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Syllabus Standards and Review 
 
Before the start of each semester, the syllabus must be reviewed by the department chair with assistance 
when needed of an ad hoc committee of at least 2 faculty in the department to ensure that the syllabus 
supports: 

• The learning outcomes for the course.  
• A grading system that appropriately assigns grades as a measure of the competency of each 

individual student.   
• Consistency with grading system guidelines recommended by the department and reported to 

the Undergraduate Curriculum Committee. 1  
• Consistency with the University goal that the work used to produce student grades is 

representative of the student’s level of achievement.  Grading systems must assure general 
competency, based on a national standard, standard in the ‘field of study’ or other appropriate 
benchmark.  

 
Faculty must submit their syllabi to the department chair two days2 before the first day that the class will 
meet.  If the chair is concerned that a syllabus does not meet an appropriate standard, the chair will 
discuss the syllabi with the faculty member.  If a resolution is not easily reached that satisfies the chair, 
the chair will select two additional faculty members to provide an independent review of the syllabus. The 
joint review of the syllabus and recommendations by the chair and two faculty members will be adopted 
by the faculty member.  
 
Syllabus standards are provided below.  In addition, a syllabus should note expected grading times for 
homework and exams (i. e.  homework is always graded in a timely manner, exams are always graded in 
a timely manner).  
 

Notes & Materials 
1. If a department has not provided recommended guidelines to the Undergraduate Curriculum Committee, the chair will use 

appropriate discretion in managing the syllabus review.  Departments should provide guidelines to the Undergraduate 
Committee before the start of the spring semester.  

2. Starting in the spring 2018 semester, the syllabus must be provided to the department chair five or more days before the 
first day of class.   

 
• Syllabus template: M:\Institutional Effectiveness\Template for University Syllabi. dotx 
• Syllabus policy: https://floridapoly. edu/wp-content/uploads/FPU-5. 0065AP-Course-Syllabi-11. 

17. 2017. pdf  
• Grading Policy: https://floridapoly. edu/wp-content/uploads/FPU-5. 0071AP-Grading-Policy-10. 

20. 15-FINAL-REVISED. pdf  
 
 
  

file://floridapoly.org/fpudfs/Academics/Institutional%20Effectiveness/Template%20for%20University%20Syllabi.dotx
https://floridapoly.edu/wp-content/uploads/FPU-5.0065AP-Course-Syllabi-11.17.2017.pdf
https://floridapoly.edu/wp-content/uploads/FPU-5.0065AP-Course-Syllabi-11.17.2017.pdf
https://floridapoly.edu/wp-content/uploads/FPU-5.0071AP-Grading-Policy-10.20.15-FINAL-REVISED.pdf
https://floridapoly.edu/wp-content/uploads/FPU-5.0071AP-Grading-Policy-10.20.15-FINAL-REVISED.pdf
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Common Examinations 
 
Florida Poly defines common examinations as follows: Examinations that are delivered in a single, 
commonly scheduled time period to all students for multiple section courses.  These exams provide 
greater consistency in learning outcomes across the multiple sections and also provide a higher level of 
consistency in terms of grading standards for students.   
 

Best Practices 
As we move to more common exams at Florida Poly we need to balance the efficiency and inherent 
“fairness” that this exam structure provides for students with the change that it presents to students in 
terms of their own schedules.  The following provides some guidelines that we can use to help us all 
manage this change effectively:  
 

For Students 
• Common exams that are not the final exam, including the dates and times of the exams, should 

be noted in the course syllabus if at all possible and as our common exam culture matures, this 
will emerge as a requirement.   

• For the fall semester2018, exams that are not noted in the syllabus must be announced (in class 
and via email or the equivalent) in the first two weeks of the semester.  This allows students ample 
time to plan for their exam.  Starting in the spring semester 2019, common exams MUST be 
noticed in the syllabus.   

o For exams that are noticed either in the syllabus or for fall 2018 with appropriate notice, 
excuses for requiring a makeup exam that are acceptable are: documented illness, family 
emergency of some kind (again typically documented in some way).  Instructors should 
use careful discretion in managing students that have work commitments that cannot be 
broken.  Many of our students do work and in some cases the testing schedule will result 
in commitments that if broken, make students lose their jobs.  Instructors should request 
verification of the commitment by the student.  

o Makeup exams are a necessary part of faculty life and we should include in our planning 
how to address this necessity.  

• Course/Exam conflicts need to be resolved by a common rule.  In the event of conflict between a 
course and an exam, a makeup exam must be provided to the student.  If the conflict is a partial 
overlap of the course delivery time with the exam time, the instructor may, at his or her discretion, 
deliver the same exam, for the same amount of time to the affected student in a way that does 
not conflict with the course but overlaps partially with the exam time.   

• Makeup exams are to be scheduled after the common exam is delivered and should be of 
comparable difficulty but should be different enough that students taking the makeup are not 
provided an advantage due to the typical student discussion of the exam.   

• In the rare instance of conflicting common exams, the lower course number examination will be 
taken and the higher course must provide a makeup exam for the student.   
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• As with all exams, students with accommodations must provide appropriate notice to the faculty 
member teaching the class and must work flexibly with the ASC to take the test as soon after the 
test is given to the rest of the class as possible.  

 

For Faculty 
• The Registrar’s office must be consulted to reserve rooms for common exams.  To ensure a 

minimum of conflicts, common exam room scheduling for exams other than the final exam must 
be done by the registrar before the semester begins.  Final exams that are common also will be 
scheduled by the registrar.   

• Writing, Delivering, and Grading of examinations is a core faculty responsibility.  On common 
exams, faculty must carefully collaborate in the writing, grading, and delivery of the exam.  If the 
faculty cannot agree on the production of the exam, the department chair or division director 
may arbitrate, with final authority, the production of the exam.  However, this solution is not 
recommended and indicates that the faculty are not successfully cooperating.    

• Under normal circumstances, the delivery of the examination (whether common or not) is the 
responsibility of the faculty.  When the examination delivery requires multiple rooms, 
examination proctoring is provided by the instructor(s) of record, the department faculty, and in 
some instances by department staff.  In rare instances, department administrative staff may also 
be used.  The department chair can help find resources to deliver the exam, but it is not the 
responsibility of the chair to deliver the exam.   

• Makeup examinations are the responsibility of the faculty.  In rare instances, the ASC may provide 
some help, but the ASC and testing center’s primary responsibility is to serve disability testing, 
not routine examinations or makeup examinations.   

• Common grading (where faculty members grade a fraction of all exams for grading consistency) 
of exams is a best practice and a department chair or division director may choose to mandate 
common grading to ensure that students are treated appropriately and fairly.  Similarly, a 
department chair may mandate common exams as a part of the overall delivery of a course.   

• As with all exams, faculty must provide students with documented accommodations an 
appropriate means to take the exam.  Faculty should work with the ASC to take the exam after 
the common exam is given.  Typically, a similar in difficulty, but different in terms of the specific 
problems will be given to the student.   
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Course Coordinators 
 
The role of a course coordinator is to maintain quality and consistency of instruction in multiple-section 
courses, to insure that the course appropriately addresses the learning outcomes for the course, and to 
insure consistent content and quality in each semester that a course is delivered.  Typically, the assigned 
course coordinator is teaching at least one of the sections of a course delivered in multiple section format.  
For courses that are delivered in single section, the course coordinator is responsible for ensuring 
consistency across the semesters but does not have to be the individual delivering the course.   
Each course should always have a course coordinator even during semesters where the course is not 
delivered.  All ABET programs, and courses that used by ABET programs, must have a consistent course 
coordinator in place.  
 

Multiple section courses 
Course coordinators schedule regular meetings with faculty delivering the course and provide resources 
to support teaching and learning in the courses that they coordinate.  The course coordinator is 
responsible for ensuring that the syllabi for all sections support the learning outcomes of the course and 
that the course is appropriately consistent in subject matter delivered and learning objectives on a 
semester by semester basis.  The course coordinator is responsible for leading the development, 
execution, and grading of common exams.  The coordinator also must ensure that grading systems across 
multiple sections are substantially similar and that all sections cover the same major topics.  At the end of 
each semester, the course coordinator must meet with all participating faculty, evaluate the course 
assessments, and summarize, from the standpoint of achievement of learning outcomes, course 
strengths, and areas of concern.  In addition, the coordinator must identify prerequisite knowledge 
strengths and also areas of concern.  This memorandum must be delivered to the department chair and 
the vice provost of assessment and instruction shortly after final grades are submitted.   
 

Single section courses 
The course coordinator is responsible for ensuring that the syllabi for all sections support the learning 
outcomes of the course and that the course is appropriately consistent in subject matter delivered and 
learning objectives on a semester by semester basis.  At the end of each semester, the course coordinator 
must summarize, from the standpoint of achievement of learning outcomes, course strengths, and areas 
of concern.  In addition, the coordinator must identify prerequisite knowledge strengths and also areas of 
concern.  This memorandum must be delivered to the department chair and the vice provost of 
assessment and instruction shortly after final grades are submitted.   
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Textbooks 
 
It is the responsibility of each faculty member to ensure that the appropriate textbooks are ordered for 
all courses he or she teaches. In some cases, a course coordinator or Department Chair will be 
responsible for placing textbook orders. If a faculty member is teaching a course with multiple sections, 
it is his or her responsibility to confer with the Department Chair or course coordinator to ensure that 
this process is completed appropriately and on-time. 
 
In general, the textbook(s) ordered for a course should be the texts identified on the course master 
syllabus (ABET syllabus). In some cases, such as a single-section course in the faculty members’ area of 
expertise, the decision is up to that faculty member. All textbooks chosen for the course should be 
documented on the course syllabus and the course syllabus should be submitted per the instructions in 
these guidelines. 
 

Florida Requirement 
The State of Florida requires that textbook orders be placed 75 days prior to the start of the semester. If 
an instructor is not yet on staff or does not submit their order by the deadline, either the Department 
Chair, course coordinator, or designee will adopt a text, the previous adoption will be re-ordered, or no 
text will be assigned. 
 

How to Order: Method 1 
FacultyEnlight is the textbook ordering site used by our campus bookstore, Barnes and Noble. You will 
be able to see previous adoptions as well as view texts other institutions are using, compare costs, and 
identify supporting resources. The site is generally user-friendly, but here are a few instructions: 

1. Go to www.facultyenlight.com, and create an account. 
2. Click 'Adopt' and select your term/department/course. 
3. Select your section or sections. 

IMPORTANT: If you are not requiring a text,  

you must check this box for state compliance purposes. 
4. Add your course materials. There are a variety of ways including by ISBN, from 

previous adoptions, by searching other schools, and so on. 
5. Review and submit. 

A demo video is also available here: www.facultyenlight.com/content/facultyenlight-demo-
video. 

 

How to Order: Method 2 
Provide your Department’s Administrative Assistant with the following information: 

• Your  Name 
• Course Code, number, and title 
• Textbook Information (author(s), title, edition, ISBN). Of these, ISBN is most helpful. 
• Even if you are not requiring a text, you must submit that no text is required. 

 
 

 
No Text Material Required For This Course 

http://www.facultyenlight.com/
http://www.facultyenlight.com/content/facultyenlight-demo-video
http://www.facultyenlight.com/content/facultyenlight-demo-video
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Final Exams 
 
Final examinations may produce unintended conflicts for students in terms of scheduling.  In addition, a 
student’s examination schedule may include an inappropriate number of examinations in a single day.  
This guideline provides a set of “solutions” to these unintended problems.  Final exams are not to be given 
in the week before finals.   
 

Final Examination Conflicts 
In general, the examination schedule explicitly avoids time conflicts for students in terms of the 
examinations that they must take.  However, in rare instances, the formal examination schedule may 
include a few conflicts.  In the case of these conflicts, if an examination is not given at its registrar assigned 
time, the examination must be rescheduled for the class and must adhere to the published schedule.  If 
the conflict is between two registrar scheduled examinations and if both examinations will be 
administered for both classes, if one of the exams is a common exam, the instructor for the course that is 
not a common exam must provide the make-up examination.  For cases where both examinations are not 
common exams, the instructor with the higher course number will provide a makeup examination for the 
student.  Strong preference is to provide the makeup examination after the normally scheduled time.  
  

Maximum Number of Examinations in a Single Day 
Occasionally students will have a final exam schedule that includes multiple examinations in a single day.  
Up to three examinations can be given to a student in a single day, provided that the examinations are at 
the registrar scheduled time and that the student is not scheduled to take more than two examinations 
in one six hour period.  If a student schedule exceeds these limits and if the examinations are not only 
scheduled but will be administered, the student may request a makeup examination from the instructor 
of the course with the highest number.  Makeup examinations will be provided by instructors to create 
an examination schedule that meets the limits listed above.  
 

Students with Accommodations 
Students with accommodations can at their election choose to limit their examination schedule to two 
exams per day.   
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Student Advising 
 
Student advising is conducted as a shared responsibility between the Registrar’s office, the Academic Success Center, and the Faculty.   
 
The Registrar’s office handles transactions associated with student transcripts and ensures that the students’ records include all documentation 
to provide justification for the conferral of degrees.   
 
The Academic Success Center (ASC) guides students as they develop their schedules and prepare required paperwork.  The ASC uses a First-Year 
coaching model, and subsequently supports students on an as-needed basis through graduation.  ASC Success Coaches are considered 
curriculum experts but not content experts.  Faculty are the subject-matter experts and/or content experts.   
 
The Faculty role has three distinct areas: 

1. Department Chair. 
2. Departmental Mentor. Each department formally assigns a mentor to each student who declares a major within that department. The 

department informs students of their mentor assignment and the administrative assistant maintains a semester-by-semester list 
(archived by semester) of students and their mentors.  The mentor role functions as a key connection for students to gain faculty 
subject-matter-expert input on academic issues and professional development.  

3. Faculty Assembly.  
 

REGISTRAR/ASC/FACULTY 
REGISTERING-ADVISING-MENTORING DIVISION OF DUTIES 

LIST IS NOT EXHAUSTIVE 
 REGISTRAR ASC FACULTY 

CHOOSING 
MAJORS/MENTORING 

 “Pitches” majors to potential students who appear 
upon recommendation of Admissions. 
 
Helps students understand which courses need to be 
taken for each major. 
 
When appropriate, discusses majors with already-
enrolled students, offering guidance about 
coursework. 
 

Chair1 role: Establishes Departmental Mentors 
for varying specialties within the degree 
programs. 
 
Mentor role: Discusses Concentrations with 
already-enrolled students, offering guidance 
about coursework, career planning, and 
professional development. 
 

                                                           
1 For Units within the Science, Arts, and Mathematics Division, the Director carries this responsibility and may delegate certain aspects of this responsibility, at 
her discretion, to the Department Chairs within SAM.  This note applies to all portions of this table.   
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Refers all other major-specific discussions to the 
Department Chairs and/or designated Departmental 
Mentor. 

 REGISTRAR ASC FACULTY 
TRANSCRIPTS/CREDITS Evaluates transcripts for incoming/potential 

students. 
 
Communicates to incoming students which credits 
have been accepted and for what they are 
equivalents. 
 
Verifies, inputs, and documents recommendations 
from ASC/Faculty for course substitutions/ 
equivalencies. 
 

Performs unofficial re-evaluations of transcripts when 
a student considers changing catalogs or majors. 
 
Suggests students meet with Department Chairs 
about in-Poly course substitutions, when ASC believes 
Department Chair might approve those substitutions. 
 

Chair2 role: Assesses/approves/rejects course 
substitutions/equivalencies from incoming 
transcripts, when Registrar deems them to be 
non-standard substitutions/equivalencies. 
Chair consults faculty as appropriate.  
 
Chair role: Assesses/approves/rejects in-Poly 
course substitutions for students who request 
them. Chair consults faculty as appropriate. 
 
NOTE: Course substitutions are to be 
approved/rejected by the Chair that “owns” 
the course for which the substitution is being 
considered.  If appropriate, the Chair may 
consult with the Chair of the degree program 
in which the student is enrolled. The Provost or 
designee can override the decision of a Chair. 

 REGISTRAR ASC FACULTY 
POLICIES/FORMS AND 
REGISTRATION 

Establishes and process all FloridaShines requests. 
 
Processes forms related to registration. 
 
Performs manual enrollment when students are 
unable to enroll due to forms or other reasons. 

Teaches policy to students (9 Summer Credits, W 
policy, Academic Standing Policy, etc.). 
 
Distributes forms. 
 
Teaches students how to use FloridaShines. 
 
Verifies FloridaShines requests. 

Chair role: Signs forms, when appropriate and 
justified. 
 
NOTE: Prerequisite waivers and course 
maximums can only be performed/allowed by 
the Chair of the department delivering the 
course. The Provost or designee can override 
the decision of a Chair. 
 

 REGISTRAR ASC FACULTY 
REGISTRATION ADVISING Performs registration advising for incoming 

students. 
Teaches the degree plans to students. 
 
Performs registration advising for already-enrolled 
students, specifically addressing essential courses, 
sequence for degree plan, and pre-requisites. 

Mentor role: Meets with assigned students to 
discuss Concentration paths, course selection, 
degree management, and professional 
pathways.  

                                                           
2 For all responsibilities for the Chair regarding course substitution, degree audit, or prerequisite waivers, the Chair may, at his or her, discretion formally and in 
writing delegate portions of this responsibility to an individual.  This written delegation must be provided to Academic Affairs Provost office and to the Registrar’s 
office.   
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Recommends Major-changes for students who are 
floundering/foundering in their current majors. 

 REGISTRAR ASC FACULTY 
AUDITING DEGREES Processes Applications for Graduation. 

 
Performs graduation degree audits. 
 
 

Performs advising degree evaluations—but not official 
audits—for the purposes of registration advising. 
 
Upon request of Registrar, verify graduation degree 
audits. 

Chair role: Assists with graduation degree 
audits and/or verifying students’ eligibility to 
graduate for complex cases. This is a 
responsibility of the department that owns the 
degree that student seeks. 
 
Faculty Assembly role:  Validates by vote that 
students have completed all graduation 
requirements.   

 REGISTRAR ASC FACULTY 
COURSE PLANNING AND 
SCHEDULING 

Manages/maintains waitlists or similar processes. 
 
Communicates with students/faculty about 
waitlists/similar and seat availability. 

Fields questions about course availability (times, days, 
offerings). 
 
Informs Registrar if students detect unsatisfactory and 
unavoidable course conflicts. 

Chair role: Plans how many sections of courses 
will be needed and their caps. Chair may 
delegate this duty to an appropriate Faculty 
member.  
 
Chair role: Requests date/time slots from 
which the Registrar will work, trying to honor 
requests. Chair may delegate this duty to an 
appropriate Faculty member. 

 REGISTRAR ASC FACULTY 
THE STUDENT 
EXPERIENCE 

Provides positive customer service experience. 
 
Connects students with on-campus support 
resources. 
 

Provides positive customer service experience. 
 
Facilitates a First-Year Success Coaching model that 
provides new students with five different types of 
Success Coaching experiences. 
 
Supports Sophomores, Juniors, and Seniors with these 
same coaching experiences on an as-needed basis. 
 
Hosts “best practices” workshops and other 
enrichment sessions for students throughout each 
semester. 
 
Assists students in developing a step-by-step 
application plan for Graduate School. 
 
Connects students with on-campus support resources. 

Provides expert advice about the content of 
the coursework. 
 
Delivers career-related and professional-
opportunity advice to students. 
 
Connects students with on-campus support 
resources. 
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Professional Development Funds for Faculty 
 
Florida Poly currently provides up to $3500 in a fiscal year as professional development and travel funds 
for the faculty.  This is a significant investment on the part of the University.  Budgets at the university will 
inevitably become more constrained as we grow and we must steward these funds carefully to ensure the 
longevity of the professional development program.  This document establishes guidelines for the use of 
professional development funds.   
 
The use of professional funds is a privilege, not a right, and is always subject to approval by the division 
director, or if there is no director in the faculty’s management chain, the department chair. When funds 
are approved for use, the approver is certifying that to the best of their knowledge, the use of the funds 
is appropriate and advances the overall interests of the university.  If an approver questions the use of the 
funds, the Provost may be asked to approve (or not) the activity.  If an activity or fund use is not approved, 
that decision is final.   
 
Professional development activities within a discipline must enhance professional knowledge and skills in 
a manner that supports the faculty member’s career development.  Activities include, but are not limited 
to: 

• Attending conferences, seminars, or workshops 
• Taking courses 
• Participating in research or individual studies 
• Educational travel (domestic and international) 
• Certification training and certification 
• Laboratory small expenses   

 
Faculty members should locate professional development opportunities such as conferences or other 
research opportunities where they may participate as a speaker or other formal participant.  Attendance 
only may be occasionally appropriate, but in general, faculty should participate in the activity that is 
supported.  
 
Instructional development activities are related directly to teaching methodology or techniques, 
assessment techniques, and other non-discipline specific experiences.  This type of experience many times 
will be as an attendee and is encouraged.   
 
Acquisition of books or other materials may be supported by this fund, noting that the digital library has 
significant access to materials.  In general a limit of $250 annually for this type of expense will be imposed.   
 
The fiscal year starts on July 1 and ends on June 30.  Expenses are applied for the date of the services 
used, not the date when reimbursement is requested.  Unused funds from a prior year are not available 
for use once the year is over.  For travel occurring in the month of June, all expense reports must be 
processed by 06. 30. 20XX in order to use funds from the current fiscal year.  Expense reports submitted 
after July 1st, for prior year travel, will be using funds from the new fiscal year.  
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Recruiting and Hiring Guidelines 
 
Preamble: This document lists a set of steps that we will use to manage our hiring activity for the spring 
of 2017. There are several principles that must drive a successful hiring program. These principles are 
listed below. 3  
 

• Faculty hiring relies on the subject matter experts in the faculty and the judgement of the faculty. 
This drives us to use faculty “search” committees.   

• Faculty, whether as direct committee participants, or as individuals that provide input, should 
both express their candid opinion in a careful professional manner and, as a way of allowing hiring 
recommendations to “mature,” must encourage other faculty to also express their opinions.   

• Proper adherence to guidelines is essential to ensure an appropriate and “legal” hiring process. 
Careful attention to committee roles and the procedures allows us to select the best candidate 
with appropriate attention to state and federal law.   

• The search committee, under the direction of the chair, produces a carefully reasoned set of 
recommendations. 

 

Florida Poly Hiring Procedures: as of Spring 2017 
Terms: Division Director and Department Chair will be simplified to Department Chair, except where 
meaning is intended to denote a specific role. The word “Chair,” without adjective, refers to search 
committee chair.  In all cases, when the word “chair” is used, if a Director is present, the role is executed 
by the Division Director.   
 

1. Provost and Division Directors and/or Chairs identify hiring targets 
2. Directors, Chairs and programs develop ads 
3. Provost’s office staff facilitates posting 
4. Directors, Chairs identify “committee” to be used to manage hiring for a certain set of positions: 

a. Model 1: Director or Department Chair chairs the committee.   
b. Model 2: Director or Department Chair charges the committee.  
c. BOTH Models: 

i. Director or Chair discusses search committee members with Provost.  
ii. Search committees must include input from outside of the program. For 

individuals that are included outside of the program, the Department Chair 
should be copied on the request to the faculty member. Provost office staff will 
provide a faculty service matrix list to avoid undue overload on faculty member.  

iii. Careful thought needs to be present on “committee” structures when multiple 
hires may come from an ad (consider if the committee technical depth is 
sufficient to appropriately vet the range of applicants).   

iv. Committee typically will be five individuals, and should include diversity in the 
makeup of the committee. In some cases, a committee may need to be larger 
than the typical five members (if an even number of individuals make up the 
committee that is ok).   

                                                           
3 This “list-style” hiring guide relies on inputs from many others and their experience at other institutions as well as the hiring 
guide authored last year at Florida Poly by J.  Dewey.  
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5. Department Chairs contact potential committee members and ask them to help with the hiring 
activity. When contacting members outside of the program area, cc the potential member’s 
Department Chair as a courtesy.   

6. Department Chair and Committee chair create a “draft” of a “scoring” methodology. The intent is 
that the methodology will be used by each committee member to score each application.   

7. Committee Chair and Human Resources “charge” the committee. This phase of the committee’s 
work is done in confidence. There are two significant parts: 

a. The Chair and the committee finalize the scoring sheet that will be used to rank the 
candidates.   

b. The Chair, the committee, and human resources discuss the ground rules for the search. 
These include: 

i. Scoring. A scoring sheet will have been developed. The committee should decide 
how decisions will be made and discuss how to use the results of the committee’s 
scoring.   

ii. Confidentiality. All search committee members must be sure that they can 
confidentially share their views with colleagues. Limit casual discussions with 
colleagues not on the committee about how the search is progressing.   

iii. The New York Times rule. Don’t write anything in an email that you wouldn’t want 
attributed to you on the front page of a major newspaper. Email is great for 
distributing information but deliberations about candidates should be done in 
person.   

iv. Recordkeeping. The committee must keep complete records, including all job 
advertisements, postings, lists of nominators and nominees, candidate dossiers, 
rating sheets, long and short lists, and interview notes. The documentation must 
demonstrate that Florida Poly has made good faith outreach efforts towards 
female and minority candidates. When the search concludes, the search records 
should be turned in to HR for archiving.   

v. Committee Dynamics. All committee members share responsibility for everyone’s 
full engagement in the search. Imbalances of power among committee members 
can silence some members while allowing for others to control too much of the 
search process. Dealing with these dynamics and the behavior of colleagues are 
some of the chair’s primary responsibilities. It is helpful when other committee 
members draw colleagues into the discussion since it is the committee, not a 
single individual (or even pair of individuals), which is making all decisions.   

vi. Periodically, the chair should ask search committee members outside official 
committee meetings if they have such concerns. If so, the chair can serve as the 
“official source” of their alternative points of view during committee meetings.   

vii. Encourage an open airing of ideas and opinions by all committee members on the 
topic of excellence and diversity.   

8. If desired, the Provost office will provide a search manager to help with administrative functions 
such as creation of excel based score sheets for use by the faculty, facilitating access to 
applications, collation of ranking results, scheduling for committee work and candidate 
interactions. The search manager will not share intermediate results of the search with the 
Provost.   

9. Committee chair sets up two meetings for discussion of candidates. Meetings are to be public and 
documented. The second meeting is to be used to resolve anything that is unresolved at the end 
of the first meeting. These meetings are intended to shorten the list of candidates to those that 
are of further interest. 
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10. If more CVs come in, steps 6 through 8 can be repeated.   
11. Details of evaluating CVs and producing an interview list 

a. Minimum Qualifications test: Performed by HR or if preferred, by the committee or subset 
of the committee. If a subset of the committee is used, at least two committee members 
must independently apply the minimum qualifications test. Candidates are disqualified 
only if all participating members agree to disqualify the candidate.   

b. Send polite and prompt letters of rejection to candidates who clearly do not meet the 
minimum qualifications for the position. If a search manager is used, this can be done by 
the search manager.   

c. Triage to “High Interest list” 
i. As noted above, each committee member individually ranks the candidates using 

the agreed upon scoring methodology. The search committee chair or the search 
manager collates the individually responses to create an overall ranking of 
candidates. The committee chair disseminates the raw score sheet with 
candidates ranked from high to low interest based on the sum of scores to the 
committee. 

ii. The committee discusses the candidates and collectively decides which 
candidates are worthy of further consideration. This discussion does allow 
committee members to change their relative scoring of candidates based on the 
discussion.  

d. Moving to a “short” list 
i. Candidates for Phone interview must be approved by the Department Chair if 

committee chair is used, by Provost or appropriate Director if the Department 
Chair chairs the committee. This approval should be requested in a short 
summary memo that lists the individuals to be phone interviewed, a list of 
“backup” individuals that may warrant further consideration at a later date. 

ii. The phone interview: Purpose is to verify verbal communication skills, get a small 
sense of the level of mutual interest between candidate and poly 

1. Phone interviews should be no longer than 15 minutes.   
2. Phone interview can be held by a consistent subset of the search 

committee. Notice and document meetings.   
3. Post a public announcement of any interview involving more than one 

committee member; 
4. The committee must agree on the core questions to be used in the 

interview as determined from agreed upon criteria 
5. Pre-determine the order in which the interviewers will ask questions 

iii. The committee considers phone interview results, recommends a “short” list, the 
chair formalizes recommendations for short list in a memo. This memo should 
include: 

1. A summary assessment of the recommended candidates 
2. Copy of search committee questions and criteria 
3. Description of any additional recruitment efforts 
4. Vita or dossier for each candidate listed in the approval to interview 

request 
5. Tentative interview schedule indicating the names of all individuals with 

whom the applicant will meet, as well as any lectures or open meetings 
that will be included 
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iv. Department Chair and Provost consider the short list and either accept, or if not, 
work with committee on getting to a short list. 

v. Candidates that are of no further interest are sent a polite and concise declination 
letter.   

vi. The search committee may, if it so chooses, hold a secondary list of candidates 
for further consideration. 

e. Campus interviews 
i. The committee is responsible for orchestrating the interview and a committee 

member should be designated as the host 
ii. Interviews should involve faculty, staff, and students. Specific individuals that 

must be involved in hiring: 
1. The committee, both in individual meetings and in a common interview 

setting, with a common set of questions used for the meeting.   
2. Members of the faculty in the program that is hiring the individual.   
3. Other members of the faculty that may provide informed input on the 

candidate and/or that may be interesting as a potential colleague to the 
candidate.   

4. The Department Chair if not on the committee, and at least two other 
Department Chairs or Division Directors. 

5. At least one Vice Provost 
6. Provost 
7. Preferably a lunch meeting with students 
8. If possible a dinner or breakfast with a few committee members 
9. The interview should include both a research presentation and a sample 

lecture, length for these should be managed by the committee.   
f. Recommendation to hire 

i. The committee is charged with collecting information, considering their in-depth 
interactions with candidates, and carefully considering the inputs from their 
faculty colleagues 

ii. The committee must formally offer faculty members that participate in the 
interview with the opportunity to comment on the individual. A best practice 
would be to ask the input to be provided as a response to a few standard 
questions.   

iii. The search committee must actively check references. These reference checks 
must include oral contact with the candidate’s references. Within these phone 
calls, a committee member must listen carefully to the content and context of the 
conversation. Individuals are typically reluctant to make negative comments 
about individuals. If hints of negative comments are present, the committee 
member must gently pursue/clarify these comments with the reference.   

iv. Off-List reference checks must be performed as well. To do so, during the on-site 
interview, the candidate must be asked by the committee chair: “we will actively 
check references as a part of our hiring process. Do you wish to identify 
individuals, or individuals within specific institutions that you do not want us to 
contact as we further consider your candidacy? 

v. Based on the interviews and the information collected, the committee forms a 
recommendation. This recommendation is presented as a rationale for support 
(or not) for a candidate or set of candidates. The chair prepares a formal 
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recommendation and this recommendation must include affirmation that 
references were contacted.   

vi. The Department Chair and the Provost will consider the recommendation and if 
a hiring attempt will be made. If the recommendation is not followed, the 
Department Chair and Provost will work with the committee to determine which 
candidate (if any) will be hired.  

vii. The provost or his/her designee will negotiate with the candidate.  
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Important Contacts 
 

Departmental Administrators 
ECE & ME: Crissi Hinson, chinson@floridapoly.edu, 4-8600  
CS & DSBA: Ashley Siragusa, asiragusa@floridapoly.edu, 4-8662  
SAM: Zaira Medina-Rodriguez, zmrodriguez@floridapoly.edu, 4-8645 
 

Division Directors and Chairs 
Shahram Taj, Chair, Data Science and Business Analytics, staj@floridapoly.edu, 4-8521  
Youssif Al-Nashif, Chair, Computer Science, yalnashif@floridapoly.edu, 4-8566 
Mary Vollaro, Chair, Mechanical Engineering, mvollaro@floridapoly.edu, 4-8604 
Muhammad Rashid, Chair, Electrical and Computer Engineering, mrashid@floridapoly.edu, 4-8667  
Nicoleta Hickman, Director, Science, Arts, Mathematics (SAM), nhickman@floridapoly.edu, 4-8523  
Rob Green, Chair, Natural Sciences, rgreen@floridapoly.edu, 4-8584  
Jared Bunn, Chair, Mathematics, jbunn@floridapoly.edu, 4-8515 
Wylie Lenz, Chair, Arts, Humanities, and Social Sciences, clenz@floridapoly.edu, 4-8565  
Tim Shedd, Director, Graduate Programs, tshedd@floridapoly.edu, 4-8435  
 

Academic Affairs Administrators 
Melissa Vazquez, Director of Academic Affairs, mvazquez@floridapoly.edu, 4-8500 
Amy Devera, Administrative Assistant in the Provost’s Office, adevera@floridapoly.edu, 4-8496  
Terry Parker, Provost and Executive Vice President for Academic Affairs, tparker@floridapoly.edu, 4-8500 
Tom Dvorske, Vice Provost Assessment and Instruction, tdvorske@floridapoly.edu, 4-8544  
Kathryn Miller, Vice Provost Academic Support Services, kmiller@floridapoly.edu, 4-8640  
Scott Rhodes, Vice Provost Enrollment and Student Development, srhodes@floridapoly.edu, 4-8621 
Dahl Grayckowski, University Registrar, dgrayckowski@floridapoly.edu, 4-8526 
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