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I. DEFINITIONS 
 

CUPA:  College and University Professional Association 

In-Unit: A member of the UFF collective bargaining unit. 

Out-of-unit Faculty: Faculty members holding administrative positions who have not been 
designated by the Public Employees Relations Commission (PERC) as being included in a 
recognized bargaining unit. 

https://www.cupahr.org/
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Unit leader: Administrative out-of-unit head of an academic unit, such as a department chair, 
school (executive) director, or college dean. 

Program Director: Establishes objectives, directs program(s), develops strategic goals and 
manages general resources allocated to a given academic program. 

Center/Institute Director: Establishes objectives, directs program(s), develops strategic goals and 
manages general resources allocated to a given academic center or institute. 

 

II. PURPOSE 
 

The Out-of-unit Faculty Handbook is designed to provide guidelines for out-of-unit faculty on 
performance evaluation, promotion and professional development. Out-of-unit faculty members 
act as liaisons between in-unit faculty and senior administration and provide leadership for their 
respective units. This handbook does not replicate topics that are defined in greater detail in 
other university and state publications. Official university documents such as Policies and 
Regulations prevail in instances where conflict(s) may arise. 

 
Out-of-unit faculty serve outside of the collective bargaining unit at the pleasure of their 

supervisor and the provost and hold, at minimum, the rank of Associate Professor, Associate 
Librarian or Instructor II. College deans and school directors are required to be at full rank when 
appointed, thus the promotion guidelines outlined in this handbook do not apply to deans or 
school directors. 

 
Out-of-unit appointments are made by university administration and approved by 

appropriate unit leaders and the provost. Out-of-unit faculty fall into the following categories: 
 
• Out-of-unit Program Director or Center/Institute Director  
• Associate Provost 
• Associate Vice President 
• Assistant Vice President 
• Department Chair, Department Head 
• College Dean 
• Assistant Dean 
• Associate Dean 
• School Director 
• Assistant Director 
• Associate Director 

 

https://www.fgcu.edu/generalcounsel/policies/
https://www.fgcu.edu/generalcounsel/regulations/
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Modifiers such as “Senior”, “Executive”, and “Vice” may be used to further distinguish roles 
of out-of-unit faculty with approval of the provost. 
 

Out-of-unit faculty must be familiar with and adhere to the governing regulations, policies 
and guidelines of the university and their respective units. FGCU Regulations and Policies are 
found on the General Counsel’s website. Additional academic governance documents can be 
found on the Provost’s website or sites of individual academic units. The success of the institution 
largely depends on the success of its out-of-unit faculty in bridging institutional and individual 
faculty, staff and student needs.  
 

III. APPOINTMENT 
 
Eligibility, Assignment, and Job Expectations  

 
Out-of-unit positions may have specific expectations aligned with the out-of-unit faculty 

categories defined above as well as some components of faculty expectations (e.g., teaching, 
scholarship, service). These expectations are stated in the individual’s letter of appointment. 
 

Only Associate Professors or Professors may hold out-of-unit faculty administrative positions; 
only Professors may hold Dean or Director positions of stand-alone colleges or schools. Associate 
Librarian is the minimum rank that may hold an administrative position in the Library, and 
Instructor II is the minimum rank that may hold positions of out-of-unit program director or 
program coordinator within the Instructor track. 
 

Out-of-unit faculty administrative positions are those that have more than 50% of duties 
assigned as administrative. The administrator’s appointment letter should stipulate rank, home 
unit of faculty appointment and unit guidelines for evaluation and future promotion, and initial 
workload directed to administration. 
 

The length of the annual contract for out-of-unit faculty is typically 12 months, and is defined 
in the appointment letter. Out-of-unit faculty maintain academic affiliation in a unit aligned with 
their disciplinary background, and this affiliation is specified in the appointment letter. All out-of-
unit faculty serve at the pleasure of their supervisor, the provost and the president and can be 
removed from their administrative role without prior notification. The letter of appointment 
specifies the disposition of the out-of-unit faculty member if they are removed from their 
administrative role. 
 
 

https://www.fgcu.edu/generalcounsel/
https://www.fgcu.edu/provost
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Compensation 
 

Initial compensation is negotiated at hiring, specified in the letter of appointment and is 
based on CUPA median salary data for a similar appointment at FGCU peer institutions. The 
Provost’s Office maintains a list of FGCU peer institutions. Stipends may be added to base pay of 
out-of-unit faculty with approval of the supervisor and provost. Overload pay for teaching for out-
of-unit administrators must be strongly justified and approved by the supervisor and provost. 
 
Termination of out-of-unit administrative position 
 

If out-of-unit faculty return to in-unit faculty positions, they are bound by terms and 
conditions set forth in their letter of appointment. 

 

IV. PERFORMANCE REVIEW 
 
The Performance Review of out-of-unit faculty includes: 
 

• Annual Performance Review  
• End-of-Term Summative Review 

 
Timelines 
 

Annual Performance Review for out-of-unit faculty follow the same timeline of university 
annual review process. 

 
A schedule of End-of-Term Summative Reviews of out-of-unit faculty is kept by the provost, 

and faculty are notified when they are to be reviewed. Normally, this occurs in January of the 
penultimate year of the 6-year term in the administrative role. The review is completed by June 
30 of the penultimate year so that decisions on reappointment for another term of service can be 
made one year in advance of expiration of the term.  

 
Annual Performance Review 
 

Annual Performance Reviews include separate sections on teaching, scholarship, service, and 
administration, as assigned. Goals and expectations for each of these sections are based on an 
individual’s letter of appointment and in consultation with the immediate supervisor and relative 
percentages for each section will vary accordingly. Evaluations should consider the workload 
commitment to each of these four areas. 
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Out-of-unit faculty are evaluated against annual goals, which are set in July each year, at a 
year-end evaluation conducted in the following May and June. Additionally, a mid-year review 
session (January) is conducted with the supervisor to determine progress on annual goals. Out-of-
unit faculty are responsible for discussing with 1) their supervisor and 2) the chair or director in 
the academic unit with which they are affiliated, their teaching, scholarship and service 
contributions, if any are expected. This is formalized within the annual review. 
 
End-of-Term Summative Review  
 

The End-of-Term Summative Review is a comprehensive review conducted to inform a 
decision to reappoint the individual to another six-year appointment. The evaluation shall include 
input from all faculty and staff supervised by the out-of-unit faculty member, and other members 
of the university community as deemed appropriate by the supervisor. The faculty member will 
prepare a dossier detailing their administrative accomplishments/experience, with supporting 
documentation as described below, and submit this to their supervisor by January 15 of the 
penultimate year of appointment. The supervisor, in consultation with the provost (or designee), 
will consider the input provided by the subordinates, and following their independent review of 
the case, determine whether reappointment is warranted by June 30 of the penultimate year of 
the appointment. Department chairs and directors of schools within colleges will be evaluated, in 
part, using a standardized survey instrument designed for this purpose. Survey results are then 
combined with other forms of evaluative evidence compiled by deans to inform a 
recommendation to the provost on renewal of another six-year appointment. 
 

If reappointed, the faculty member will receive a percentage increase, typically 50% of the 
amount awarded for promotion, to their base salary, as budget allows. This amount includes any 
mandated increase given to all out-of-unit faculty in the year of reappointment. The Provost’s 
Office is responsible for announcing the percentage increase to be awarded in cases of 
reappointment by June 30 each year. 
 
End-of-Term Summative Review Materials 
 

Review materials should address all components of the out-of-unit faculty member’s 
responsibilities. Materials should include self-reported results as well as feedback from external 
sources regarding administrative responsibilities. Documentation for evaluation of the 
administrative component may include: 

 
• A dossier of accomplishments and their impact and contribution to achievement of 

short- and long-term goals with supporting evidence, not to exceed 10 pages.  
• Third-party assessments (outside of unit or external to the university). 
• University-administered assessments. 
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• Feedback (e.g., survey, meetings) regarding administrative performance, with 
explanation of continuous improvement efforts implemented. 

• Administrative professional development activities. 
 

V. PROMOTION 
 

Out-of-unit faculty may apply for promotion if not at full rank. All out-of-unit promotions are 
governed by the individual’s current faculty employment track. Promotion will take effect on July 
1st with a percentage increase to base pay equivalent to the amount awarded to in-unit faculty. 
 

Eligibility 
 

 Out-of-unit faculty members may apply for promotion when their body of work merits 
consideration for full rank, unless otherwise stipulated in the letter of appointment. Out-of-unit 
faculty must indicate their intent to seek promotion in writing during their annual review in the 
year preceding promotion. 
 
Establishment of Promotion Criteria 
 

Out-of-unit promotion criteria consist of the following: teaching, scholarship, service and 
administration. Administrative duties may count toward service, but shall not totally substitute 
for service to the university. Administrative criteria for promotion will be tied to the out-of-unit 
faculty member’s appointment letter.   
 

Out-of-unit faculty have administrative roles constituting more than 50% of their workload. 
Therefore, expectations regarding the quantity of teaching, scholarship and service performed 
are generally less than those of faculty without administrative duties. The teaching and 
scholarship portions of the promotion portfolio should be evaluated by reviewers for consistency 
and uniform application of their college/unit standards qualitatively, with an understanding that 
the quantity of work is consistent with their workload. 
 
Procedure 
 

The procedure for all out-of-unit faculty is as follows: 
 
• By September 30th the Out-of-Unit Promotion Review Committee (OUT-PRC) is 

assembled under the direction of the Associate Provost for Faculty Affairs. The OUT-PRC 
committee members elect the chair of that committee. 
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• November 30: Out-of-unit faculty members will submit a letter of intent for promotion 
to the Provost by 5 PM, copying the out-of-unit faculty member’s direct supervisor. 

• January 15: The candidate for promotion submits their promotion materials to their 
direct supervisor by 5 PM. 

• January 20: Where applicable, the direct supervisor sends out promotion criteria to the 
person(s) identified as “external reviewers” with instructions that evaluation(s) must be 
returned to the supervisor no later than February 21. Copies of the external reviewers’ 
evaluation(s) will be promptly furnished to the candidate, who shall, after receipt, have 
five days to attach a brief response, if desired. Both the evaluation(s) and response(s), if 
any, shall be added to the promotion portfolio for consideration by the OUT-PRC. 

• By March 7: The OUT-PRC reviews the candidate’s application for promotion and makes 
a recommendation regarding promotion that goes to the unit dean/director. A copy of 
the OUT-PRC’s recommendation will be promptly furnished to the candidate, who shall, 
after receipt, have five days to attach a brief response, if desired. Both the 
recommendation and response, if any, shall be added to the promotion portfolio for 
consideration by the supervisor. 

• March 12-22: The candidate’s supervisor reviews the promotion portfolio and the OUT-
PRC’s recommendation and makes their recommendation to the Provost with a copy to 
the candidate who shall, after receipt, have five days to attach a brief response, if 
desired. Both the recommendation and response, if any, shall be sent to the Provost 
within five days. 

• March 27-April 25: The Provost evaluates the candidate’s application for promotion and 
all accompanying reports and recommendations and decides either to recommend 
promotion to the University President or to deny promotion. The Provost communicates 
this decision to the candidate. The candidate shall have five days to attach a brief 
response, if desired. 

Promotion Portfolio 
 
Out-of-unit faculty will submit to the supervisor an electronic promotion portfolio that 

accurately reflects and clearly distinguishes their individual accomplishments since appointment 
or last promotion. The portfolio will consist of the following: 
 

1. Executive Summary Evaluation relevant to promotion criteria in the home college/unit 
2. Up-to-date curriculum vitae that includes current role 
3. Promotion narrative, not to exceed 10 pages, tied to the college/unit promotion criteria 
4. Annual evaluations 
5. Peer and student evaluations of teaching, if teaching is assigned 
6. Copies of member’s appointment letter, contract, and job description 
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7. Documentation of previous years of service credited toward promotion by unit 
dean/director, if applicable 

8. External reviewer’s report, if external evaluation is requested by the supervisor 
9. Documentation needed to support the employee’s performance toward promotion 
 
Out-of-unit faculty may review added materials at each stage and attach a brief response to 

any materials so added, including the evaluation section(s), within five (5) days prior to the next 
stage of review. 

 
Out-of-unit Promotion Review Committee (OUT-PRC) 
 

Out-of-unit faculty will have their promotion portfolio reviewed by the OUT-PRC.  The 
Associate Provost for Faculty Affairs will oversee the construction of the OUT-PRC.  The OUT-PRC 
will consist of out-of-unit faculty who hold the rank of Professor, Instructor III or University 
Librarian. The committee will include at least one out-of-unit Library faculty member, and if 
available, one out-of-unit Instructor III. Each of the colleges, stand-alone schools and the Library 
will work with the Associate Provost for Faculty Affairs to appoint one out-of-unit faculty member 
to serve on the OUT-PRC. The out-of-unit faculty members will serve on the OUT-PRC for three 
years, with staggered terms to promote consistency in review across years. Out-of-unit faculty 
members seeking promotion are excluded from serving on the OUT-PRC during the year they 
request promotion. 

 

VI. PROFESSIONAL DEVELOPMENT 
 

Trainings 
 

Training is provided by the Provost’s Office and other administrative units of the University. 
Out-of-unit faculty must stay current and complete trainings recommended or mandated by the 
University.  

Professional Development Leave (PDL) Guidelines 
 
Eligible out-of-unit faculty may apply for PDL for either one semester at full salary or a full 

academic year at half salary. The Provost (or designee) shall review the application with 
consultation of the out-of-unit faculty’s supervisor. PDL is granted with the expectation that both 
the University and the faculty member will benefit from the enhanced opportunities for 
professional renewal. PDL may be denied at the discretion of the Dean and/or the Provost.  

Eligibility 

Full-time, out-of-unit faculty at the rank of associate or full professor with at least six (6) 
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years of out-of-unit service at FGCU are eligible to apply for PDL. They are eligible to apply for a 
second PDL after six (6) years of continuous service are completed following the previous PDL. 
 
Professional Development Leave Application Process: 

Eligible out-of-unit faculty who apply for a PDL must notify their intent to the provost and 
supervisor. Applicants submit a statement not to exceed two pages describing: 

a. The program and activities to be engaged in while on PDL; 

b. The expected increase in value to FGCU and the candidate's academic discipline, 
including the following information: 
• The nature, history, and projected completion date of the activities. 

• The applicant’s professional and/or academic preparation, PDL activities, 
and their scholarly publications, presentations, and other qualifying work 
that are evidence of the applicant’s preparation. 

• The relationship of PDL activities to increasing the applicant’s effectiveness 
as a scholar or administrator. 

• All entities that are providing forms of financial support during the PDL. 
Faculty may receive funds to support various aspects of the proposed project 
(e.g., travel and lodging) from other external and internal sources. 

c. The specific outcomes anticipated from the scheduled activities. 

d. Any anticipated supplementary income during the period of PDL. 

e. All planned university-related activities that will occur during the PDL. 

Following notice of the award of a PDL, the candidate will sign and date a notarized 
agreement indicating that the candidate has read and has agreed to comply with the 
conditions of the PDL program. 

 
Post-Professional Development Leave Obligations 

Out-of-unit faculty members must continue their employment at the University for at least 
twelve (12) months following their PDL or must refund salary received during the PDL back to 
the university.  If the out-of-unit faculty member fails to continue their employment for at least 
12 months, the out-of-unit faculty member must refund the salary received during the PDL, 
and/or the University may secure any payout the out-of-unit faculty member is due to 
otherwise receive. Within 30 days upon returning from the PDL, out-of-unit faculty members 
must submit a report to the Provost’s office, copying the immediate supervisor. 

https://www.fgcu.edu/facultysenate/files/Professional_Development_Leave_Guidelines_9.14.2018.pdf
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