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Responsibilities and Resources



 
 

As Chair you will

Lead… 
Supervise… 

Evaluate… 
Support…

Manage…
Budget…

Mediate…
Strategize …



Responsibilities

In my role I should think about:

• Leadership
- Leadership styles / strategies
- College/School/Institution Strategic Priorities and Initiatives
- What do you want to leave behind?

• Departmental vision
- Where are we as a department [Audit Dashboard]
- Where can/should we go from here
- What are the top priorities 
- What do we need to do get there

• Effective management strategies 
- Effective supervision and evaluation of staff
- Effective mentoring and evaluation of faculty
- Handling contentious circumstances 
- Legal ramifications of what you do/say/write as Chair
- Seeing the department as a whole and in terms of its constituent parts  
- Seeing the department as part of a greater good
- Share the responsibilities, share the credit, share the success



Responsibilities

•  Supervisory duties
- RPT 
- Schedule of Courses
- Annual Performance Reviews (faculty and staff)
- Workloads
- Recruitments (faculty and staff)
- Curriculum, Learning Objectives, Assessment
- Alignment of strategic priorities



Responsibilities

Legal Issues 

• A lot of what a Chair does has direct legal implication (labor laws, FERPA 
obligations, etc.)

• Chairs are more likely to be subject to public records requests and/or have 
documents you’ve written be used in legal proceedings. 

Some key points:

• Familiarize yourself with key legal issues + where to turn for assistance
[Also, very important: Actually contact them if these issues arise!!]

• Be sure the faculty in your department are aware of and follow good practices 
[FERPA, human-subject research, active shooter, etc.]

• Do not expect what you write and say to be kept private 



Resources

DOCUMENTS TO INFORM YOUR LEADERSHIP
• UVM Amplifying Our Impact https://www.uvm.edu/president/amplifying-our-impact-strategic-vision-uvm
• Academic Success Goals: https://www.uvm.edu/provost/priorities-and-initiatives
• Our Common Ground: https://www.uvm.edu/president/our-common-ground
• Diversity & Inclusion: https://www.uvm.edu/about_uvm/diversity

DOCUMENTS TO INFORM YOUR OPERATIONS
• Chair Resources: https://www.uvm.edu/provost/resources-faculty-and-chairs
• UVM Institutional Policies: http://www.uvm.edu/policies/
• Unit-specific: your Dean’s office
• Emergency Management

o Livesafe app: https://www.uvm.edu/emergency
o Active shooter: https://www.uvm.edu/police/responding-active-shooter-event
o Students of concern: https://www.uvm.edu/deanofstudents/students_concern

• Institutionally required unit-level documents
o RPT Guidelines (tenure-track and non-tenure-track) (14.4)
o Annual Performance Review Guidelines [FEGs] (14.4)
o Online course protocol (16.15) 
o Recognition for independent study and thesis advising (16.17)
o Course equivalency for large enrollment classes (16.18)
o Professional Development Fund allocation protocol (21.2)
o Scholarly Productivity and Impact Metrics

https://www.uvm.edu/president/amplifying-our-impact-strategic-vision-uvm
https://www.uvm.edu/provost/priorities-and-initiatives
https://www.uvm.edu/president/our-common-ground
https://www.uvm.edu/about_uvm/diversity
https://www.uvm.edu/provost/resources-faculty-and-chairs
http://www.uvm.edu/policies/
https://www.uvm.edu/emergency
https://www.uvm.edu/police/responding-active-shooter-event
https://www.uvm.edu/deanofstudents/students_concern


Factors to Consider When Planning and Evaluating 
Sabbatical Proposals and RPT Dossiers



Sabbatical Proposals: Tips and Reminders
CBA Article 22

1. Key dates and planning

https://www.uvm.edu/provost/calendar-key-dates

2. Recommendations from PSC and Provost

a) Specificity in plans and timeline

b) Include invitation / collaboration letters

c) Distinctiveness of sabbatical time

d) Plan A vs Plan B

e) Write for general reviewers

f) Thorough cross-check

g) More mentoring for first-time applicants

https://www.uvm.edu/provost/calendar-key-dates


Preparing RPT Dossiers: Tips and Reminders
CBA Article 14 

1. Provide context to workload

2. Provide context to productivity

3. Provide context to scholarly expectations

4. Full description of department vote

5. Accounting for work at prior institutions

6. Certifying external evaluators

7. Format cross-check



Recognizing and Celebrating Faculty Success



WHY is Faculty Recognition Important? 

It has been several years since 
anyone in my department (school) 
has received a UVM faculty award. My 
department (school) has phenomenal 
faculty, several of which are as 
accomplished, if not more, than 
those folks from X and Y departments 
that have received awards.  Why 
doesn’t UVM recognize the high 
quality of my department and our 
excellent teacher-scholars?

1



Purpose

13

Create a culture and process 
that recognizes and celebrates 
UVM faculty scholarly 
accomplishments at the local, 
state, and national level.



UVM Faculty Awards
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• University Distinguished Professor
• Endowed/Named Chairs and Professorships
• University Scholars
• George V. Kidder Outstanding Faculty Award
• Kroepsch-Maurice Excellence in Teaching Award
• President’s Distinguished University Citizenship and Service Award
• President’s Distinguished Senior Lecturer Award
• President’s Distinguished Lecturer Award
• The UVM Outstanding Faculty Advising Award
• Part-Time Faculty Teaching Award
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Identifying Under-recognized Faculty



Award Matching
• Award name
• Award suitability score
• Has at least 1 awardee collaborator
• Has multiple awarded collaborators
• Collaborators who have won the award
• Award URL main page
• Award eligibility requirements
• Max scholarly research index (SRI) score of an award winner
• Median scholarly index score for an award winner
• Percent of max scholarly index score
• Percent of median scholarly index score



Potential Awards for UVM Faculty
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Award Governing Society Award Name Award 
Suitability

Agricultural and Applied Economics Association Distinguished Extension/Outreach Program Awards 0.500
Association for Public Policy Analysis and Management Raymond Vernon Memorial Award 0.500
Entomological Society of America ESA Distinguished Achievement Award in Teaching 0.525
National Humanities Center Fellow 0.650
Pew Charitable Trusts, The Pew Scholars in the Biomedical Sciences 0.750
National Endowment for the Humanities Faculty Research Awards 0.525
National Association for Gifted Children Early Scholar Award 0.500

American Psychological Association
Division 50-Society of Addiction Psychology-Early Career 
Presentation Award 0.500

Society for the Study of Social Problems Prestigious 0.500
National Athletic Trainers Association Most Distinguished Athletic Trainer Award 0.750
National Science Foundation Faculty Early Career Development (CAREER) Program 0.600
United States Association for Small Business and 
Entrepreneurship Best Conceptual Paper 0.575
American Association for the Advancement of Science, The AAAS Fellow 0.950

Matching against 10,200 Awards



Inclusive Excellence @ UVM



Inclusive Excellence @ UVM
A Framework for Building a More Diverse, Inclusive, and Multiculturally

Competent Campus
2016 - 2021

 Pillar 1 – Academics

 Component 1: Faculty Support and Engagement

1. Faculty receive support to incorporate diversity and inclusive excellence 
into their teaching, pedagogy, research, and scholarship.

2. Faculty receive support to incorporate Universal Design for Learning 
Principles into their teaching and pedagogy.

3. Faculty receive support to develop awareness, knowledge, and skills to 
effectively work with diverse and underrepresented populations.

4. Faculty are encouraged, recognized, and rewarded for their engagement 
and achievement in incorporating diversity and inclusive excellence into 
their teaching, pedagogy, research, scholarship, and service.

5. Faculty from underrepresented and diverse backgrounds receive support 
and resources to support their scholarly engagement and success. 191



1. Describe what inclusive excellence means for your department or school. 

2. How do you know when your department or school is ready to fully undertake this work?

3. How would you engage your faculty in meaningful ways in their understanding of and 

commitment to inclusive excellence?

4. What is the number one thing your institution can do to improve the workplace for 

faculty?

The New Majority: The challenge and the opportunity



What is the number one thing your institution can do to improve 
the workplace for faculty?

“The institution could improve the workplace through substantial 
and compelling training in the habits of  empathy, listening, and 
attention. I and a few other colleagues, mostly faculty of  color, feel 
that our external appearance is conspicuous while our internal 
experiences are invisible and unwelcome among the broader 
faculty.”



Are you ready for the tough conversations?
Thinking of recent departures by junior, under-represented or women faculty members, did department culture
contribute to their departure?

YES ____ NO ___

Do you really know the reasons for their departure?

YES ____ NO ___

Have you asked your department faculty members if they have what they need to succeed?

YES ____ NO ___

Does your department has effective structure in place to support new faculty members?

YES ____ NO ___

Are you comfortable in your knowledge and skills needed to mentor underrepresented faculty members?

YES ____ NO ___



Leadership: A Quick Primer



The Six Leadership Styles at a Glance 
 

 Coercive Authoritative Affiliative Democratic Pacesetting Coaching 
The leader’s modus 
operandi 

Demands 
immediate 
compliance 

Mobilizes people 
toward a vision 

Creates harmony 
and builds 

emotional bonds 

Forges consensus 
through 

participation 

Sets high standards 
for performance 

Develops people for 
the future 

The style in a 
phrase 

“Do what I tell you” “Come with me” “People come 
first” 

“What do you 
think?” 

“Do as I do, know” “Try this” 

Underlying 
emotional 
intelligence 
competencies 

Drive to achieve, 
initiative, self-

control 

Self-confidence, 
empathy, change 

catalyst 

Empathy, 
building 

relationships, 
communication 

Collaboration, team 
leadership, 

communication 

Conscientiousness, 
drive to achieve, 

initiative 

Developing others, 
empath, self-

awareness 

When the style 
works best 

In a crisis, to kick 
start a turnaround, 

or with problem 
employees 

When changes require 
a new vision, or when 

a clear direction is 
needed 

To heal rifts in a 
team or to 

motivate people 
during stressful 
circumstances 

To build buy-in or 
consensus, or to get 
input from valuable 

employees 

To get quick results 
from a highly 

motivated and 
competent team 

To help an 
employee improve 

performance or 
develop long-term 

strengths 
Overall impact on 
climate 

Negative Most strongly positive Positive Positive Negative Positive 

 

Adapted from Leadership that Gets Results, by Daniel Goleman 
Harvard Business Review 



In thinking about your department’s needs and opportunities, 
write down up to 3 areas where you most hope to make a 
positive impact in your new leadership role.

•
•
•

Now write down up to 3 aspects of your new role that you 
think will be particularly challenging.

•
•
•

Finally, choose any one of the points you raise above and 
discuss with a trusted colleague: why a priority, what 
leadership style would you employ and why, what assistance 
you may need. Consider the feedback and write a plan.

First Steps in Leading your Faculty



Advice from a Former Chair
 Do not give up your real job
 Meet with outgoing chair (or former chair(s)) 
 Meet with faculty (as a group and individually)
 Make time for your scholarship
 Maintain transparency
 The world is not on your shoulders – seek help, delegate, tap into UVM resources
 Build a new network, and do not burn bridges
 Develop a personal board of advisors and peer mentors
 Foster relation with your dean, other chairs
 Get to know UVM – its administrative and fiscal structure; its rich history
 Keep your career progression and goals in sight
 Surround yourself with good staff, positive thinking people
 Grow as an academic leader – study the literature, attend conferences
 Do not play favorite
 Maintain a healthy department*
 Make time for your scholarship  
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Factors to Consider When Planning and Evaluating Sabbatical Proposals 
Recommendations from the Professional Standards Committee and the Office of the Provost 

 
Faculty considering a sabbatical leave and their chair are strongly encouraged to schedule a planning 
conversation during Spring semester preceding proposal submission. Part of the conversation should 
entail a review of the criteria for high quality sabbatical proposal (Article 22.1.b). 
 

Summary of Persistent Issues Related to the Sabbatical and RPT Submissions 
Given its role reviewing sabbatical and RPT (Reappointment, Promotion, Tenure) dossiers from across 
the university, the PSC is in a unique position to notice patterns, trends, and issues that may be helpful 
for faculty, Chairs, Deans, and the Provost to consider for future submissions. In this section of our 
report, we identify a series of issues we think would be helpful to address. Some of these issues are 
persistent and have been raised in previous annual reports. 
 
Completeness of Submissions 
a. The PSC noted substantial variability in the completion of the cover page in Part A, item 2 (Indicate 
the time period for which you are applying for sabbatical leave). We found the Academic Year was left 
blank on several applications. Sometimes the Fall and/or Spring semester have a check mark and at 
other times it lists a year. The form itself is a bit ambiguous and we suggest it may need some minor 
adjustments to ensure it is consistently offering unambiguous prompts resulting in the necessary 
information. 
 
b. We encourage Colleges to double-check applications for technical accuracy and completeness (e.g., 
URL links, missing bookmarks, missing letters, missing votes) prior to submission. Each year, some 
applications are returned to units for correction, which can delay the review process. Other 
applications, not returned, are easier or more difficult for reviewers to navigate based on factors such 
as whether the dossier pdf file is bookmarked. 
 
c. Faculty Standards Committee (FSC) and Dean letters should all include dates – several were undated. 
When presented out of context, or in varying sequences, it can be confusing to tell if they are current 
or past letters. 
 
d. If a sabbatical application includes collaboration with partner institutions or organizations, including 
letters of invitation is essential. The letters verify access and anticipated collaboration to confirm the 
proposed activities can be pursued and can reasonably be completed. Some sabbaticals continue to 
include plans for such collaboration without verifying letters or emails. If the plan includes travel to a 
foreign country, it is helpful for applicants to establish their language access (e.g., fluent in the 
dominant language, availability of translators), if required. 
 
e. Sabbaticals that include data collection, including from human subjects, should acknowledge the 
need for protections of human subjects/Institutional Review Board (IRB) approval and report on the 
status of the IRB approval (e.g., plan/date for submission). An explicit IRB item may need to be added 
in the sabbatical form. 
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f. Since sabbaticals are reviewed by people outside the applicant's own field or sub-field, it is helpful to 
limit excessive disciplinary-specific language and acronyms likely to be unknown by reviewers. When 
technical language is deemed essential, a short explanation in lay language is appreciated and the first 
occurrence of acronyms should be accompanied with the full corresponding text. 
 
Specificity of Activities, Timelines, & Extension Beyond Standard Workload 
a. The PSC continues to note substantial variability among sabbatical submissions, especially pertaining 
to the level of specificity with which activities to be completed during the sabbatical are described. 
Some sabbatical applications include a strong rationale, yet sometimes lack the level of specificity that 
would allow the reader to clearly understand what the faculty member will actually be doing during 
the sabbatical period. With some regularity, we encounter the activity described in a broad way, such 
as, "I plan to write a book". In order to assess the sabbatical plan, it is helpful to understand the entry 
point (i.e., work already been completed, table of contents), proposed activities (e.g., archival 
research, other data collection, document analysis, reading related sources, outlining chapters, 
number of draft chapters expected per month, editing, dissemination plan), and the corresponding 
timeline for reaching that ultimate 
goal (e.g., full or partial draft of a book). The PSC considers the timeline requirement inadequate when 
it states something like: "Work described above will be completed by the end of the sabbatical leave". A 
timeline that lists activities to be completed during each month of the sabbatical period may be a 
reasonable time interval to describe activities. As outlined in the sabbatical elements listed in the CBA 
(Collective Bargaining Agreement), the sabbatical application needs to include specific activities with 
projected timelines. 
 
b. The PSC encourages sabbatical applicants to be as explicit as possible about how their  
sabbatical plan extends beyond what they might typically be expected to complete on their standard 
workload devoted to scholarship and/or creative activity. For example, if someone indicates they plan 
to complete an article they have been working on and write one additional paper, one might 
reasonably wonder why these activities necessitate a sabbatical. It is most helpful when applicants 
explain how the sabbatical time allows them a unique opportunity to engage in activities that would 
otherwise not be available to them given a typical slate of duties (e.g., teaching, advising, committee 
work). 
 
Relationship between Funding Cycles and Sabbatical Submissions 
Due to the nature of funding cycles and notification dates, some faculty members who are pursuing 
external funding for sabbatical related activities (e.g., foreign or domestic travel) do not know the 
status of potential funding before submitting the sabbatical application. Since the plan may be 
dependent on the funding, faculty members often include a Plan A (a grand plan based on receipt of 
desired funding) and a Plan B (a scaled-back or completely different plan if funding is not forthcoming). 
This poses a challenge in the review process because the sabbatical applications almost universally are 
built around Plan A, with Plan B often offered as a brief afterthought (e.g., "I have an extensive plan to 
travel overseas to do X, Y, Z, and if I don't get funded I plan to stay home and write a couple of 
articles."). We suggest that the Plans for A and B be reversed. By this we mean that the sabbatical 
applications primary Plan A should be what the faculty member can commit to doing at the time of 
submission and the Plan B should be considered value-added (e.g., "... and if I receive the funding for 
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which I applied or am applying, I will be able to do these additional or different activities..."). If 
accurate, it can be helpful when an applicant states something like: "work is not dependent on the 
external funding". If presented this way the proposal can be evaluated on the known, rather than the 
unknown or aspirational.  
 
Mentoring 
It is unclear to the PSC whether some applicants are receiving sufficient mentoring, guidance, and 
feedback prior to submission, especially first-time applicants. When deficiencies are perceived during 
the review process, they are most frequently issues that could have been reasonably addressed had 
the applicant received feedback earlier, such as from the Chair. Sometimes faculty members get caught 
in Chair transitions that result in gaps in mentoring or support. Given the timing for faculty submissions 
of sabbaticals at the beginning of September, it seems desirable for substantive sabbatical planning to 
be well underway during the previous spring, since summer can be a challenging time for faculty and 
Chairs to connect given both off-contract times and mismatch in timing of summer plans. 
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Factors to Consider When Preparing RPT Dossiers 
Recommendations from the Professional Standards Committee and the Office of the Provost 

 
Overall Organization 
The PSC encourages all units to continue to self-assess and improve their consistent organization and 
bookmarking of dossiers to make them easier to navigate (e.g., all supporting materials after basic 
dossier entries; external reviewer CVs after all letters rather than after each letter, searchable pdf by 
using the OCR-optical character recognition feature in Abode Acrobat; check all links to ensure they 
work). 
 
Common Definitions 
The PSC encourages the development of university-wide common definitions of workload categories 
(e.g., teaching/advising, scholarship, service, administration, clinical). Among the most common areas 
of confusion are the overlapping and different use of the terms: service, clinical, and administration. 
 
The PSC also encourages the development of university-wide common definitions for recording RPT 
voting (i.e., Yes, No, Absent, Recuse, Abstain). A common inconsistency leading to potential confusion 
relates to the differences between terms: abstain, recuse and conflict". The PSC has offered proposed 
definitions of these terms in our operating procedures. 
 
At all voting levels (i.e., department, FSC, PSC) it is essential for there to be a brief rationale for votes 
recorded as no, abstain, or recuse, so they are interpretable. Especially, pertaining to "No" votes, the 
PSC routinely puts little to no weight on such votes unless they are accompanied by some credible 
rationale. 
 
Work Load Distribution by Chair 
The PSC finds boilerplate language about workload from some Chairs (e.g., 40:40:20), without specifics 
about how many courses are actually taught along with other duties. The PSC recognizes workload 
distributions may differ from year to year during the review period. While we are not seeking excessive 
detail, it is helpful to have accurate estimates of an individual's workload distribution (e.g., the average 
number of courses taught per year) in order to assess aspects such as scholarship output. One might 
expect different output for someone who is teaching five courses per year rather than two, or how 
taking on significant administrative roles (e.g., Department Chair) might impact time for scholarship. 
The reason we request understanding the average number of courses taught with the estimates of 
workload percentages is because how courses are counted varies across the university. For example, in 
some colleges 40% for teaching equals five courses, in others it equals four courses -- this is further 
obscured when boiler plate language reflecting the default starting point is used because it doesn't 
offer information about releases or shifted roles. So, two faculty in the same department can be listed 
as having 40% devoted to teaching, where one person is teaching five classes a year and the other is 
teaching two classes a year. For the individual with fewer courses, understanding how that time has 
been redistributed is important to reviewing the dossier fairly (e.g., junior faculty releases with no 
additional responsibilities are different than a shift to externally-funded research activities or added 
administrative duties). 
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We request that LCOM departments consider putting workload percentages on the first page of all 
dossiers with estimates of percent of effort by category: (a) Clinical (e.g., serving patients), (b) Teaching 
and Advising, (c) Scholarship (e.g., publications, grants, presentations), (d) Service (e.g., committee 
work at various levels within the university, service to the profession), and (e) administration (e.g., 
Directing a Center or Clinic, Chairing a Department, Coordinating a Program). 
 
External Letters 
The PSC notes continued issues pertaining to "arm's length" external letters for tenure and promotion 
consideration. Too many are still coming through that are clearly not at arm's length or they flirt with 
the appearance of favorable bias. 
 
Here is an actual example of what a submitted letter writer stated that would seem to establish the 
person as clearly not at arm's length: "I have co-authored seven scientific papers with Dr. XX, which 
were published in the period 2008 – 2018". We are unclear on the process steps that would have led to 
a Chair soliciting such a letter, or if received, why it has not been acknowledged and shifted to a 
different part of the dossier as a supportive letter, but not one of the external review letters? Ensuring 
arm's length letters is a shared responsibility between the faculty member and the Chair. The PSC 
encourages departments to review their processes used to ensure arm's length external letters. 
 
Some received letters, while they may technically be at arm's length, flirt with the appearance of 
favorable bias. Actual submissions have included statements such as, "I am a friend of his mentor", or 
"We are from the same academic lineage, but not overlapping". Soliciting letter writers who are closely 
connected in such ways may present the appearance of selection for benefit based on the writer's 
loyalties to mentors or the faculty member's graduate program. Given the availability of potential 
reviewers, the PSC would discourage solicitation of letters from people with academic kinship 
relationships. We understand that there are small, highly specialized, fields of research in which it may 
be difficult to avoid soliciting letters from evaluators who have not previously intersected 
professionally with the candidate, or who do not belong to the same academic network. 
      
There are other types of questionable selections. For example, an external reviewer wrote: "I am 
professionally acquainted with Dr. X. S/he/they invited me to give a talk in Vermont about a year and a 
half ago, for which I received an honorarium, as is common practice. I invited her/him/them to give a 
talk at my university in early 2019, and was able to provide him/her/them with an honorarium." Does 
this present the perceived or unspoken suggestion of a quid pro quo? Again, if other choices for 
reviewers are available, we would encourage pursuing those instead. 
 
Credibility of arm's length letters are enhanced when the letters come from reviewers who: (a) work at 
an institution of higher education at least comparable to UVM (R1, R2) or other relevant organization, 
(b) have attained the rank or a higher rank as the promotion being sought, (c) have submitted a CV that 
reflects a substantial body of work that establishes them as an appropriate reviewer for a specific 
candidate, and (d) have no real or perceived bias related to the applicant. 
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Early Tenure 
The PSC has reviewed some early tenure cases across pathways (e.g., tenure track, clinical), one or 
more years earlier than the standard timeline. The PSC requests that early tenure cases be specifically 
identified (e.g., with a notation on the first page of the dossier). We suggest the Chair's initial 
statement explicitly identify this as an early tenure case and provide a brief rationale for why the 
person is going up early. When early tenure is more than one year earlier than the standard time 
frame, it has raised questions among PSC members about whether the productivity has been 
sufficiently sustained and under what conditions (e.g., substantially reduced course load). PSC has 
encountered what seem to be internal inconsistencies within colleges and equity issues when one 
faculty member is encouraged on an early tenure pathway, yet another is discouraged or denied 
because the record is not sufficiently sustained. We encourage more clarity and transparency on early 
tenure reviews. Years brought in that were accepted by UVM as counting toward tenure from the 
initial appointment letter may be part of an early or standard time frame review. We encourage Chairs 
to provide such information immediately in the first section of 1. Overall Expectations (by Chair). The 
front page might be modified to include a distinct line to note early tenure and to clarify whether it is 
based exclusively on time at UVM or includes time credited from previous appointments at other 
comparable institutions of higher education. 
 
Nature of Contributions to Scholarship 
Many dossiers continue to omit the applicant's specific contribution to co-authored scholarship, 
especially when they are farther down the list of multiple authors. It is helpful to know the 
approximate percentage of contribution and the nature of the contribution. Given differences among 
disciplines, there needs to be clarity on the role as first author. When does the last author simply 
reflect the smallest contribution, and when does last author represent a prominent position (e.g., in 
LCOM sometimes the last author is the leader of the lab, the individual who conceptualized the study 
or it is their original line of research)? The PSC seeks to understand the approximate percent of 
contribution and nature of contribution. Namely, what did the faculty member actually do with regard 
to a particular publication (e.g., conceptualize the study, develop the research plan, collect data, 
analyze data, write all or part of the initial draft, edit)? 
 
Gratitude for the Work 
Being on the PSC involves a significant investment of time and effort. One of the most common 
sentiments expressed by PSC members to each other is that the time and effort are worthwhile. 
Individually and collectively we experience gratitude for the opportunity to review the breadth and 
depth of work being produced at UVM. Members of the PSC approach each dossier with great respect 
for the work of our UVM colleagues and take pride in carefully and independently reviewing each 
dossier. During March and April 2020 this meant meeting virtually due to the COVID-19 pandemic. 
Being a PSC member offers a unique opportunity to glimpse into fields of study we would typically not 
encounter otherwise. It is a constant learning experience and contributes to our sense that UVM is a 
special place, with so many talented people doing so much amazing work! 



Conflict of Interest Program Documents 
 

1. Updated Conflict of Interest/Conflict of Commitment Policy – drafted but not approved for campus-
wide dissemination 

Summary of Changes: 
a. Added definitions 
b. Moved sections around 
c. Put examples in an addendum 
d. Added a section about interactions with industry 
e. Included a statement addressing affirmation by the Board of Trustees 
f. Updated disclosure requirements and management plan responsibilities 

 
2. New Nepotism Policy – drafted but not approved for campus-wide dissemination – reviewed by CIA, 

OGC 
 

3. New Visiting Scholar and Visiting Scientist Policy – drafted but not approved for campus-wide 
dissemination 

a. Updated Visiting Scientist/Visiting Scholar Application Form – drafted but not approved 
i. Replace Current Form – recommended replacement with above.  

b. New Visiting Scientist/Visiting Scholar Disclosure Form – drafted but not approved 
c. New Visiting Scientist/Visiting Scholar Agreement – drafted but not approved 

 
4. New Conflict Management Plan Form – drafted but not approved 

 
5. New Foreign Support and International Activities Policy – drafted but not approved for campus-wide 

dissemination – reviewed by CIA, OGC, VPR, SPA, and HR. 



National Center for 
Professional & Research Ethics

ncpre

Vibrant Units (0 to 5) Warning Signs (0 to 3) Challenged Units (0 to 5)

_____ Respectful dealings among colleagues, 
department _____ Complaints disproportionate to other units,

campus _____ Serious misconduct: discrimination; sexual; 
financial; criminal, etc. (arrests, lawsuits…)

_____ Openness, transparency, shared governance  _____ Email and/or social media wars, harassment,
silos, conflict aversion _____

Culture that suppresses or hides problems; 
punishes reporting; faculty schisms, battles, 
flareups

_____ Culture of excellence and quality; strong 
candidates _____ Weak or ineffective hiring, requests for

transfers, departures _____ Repeated inability to hire, retain quality faculty, 
staff

_____ Support and mentoring for faculty and 
students alike _____ Weak P&T practices; many terminal associate

professors _____ Toxic atmosphere, especially for junior faculty, 
students 

_____ Open discussion of ideas and research; high 
productivity _____ Declining scholarly indicators (productivity,

PhDs, PhD placement, time to degree…) _____ Scholarly standing below university’s; uneven 
in unit

_____ Distributed service responsibilities, aligned 
with faculty strengths _____ Financial disarray _____ Departmental business at a standstill; in 

gridlock

_____
High level of communication—willingness to 
listen, compromise; problems addressed, not 
submerged

_____
Ad hoc practices; forum-shopping; seeking 
desired answers from different officers; hiding 
problems

_____ Lack of transparency, hidden agendas; faculty 
involve students in disputes

_____ Curricular innovations, adaptations to meet 
changing student, campus, needs _____ Enrollment declines, lack of curricular 

innovation _____ Curricular stagnation, lack of student interest 
in offerings; outdated curriculum

_____ Leadership has high expectations, uses 
policies, makes decisions, builds community _____ Bimodal evaluations; generational discord; 

externalizing problems _____
Weak or autocratic leadership; different 
messages to different audiences; meddling by 
previous leader of unit

_____ Collective vision of goals and priorities. _____ Limited sense of priorities _____ Many individual priorities without shared 
purpose

TOTAL _____ TOTAL _____ (subtract) TOTAL _____ (subtract)

Academic Unit Diagnostic Tool (AUDiT) Total Score:

C. K. Gunsalusethicscenter.csl.illinois.edu

NCPRE homepage More on the AUDiT

https://ethicscenter.csl.illinois.edu
https://ethicscenter.csl.illinois.edu/audit
http://creativecommons.org/licenses/by-nc-sa/4.0/


P R E S E N T E D  B Y :
T H E  O F F I C E  O F  T H E  G E N E R A L  C O U N S E L

2 0 2 0 - 2 1  A C A D E M I C  Y E A R

Legal Issues for New Faculty 
- Frequently Asked Questions -



FAQ #1:

What is the Role of the 
General Counsel?



Office of the General Counsel

 The Office of the General Counsel represents UVM as an 
institutional client, the institution acting through its 
authorized officials, including the Board of Trustees, the 
President, the Provost and Senior Vice President, Vice 
Presidents, deans and directors, and other persons 
responsible for the management of academic and 
administrative units.

Sharon Reich Paulsen, Vice President and General Counsel
John Collins, Deputy General Counsel

Jennifer Papillo, Associate General Counsel
Meghan Siket, Associate General Counsel

Katie Beneke, Paralegal
Jennifer Dooley, Office Manager



What Types of Legal Issues Does UVM Face

How We Think of Ourselves
 Educators

In the Eyes of the Law
 Educators
 Employers
 Landowners
 Landlords
 Restaurants
 Retailers
 Entertainment Facilities
 Fitness Clubs
 Power Plant Operators
 Hazardous Materials Handlers
 Health Care Providers
 Banks
 Internet Service Providers



Can: What is Possible

May: What is Permissible

Must: What is Required

What Kind of Advice Does General Counsel Give?



FAQ #2:

As a faculty member, 
will I interact with the 

General Counsel’s Office 
directly?



Requesting Services

 OGC has an open door policy.

 For routine matters, attorneys are assigned primary 
responsibility for certain subjects and clients, but work 
collaboratively and can triage any issue that is time 
sensitive.

 Appointments are encouraged.

357 Waterman Building
(802) 656-8585

General.Counsel@uvm.edu
http://www.uvm.edu/~gencnsel/

mailto:General.Counsel@uvm.edu
http://www.uvm.edu/%7Egencnsel/


Defense & Indemnification Policy

Indemnification – Officers & Employees
http://www.uvm.edu/policies/general_html/indem.pdf

 Can faculty members be sued in their 
capacity as employees of UVM? YES.

 Will the University help? YES, if:
 The conduct occurred within the scope of University 

employment; and
 The conduct or actions were taken in good faith
(a manner reasonably believed to be lawful and without gross negligence).

http://www.uvm.edu/policies/general_html/indem.pdf


Notice of Legal Action

Subpoenas and Other Legal Documents Policy
http://www.uvm.edu/policies/general_html/subpoenas.pdf

 The Office of the General Counsel, or persons at their request 
and direction, are the sole University officials and employees 
authorized to accept subpoenas, complaints, notices of class 
action, warrants, or other legal documents addressed to the 
University, institutional officers, and other persons named in 
their capacities as University officials or employees.

 No University employee should speak to an outside attorney, 
except on his or her personal business, without the express 
consent of the General Counsel’s Office. It is imperative that 
employees contact the General Counsel’s Office immediately if 
litigation is threatened or other legal demands are made.

http://www.uvm.edu/policies/general_html/subpoenas.pdf


Litigation Holds

Records Preservation Directives
http://www.uvm.edu/policies/general_html/litigation_hold.pdf

 Upon notice from the Office of the General Counsel, all affected units 
must immediately suspend all disposal and destruction of relevant 
records, and all deletion of relevant e-mail messages and other 
electronic records, in the following situations:
 Litigation has been commenced or threatened, or is otherwise reasonably 

anticipated;
 A state or federal investigation has been commenced or threatened;
 An internal investigation or audit has commenced; or
 Senior administrative officials have determined that urgent circumstances require 

the preservation of records and have issued a record preservation directive.

General Counsel
357 Waterman Building 

(802) 656-8585
General.Counsel@uvm.edu

http://www.uvm.edu/policies/general_html/litigation_hold.pdf
mailto:General.Counsel@uvm.edu


Matters Outside the Scope of Representation

 The General Counsel's Office has an obligation to 
refrain from advising faculty on matters within the 
scope of their union representation.

 Copies of collective bargaining agreements may be found at:
• http://www.uvm.edu/~facrsrcs/?Page=ftcontract.html (Full Time)
• http://www.uvm.edu/~facrsrcs/?Page=ptcontract.html (Part Time)

 The Office does not provide personal legal advice or 
representation to UVM administrators, faculty, 
students, or staff.

http://www.uvm.edu/%7Efacrsrcs/?Page=ftcontract.html
http://www.uvm.edu/%7Efacrsrcs/?Page=ptcontract.html


FAQ #3:

UVM is a public 
institution … does that 

mean my emails
(and everything else)

are public records?!?



Vermont Public Records Act
Records and Documents Request Policy

http://www.uvm.edu/policies/general_html/records_request.pdf

 UVM is an instrumentality of the State of Vermont, and is subject to the 
requirements of the Public Records Act (Title 1, sections 315-320).

 Public Record or Document: is a written or recorded matter 
produced or acquired in the course of University business. All public 
records and documents are subject to prompt disclosure upon request 
unless they are exempt under the provisions of the Vermont Public 
Records Act.

 ALL Public Records Requests should be directed to:

Gary Derr, VP for Operations and Public Safety
348 Waterman Building 

Gary.Derr@uvm.edu
(802) 656-8937 

http://www.uvm.edu/policies/general_html/records_request.pdf
mailto:Gary.Derr@uvm.edu


Government Reviews

Government Reviews Protocol
http://www.uvm.edu/policies/general_html/govreviews.pdf

 It is the practice of the University of Vermont to cooperate 
fully, appropriately, and effectively with all lawful inquiries, 
inspections, audits, investigations, unannounced visits and 
other information-gathering activities conducted, directly or 
indirectly, by federal, state, or local Government regulators.

 If you are contacted by a Government Regulator:
1. Advise them of the University’s Government Reviews Protocol
2. Contact the Compliance Services (x63086)
3. Wait for further direction from Compliance Services.

http://www.uvm.edu/policies/general_html/govreviews.pdf


FAQ #4:
I want to represent 

myself and UVM 
appropriately. What 
should I be thinking 

about?



Code of Conduct and Ethical Standards

Code of Conduct and Ethical Standards
http://www.uvm.edu/policies/general_html/businessconduct.pdf

We are all individually responsible to be aware of and comply with the legal 
and regulatory requirements and with University policies and procedures 
relevant to our jobs.

- Creating a Respectful Campus Environment
- Privacy and Security of Confidential Information
- Conflicts of Interest and Conflicts of Commitment
- Protecting University Assets and Appropriate Use of University Resources
- Accuracy in Recordkeeping
- Relationships with University Vendors and Other Third Parties in Business 

Transactions
- Research
- Freedom of Expression
- Creating a Safe and Healthy Campus

http://www.uvm.edu/policies/general_html/businessconduct.pdf


Conflicts of Interest and Commitment
Conflict of Interest and Conflict of Commitment

http://www.uvm.edu/policies/general_html/conflictinterest.pdf

 Faculty must disclose conflicts of interest and 
commitment as they arise to their department chairs or, in 
units with no chairs, to their deans.

 A conflict of interest arises with respect to activities that compromise, or 
appear to compromise, an employee’s judgment in performing his or her 
University duties. These conflicts can arise when an employee, or a member of 
his/her family has an existing or potential personal, financial or other interest 
that: (a) impairs or may reasonably appear to impair his/her independence of 
judgment in the discharge of responsibilities to the University; or (b) may result 
in personal gain or advancement at the expense of the University. 

 A conflict of commitment occurs when external activities undertaken by a 
UVM employee will or reasonably can be expected to significantly interfere with 
his or her ability to perform obligations to University duties fully or effectively.

http://www.uvm.edu/policies/general_html/conflictinterest.pdf


Personal vs. Professional Representations

University Name, Symbols, Letterhead and
other Proprietary Indicia of Affiliation

http://www.uvm.edu/policies/general_html/letterhead.pdf

 University faculty may refer to their professional or student 
status for purposes of self-identification in connection with 
external activities and the public expression of personal views 
if the status is accurately described, and the use does not state 
or imply University endorsement of the activity or views.

 As to the expression of views, the following disclaimer is 
recommended:
 “The comments or opinions here expressed are my own and should not 

be taken as a statement, opinion, position or endorsement by the 
University of Vermont.”

http://www.uvm.edu/policies/general_html/letterhead.pdf


Contracting Authority

Contract Approval and Signatory Authority Policy
http://www.uvm.edu/policies/procure/contract.pdf

 Individuals have the authority to enter into 
negotiations, approve and/or sign contracts on 
behalf of the University only pursuant to:
 (1) a resolution of the Board of Trustees;
 (2) a valid delegation of authority from the President or the 

Board; or
 (3) a purchase made in accordance with the University 

“Procurement or Lease of Goods and Services and Contract 
Approval and Signatory Authority for Procurement or Lease of 
Goods and Services” Policy.

http://www.uvm.edu/policies/procure/contract.pdf
http://www.uvm.edu/policies/procure/procurement.pdf


Ethics & Compliance Reporting Help Line
Ethics and Compliance Reporting and Help Line

https://secure.ethicspoint.com/domain/media/en/gui/24544/index.html
877-310-0413

 Employees are encouraged to use the Help Line to 
address questions regarding compliance issues or 
anonymously to report incidents or situations that may 
involve violations of the University's Code of Conduct and 
Ethical Standards 
(http://www.uvm.edu/policies/general_html/businessconduct.pdf).

 Non-Retaliation Statement
 Neither the University nor its employees may retaliate against a 

whistleblower with the intent or effect of adversely affecting the terms or 
conditions of employment or enrollment (including but not limited to, 
threats of physical harm, loss of job or educational status, punitive work 
assignments, or impact on salary or wages). 

https://secure.ethicspoint.com/domain/media/en/gui/24544/index.html
http://www.uvm.edu/policies/general_html/businessconduct.pdf


FAQ #5:

Is UVM a safe campus?  
What should I know 

and who should I 
contact with questions?



Personal Safety & Security
Personal Safety & Security Policy

http://www.uvm.edu/policies/general_html/personalsafety.pdf

 In a possible or actual emergency situation, 
administrators, faculty, and staff must report threats or 
acts of violence immediately to UVM Police Services.

 In a non-emergency situation, employees should contact 
their immediate supervisor or department head (or the 
next-senior University official in the event that the 
immediate supervisor or department head is the source 
of the perceived threat).

http://www.uvm.edu/policies/general_html/personalsafety.pdf


F A C U L T Y ,  S T A F F ,  A N D  S T U D E N T S  W I L L  A U T O M A T I C A L L Y  
R E C E I V E  A N  E M A I L  N O T I C E  O F  A  C A M P U S  E M E R G E N C Y ,  

I N C L U D I N G  A  D E S C R I P T I O N  O F  R E Q U I R E D  A C T I O N S ,  T H R O U G H  
T H E  C A T A L E R T S Y S T E M  T O  T H E I R  U V M . E D U  A D D R E S S .

UVM CatAlert

To opt-in for expanded notification via phone or text:

 Instructions for Students
 Log into MyUVM, and go to the “Registrar” Tab
 Navigate to the left side of the page to “My Contact Info (CatAlert)"
 Click on the link and update your number
 Insert your new or updated number and click “Submit"

 Instructions for Employees
 Log on to UVM's PeopleSoft Human Resource System from the PeopleSoft portal page.
 Navigate to "Self Service."
 Navigate to "Personal Information."
 Navigate to "Phone Numbers."
 Use the "Add a Phone Number" button to insert as many emergency broadcast numbers as 

you like.



UVM Reporter Status
UVM Reporter Operating Procedure

http://www.uvm.edu/policies/riskmgm/campussecruity.pdf

 ALL FACULTY ARE “UVM REPORTERS”

 An annual notice will be distributed to all UVM Reporters 
informing them of their responsibilities under applicable 
laws and University policy.

 The University strongly encourages all UVM 
Reporters to complete a training program to familiarize 
themselves with their obligations on an annual basis. 

http://www.uvm.edu/policies/riskmgm/campussecruity.pdf


Required Reporting
Alleged Crimes, Discrimination and Harassment

 Call 9-1-1 immediately if a crime or other emergency is in progress, or if at any time there is an 
imminent or continuing threat of harm to persons or property.

 In all other cases, upon the receipt of information that a crime or incident of discrimination or 
harassment (including sexual misconduct) has occurred, the UVM Reporter MUST: Promptly 
fill out a CSA form at www.uvm.edu/police/csa, regardless of whether the individual who 
disclosed the incident chooses to file a police report.
 The name of the alleged victim(s) should not be included unless: Disclosure is required by law or policy (e.g. abuse 

or neglect of minors or vulnerable adults); The incident presents an “imminent or continuing threat of harm”; or 
The UVM Reporter is given permission to do so. 

 Promptly contact AAEO to facilitate appropriate support and institutional response, if the 
alleged incident involves discrimination or harassment, including sexual misconduct, as follows:

 Discrimination/Harassment: AAEO Incident Reporting Form    (http://www.uvm.edu/aaeo)
 Sexual Misconduct: TitleIX@uvm.edu or Title9@uvm.edu

 Make the individual aware of their option to report the incident to local law enforcement (UVM 
Police Services) and that UVM makes confidential and non-confidential resources available to 
the campus community that may be helpful to individuals who have experienced or witnessed 
an alleged crime, or incident of discrimination or harassment. 

 You CANNOT promise confidentiality when someone discloses an incident of discrimination or 
harassment.

http://www.uvm.edu/police/csa
http://www.uvm.edu/aaeo
mailto:TitleIX@uvm.edu
mailto:Title9@uvm.edu


Reporting Suspected Abuse or Neglect of Minors

 UVM requires any employee who has reasonable cause to 
believe that a minor or vulnerable adult participating in a 
program or activity at the University has been abused or 
neglected in any way to report the concern promptly to UVM 
Police, who will assist in contacting the Vermont Department 
for Children and Families (DCF).

 Vermont law further requires that certain professionals make those 
reports to DCF within 24 hours by calling the Child Abuse Hotline 
at 1-800-649-5285.

 The professionals who have a legally mandated reporting obligation include: 
 Physicians, surgeons, osteopaths, chiropractors, physician’s assistants, hospital administrators, 

nurses, medical examiners, dentists, psychologists, or other health-care providers; 
 School superintendents, teachers, school librarians, child care workers, school principals, school 

guidance counselors; 
 Mental health professionals social workers; 
 Employees, contractors, and grantees of the agency of human services who have contact with 

clients; 
 Probation officers and police officers; 
 Camp owners, camp administrators or counselors; and
 Members of the clergy.



Reporting Suspected Abuse and Neglect of 
Vulnerable Adults

 UVM requires any employee who has reasonable cause to 
believe that a vulnerable adult participating in a program or 
activity at the University has been abused, exploited, or 
neglected to report the concern promptly to UVM Police, who 
will assist in contacting Vermont Adult Protective Services.

 Vermont law further requires that certain professionals make those 
reports to Adult Protective Services within 24 hours by calling the 
APS Abuse Hotline at 1-800-564-1612.

 The professionals who have a legally mandated reporting obligation include: 
 Health care providers;
 School district and independent school employees and contractors;
 Mental health professionals, social workers, and persons or organizations that offer, provide, or 

arrange for personal care for vulnerable adults;
 Caregivers employed by a vulnerable adult;
 Employees of, or contractor involved in caregiving for, a community mental health center; and
 Law enforcement officers.



Contact Information and Additional Policies
UVM Police Services

Emergency: 911
656-FIRE (x63473)

Affirmative Action & Equal Opportunity Office
428 Waterman Building

(802) 656-3368
http://www.uvm.edu/~aaeo/

 Campus Safety and Security
 http://www.uvm.edu/policies/riskmgm/clery.pdf

 Equal Employment Opportunity/Affirmative Action
 http://www.uvm.edu/policies/general_html/affirm.pdf

 Equal Opportunity in Educational Programs and Non-Harassment
 http://www.uvm.edu/policies/student/equaledu.pdf

 Discrimination and Harassment
 http://www.uvm.edu/policies/student/studentharas.pdf

 Sexual Harassment and Misconduct
 https://www.uvm.edu/sites/default/files/UVM-Policies/policies/sexharass.pdf

http://www.uvm.edu/%7Eaaeo/
http://www.uvm.edu/policies/riskmgm/clery.pdf
http://www.uvm.edu/policies/general_html/affirm.pdf
http://www.uvm.edu/policies/student/equaledu.pdf
http://www.uvm.edu/policies/student/studentharas.pdf
https://www.uvm.edu/sites/default/files/UVM-Policies/policies/sexharass.pdf


O F F I C E  O F  T H E  G E N E R A L  C O U N S E L
3 5 7  W A T E R M A N

6 5 6 - 8 5 8 5

U N I V E R S I T Y  P O L I C I E S  A N D  O P E R A T I N G  P R O C E D U R E S
H T T P : / / W W W . U V M . E D U / P O L I C I E S /

Questions?

http://www.uvm.edu/policies/


COPING 
WITH AN ACTIVE SHOOTER SITUATION 

• Be aware of your environment and any 
possible dangers 

• Take note of the two nearest exits in any 
facility you visit 

• If you are in an office, stay there and 
secure the door 

• Attempt to take the active shooter down 
as a last resort 

PROFILE 
OF AN ACTIVE SHOOTER 

An  active  shooter  is  an  
individual  actively  engaged  in  killing  or  
attempting  to  kill  people  in  a  confined  and  
populated  area,  typically  through  the  use 

of  firearms. 

CHARACTERISTICS 
OF AN ACTIVE SHOOTER SITUATION 

• Victims are selected at random 

• The event is unpredictable and evolves 
quickly 

• Law enforcement is usually required to 
end an active shooter situation Contact your building management or

human resources department for more 
information and training on active
shooter response in your workplace. 

CALL 911 WHEN IT  
IS SAFE TO DO SO 



 HOW TO RESPOND 
WHEN AN ACTIVE SHOOTER IS IN YOUR 
VICINITY 

1. EVACUATE 
• Have an escape route and plan in mind 
• Leave your belongings behind 
• Keep your hands visible 

2. HIDE OUT 
• Hide in an area out of the shooter’s view 
• Block entry to your hiding place and lock
the doors 
• Silence your cell phone and/or pager 

3. TAKE ACTION 
• As a last resort and only when your life is 
in imminent danger 
• Attempt to incapacitate the shooter 
• Act with physical aggression and throw
items at the active shooter 

 HOW TO RESPOND 
WHEN LAW ENFORCEMENT ARRIVES 

• Remain calm and follow instructions 
• Put down any items in your hands (i.e., 
bags, jackets) 
• Raise hands and spread fingers 
• Keep hands visible at all times 
• Avoid quick movements toward officers 
such as holding on to them for safety 
• Avoid pointing, screaming or yelling 
• Do not stop to ask officers for help or 
direction when evacuating 

INFORMATION 
YOU SHOULD PROVIDE TO LAW 
ENFORCEMENT OR 911 OPERATOR 

• Location of the active shooter 
• Number of shooters 
• Physical description of shooters 
• Number and type of weapons held by
shooters 
• Number of potential victims at the location 

CALL 911 WHEN IT  
IS SAFE TO DO SO 
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