website at https://serc.carleton.edu/NAGTWorkshops/earlycareer/tenure/chart.html
Rachel O’Brien developed charting tools to help her assess her progress on tenure. This webpage provides her charts as an example for how you can do the same. This page provides examples of what that might look like over time. 
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Tenure File Development 
Kelsky, K. (2017). The Professor Is In: 4 Steps to a Strong Tenure File. ChronicleVitae. Retrieved from https://chroniclevitae.com/news/1924-the-professor-is-in-4-steps-to-a-strong-tenure-file
Practical advice focused on understanding what’s valued at your institution and in your department, knowing your tenure requirements, knowing what’s worked for others there, and writing crisp, factual tenure documents. 
Burnham, J., Hooper, L., & Wright, W. (2012). Top 10 Strategies for Preparing the Annual Tenure and Promotion Dossier. Faculty Focus: Higher Ed Teaching Strategies from Magna Publications. Retrieved from https://www.facultyfocus.com/articles/faculty-evaluation/top-10-strategies-for-preparing-the-annual-tenure-and-promotion-dossier/
This article outlines a long-term strategy for success in promotion and tenure submissions:
1. Begin on day one. 
2. Read your college/university guidelines carefully.
3. Listen to the recommendations of senior faculty.
4. Follow your college/university’s specific guidelines and rules for the items that should and should not be included in the promotion and tenure dossier.
5. Work persistently and consistently while moving through the tenure process.
6. Seek out mentors.
7. Demonstrate transparency in your dossier.
8. Show consistency and accuracy across the different sections and parts of your dossier. 
9. Follow the suggestions of the reviewers. 
10. Consult at all stages of your dossier preparation (i.e., before, during, and after).


Efficient Course Planning
Felder, R., & Brent, R. (2007). How to prepare new courses while keeping your sanity. Chemical Engineering Education 41(23) 121-22. Retrieved from https://www.researchgate.net/publication/288081916_How_to_prepare_new_courses_while_keeping_your_sanity
This practical article explores five key strategies for keeping course planning in balance with all your other priorities while still developing great courses. 
1. Start preparing as soon as you know you’ll be teaching a particular course.
2. Don’t reinvent the wheel.
3. Write detailed learning objectives, give them to the students as study guides, and let the objectives guide the construction of lesson plans, assignments, and tests. 
4. Get feedback during the course. 
5. Do everything you can to minimize new preps early in your career, and especially try to avoid having to deal with several of them at a time. 

Vicens Q., & Bourne P.E. (2009). Ten Simple Rules to Combine Teaching and Research. PLOS Computational Biology 5(4): e1000358. https://doi.org/10.1371/journal.pcbi.1000358 
This article explores the fine art of balancing and even integrating teaching and research so that they enrich each other. Ideas include: 
Rule 1. Strictly budget your time for teaching and for doing research.
Rule 2. Set specific teaching and research goals.
Rule 3. “Don't reinvent the wheel.”
Rule 4. Don't try to explain everything.
Rule 5. “Be shameless in bringing your research interests into your teaching.”
Rule 6. Get the most in career advancement from bringing your research into 
your teaching.
Rule 7. Compromise, compromise, compromise.
Rule 8. Balance administrative duties with your teaching and research workload.
Rule 9. Start teaching early in your career.
Rule 10. Budget time for yourself, too.



Working with Your Student Evaluations of Teaching (SETs)
About University of Windsor SETs
You will receive the following reports in an SET package:
Report 1. Student Evaluation of Teaching by individual course or section taught.
Section A. (Questions A1 to A12) Questions about the instructor who taught the particular course
Section B. (Questions B1 to B15) Questions about the particular course taught by the Instructor
Section C. (Questions D1 to D12) Other Questions about the instructor and the course
Report 2. Student Evaluation of Teaching for all courses/sections taught in the department by an individual instructor.
Report 3. For AAU Heads only.
Report 4. Weighted average instructor scores for all courses/sections taught by instructors in the department, ordered by instructor score.  There are separate reports for tenure and non-tenure track. Your score is highlighted 
Report 5. Student Evaluation of Teaching weighted average course scores taught by instructors in the department, ordered by course score. There are separate reports for tenure and non-tenure track. Your score is highlighted. 
For the moment, you will need a copy of the SET forms to make this data meaningful.



Did you know:
· You can collect student comments through the SET process. They will be collected by the student who gathers your SET forms and taken to the appropriate departmental office. They will be anonymous, and you will not receive the feedback until after your course marks have been submitted.
· You can add a number of additional questions to your SET form. There are 12 extra fields on the standard form. You create the question sheet or put them on the board and ask for students to fill them out as D1 to D12. Your results will be sent back as part of Report 1; IT Services does not know what your questions were, so it’s up to you to match them back up to your questions. Please note that if you use this process with different classes, using different questions in each class, your Report 2 information, which is aggregate, will aggregate D1, D2, etc. across all classes, so your information will not be useful.
· The number one best way you can use your SETs to improve your teaching is by arranging to have a conversation about them with an informed colleague. This could be another professor or someone at the CTL, for example.
 
Helpful External Resources
Perlmutter, D. (2011). How to Read a Student Evaluation. The Chronicle of Higher Education. Retrieved from https://www.chronicle.com/article/How-to-Read-a-Student/129553

Chtena, N. (2014). How to Deal with Negative Teaching Evaluations. Inside Higher Ed. Retrieved from https://www.insidehighered.com/blogs/gradhacker/how-deal-negative-teaching-evaluations
While this article is aimed at teaching assistants, it contains many useful suggestions professors will find equally helpful. 
Riener, C. How I Read Student Evaluations. Center for Teaching Excellence. Retrieved from http://cte.virginia.edu/resources/how-i-read-student-evaluations-2/



Getting Ahead of the Game through Mid-Course Feedback
Consider approaches to gathering feedback while it’s still early enough to do something about it! The following resources can help you develop a plan for mid-course feedback:
Kustra, E. (2016). Mid-Way Feedback Process and Sample Questions
This document was composed by Erika Kustra of the CTL. University of Windsor faculty are encouraged to adapt it to their needs.
Learning from Our Students: Mid-term Course Feedback Surveys for Instructors (Carleton University) 
For instructors looking to implement more formal mid-course feedback, Carleton University recommends several useful resources and questions.
Jordan, K. (2012) Bag of Tricks: Start / Stop / Continue. PeopleResults. Retrieved from http://www.people-results.com/start-stop-continue/
Adopted from the business world, this time-tested technique is a valuable approach for getting feedback, establishing mid-course checkpoints, and holding diagnostic “lessons learned” end-of-term sessions.  
Classroom Assessment Techniques (CATs) (Vanderbilt University) 
This resource from Vanderbilt University offers several easy-to-implement Classroom Assessment Techniques (CATs) that provide a quick sense of how students are doing, day to day.
https://vcsa.ucsd.edu/_files/assessment/resources/50_cats.pdf
A more extensive list of CAT strategies.
Angelo, T., and Cross, P. (1993). Classroom Assessment Techniques: A Handbook for College Teachers.
Angelo and Cross’s 1993 handbook is a foundational text in the CAT field.


On-Campus Opportunities and Resources 

[bookmark: _GoBack]The University of Windsor is committed to providing faculty and staff with professional development and support that fosters excellence, inquiry, and a positive work and learning environment. At present, we offer several services intended to help both new and experienced faculty members reflect on, develop, and strengthen their various professional practices. As starting points, we recommend early-career faculty consult the Department of Human Resources’ New Employee Orientation portal, and the Office of the Provost’s comprehensive New Faculty@UWindsor website.

Here are some further services you may find useful:

Internal Grants
· The Internal Grants at UWindsor list includes a variety of internal research and teaching grants for which you may be eligible as a faculty member. These grants are offered through the Office of Research and Innovation Services, the Centre for Teaching and Learning, and the Office of Open Learning. 

Office of Research and Innovation Services (ORIS)
· The Office of Research and Innovation Services supports and promotes research at the University. ORIS administers research grants and contracts and is the point of contact for the federal granting councils (NSERC, SSHRC, CIHR, CFI), government ministries, industry, and associations and foundations which typically provide financial support for university scholarship, research, and creative activities. ORIS supports and promotes research in all the University’s faculties, schools, research centres, and institutes through services like Industry Connector Events and a series of events and workshops including Writing Retreats, Canadian Common CV (CCV) Labs, and other research-related workshops.

Research Ethics Board (REB)
· The Research Ethics Board reviews all research involving humans, including data about them or human biological materials, conducted by faculty, staff or students affiliated with University of Windsor and regardless of where the study takes place prior to commencement of the study. (Further information about the REB review process.)

The Centre for Teaching and Learning (CTL)
· The Centre for Teaching and Learning works with members of the campus community to enhance the practice, culture, and scholarship of teaching and learning; to support the integration of effective teaching practices and technologies that extend and enrich learning; and to support instructors using the University’s Learning Management System, Blackboard Learn.

CTL Workshops, Events, and Courses
· The CTL facilitates an ongoing series of presentations, workshops, and learning communities that focus on learning-centred environments, instructional practice, learning technologies, teaching dossier development, and other issues that impact student engagement and the student experience at the University of Windsor. The CTL also sponsors an annual, international conference on teaching and learning, and offers a certificate in university teaching. (CTL resources for early-career faculty.)

Readily Available Teaching and Learning Resources
· The CTL regularly posts teaching and learning resources on topics such as instructional practice, curriculum design, and inclusive teaching to offer instructors opportunities to explore teaching and learning issues on their own time.
· Instructors, graduate students, and staff are also welcome to visit the CTL’s teaching and learning lending library, located in Lambton 2103. The library is equipped with a variety of texts on learning-centred environments, instructional practice, and teaching dossier development, including a complete collection of the Society for Teaching and Learning in Higher Education’s Green Guides, a series which offers pragmatic advice on a wide variety of the tasks and responsibilities of university teachers.

Curriculum Mapping Resources
· In 2018, the University will be making a substantial investment in curriculum mapping, a process of documenting and analyzing the structure of a program and how individual courses work together to support student success through each year of study. It facilitates both summative program reporting for accreditation and IQAP purposes, as well as formative planning and enhancement by identifying which courses contribute to specific program outcomes, and at what level of mastery, and articulating how this is assessed. Curriculum mapping also supports review and planning by making it easier for Departments and Faculties to identify gaps in their programs, bottlenecks or trouble‐spots that students may face, as well as areas of program strength.

Support for Graduate and Teaching Assistants
· The GATA Network is a collaborative initiative supported jointly by the Faculty of Graduate Studies and the Centre for Teaching and Learning (CTL) within the University of Windsor. The Network strives to create mentorship opportunities and teaching and learning resources to support graduate and undergraduate teaching assistants (GAs and TAs) with improving their pedagogical knowledge and skills. The Network offers large-scale professional development events to current and prospective GAs/TAs, thereby providing transformative leadership opportunities to experienced assistants who develop and lead workshops.

Peer Collaboration Network
· The Peer Collaboration Network (PCN) is a voluntary teaching observation program through which faculty can develop their teaching practices. Teachers benefit from their participation in the network by being able to create new networks, exchange ideas with others, and demonstrate their effectiveness and dedication to teaching. Participation in the network is non-evaluative, confidential, reciprocal, and does not pose a significant time commitment to those involved. As part of the PCN, participants commit to three meetings with a peer, the central one being a classroom observation. The process begins with a short meeting between an observer and an observee, at which time the two parties discuss specific aspects of teaching on which the observer would like feedback during the classroom observation. Following the classroom observation, the observer and observee meet to exchange ideas and discuss the feedback provided. The collaborators are encouraged to switch roles and continue the dialogue through a reciprocal observation, but one-way participation is also valued and supported.

Leddy Library
· The University of Windsor’s library supports teaching on campus in several ways. For example, instructors are encouraged to contact their respective faculty liaison librarian. This person is generally your first point of contact for any matter regarding library services. Many faculty members also make great use of the Academic Data Centre (ADC), which helps the entire University of Windsor community access and use statistical and geospatial data, often using sophisticated statistical/data software. Leddy also offers a number of options for faculty who wish to integrate information literacy instruction skills into their curricula, and is faculty’s primary resource for information regarding fair dealing, copyright ownership, and publishing arrangements.

Media & Educational Technologies (MET) Team
· The Media & Educational Technologies (MET) Team is responsible for providing primary support for audio-visual and related equipment in the general-purpose classrooms across campus. The MET team also supports, in varying capacities, all other audio-visual equipment in classrooms and meeting rooms across campus.

The Office of Open Learning
· The Office of Open Learning supports instructors interested in developing high-quality online, blended, flipped, and technology-enhanced courses. The office can also help faculty evaluate or develop technological and open learning resources to enhance the teaching and learning experience of their on-campus or online courses. Open Learning’s online learning specialists are experienced online instructors who still teach and conduct research on a wide range of issues in online learning and teaching. The office has an open-door policy and encourages faculty and staff to visit with questions, ideas, and challenges.

Student Accessibility Services
· Student Accessibility Services (SAS) is an educational support program for students who require academic accommodation for a permanent or temporary disability. SAS staff welcome hearing from instructors. Faculty are encouraged to contact a member of the SAS team with any questions or concerns they may have. You may also contact SAS to consult about a student who has self-identified to them as having a disability, or, who they feel may benefit from a referral to SAS.

Dealing with the new Financial Information System 
· Information about the University’s new system, including FAQs, instructional videos, and other resources, can be found via the Finance Department’s UWinsite Finance webpage.
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