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The UNT College of Music Faculty and Staff Handbook is a compilation of the current 
policies and procedures of the University of North Texas and the UNT College of Music. 

Any discrepancies between the contents of this handbook and the University Policy 
Manual are unintentional. In all such cases, please consider the University Policy Manual 

as the definitive source of policy information. 
 

The College of Music adheres to the letter and spirit of all rules and standards issued by 
the National Association of Schools of Music. 

 
The University Policy Manual may be found 

online at: https://policy.unt.edu/.  
 

The National Association of Schools of Music Handbook may be found 
online at: https://nasm.arts-accredit.org/accreditation/standards-guidelines/   

handbook/ 
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Section 1 
Introduction to the Faculty and Staff Handbook 
(1.1) About This Handbook 
 
This handbook is intended to assist new and continuing faculty and staff members in three 
areas: (1) providing background information about the College of Music and the University; (2) 
successfully navigating many common processes they may encounter; and (3) providing 
answers to frequently asked questions within the College and the University. The handbook is 
also an attempt to organize the collected policies of the College of Music. 
 

 
The material for this handbook is drawn from a number of sources, including the following: 
University of North Texas Policy Manual 
UNT Board of Regents Rules 
UNT College of Music Charter and Bylaws 
UNT College of Music Strategic Plans 
UNT College of Music Student Handbook and Division/Area Handbooks 
UNT College of Music Collected Policies, 2003 
UNT College of Music Faculty Handbook, 1998-99 
UNT College of Music Council of Division Chairs, Meeting Minutes, 2000-2010 
 
The following websites contain a vast amount of information, and were also critical sources in 
the development of this handbook: 

 
UNT College of Music 
UNT Provost and Vice President for Academic Affairs 
UNT Board of Regents 
UNT News Service 
UNT Facilities 
UNT Office of the Registrar 
UNT International 
UNT Office of Research and Innovation 
 
National Association of Schools of Music Handbook 
 
 
  

https://music.unt.edu/
https://music.unt.edu/
http://www.vpaa.unt.edu/
http://www.vpaa.unt.edu/
https://www.untsystem.edu/board-regents/
https://www.untsystem.edu/board-regents/
https://news.unt.edu/
https://news.unt.edu/
http://facilities.unt.edu/
http://facilities.unt.edu/
https://registrar.unt.edu/
https://registrar.unt.edu/
https://international.unt.edu/
https://international.unt.edu/
https://research.unt.edu/
https://research.unt.edu/
https://nasm.arts-accredit.org/accreditation/standards-guidelines/handbook/


   
 

 

(1.2) Updates 
 
Section 5.1 Faculty Workloads Revision 
Section 5.1.1 Division of Composition 

Studies Faculty Workload 
Equity Guidelines 

Addition 

Section 5.1.2 Division of Conducting and 
Ensembles Workload 
Guidelines 

Addition 

Section 5.1.3 Division of Instrumental 
Studies Workload Guidelines 

Addition 

Section 5.1.4 Division of Jazz Studies 
Workload Policy 

Addition 

Section 5.1.5 Division of Keyboard Studies 
Workload Guidelines 

Addition 

Section 5.1.6 Division of Music Education 
Workload Policy 

Addition 

Section 5.1.7 Division of Music History, 
Theory and Ethnomusicology 
Workload Equity Guidelines  

Addition 

Section 5.1.8 Division of Vocal Studies  Addition 
 

 
  



   
 

 

Section 2 
University Governance 
(2.1) University of North Texas—History and General Information 

 
The University of North Texas originated in 1890 when Joshua C. Chilton founded the Texas 
Normal College and Teacher Training Institute. A private institution, the normal college operated 
for the first eleven years of its life in buildings provided by the City of Denton. An 1893 act of 
the Texas State legislature allowing the school to certify teachers added the word “North” to its 
name. In 1901, the Texas State Board of Education, pursuant to an 1899 act of the state 
legislature, took control of the school and renamed it North Texas State Normal College. The 
school awarded its first bachelor’s degrees in 1919 and changed its name to North Texas State 
Teachers College in 1923. Two years later, the secondary-school program (a feature of normal 
schools in this era) was consigned to a separate Demonstration School, allowing North Texas to 
receive accreditation from the Association of Colleges and Secondary Schools of the Southern 
States. Graduate study began in 1935, and the college gradually moved toward emphasis on 
liberal arts study as well as education programs. In 1949 the Texas Legislature recognized the 
school’s growth by renaming it North Texas State College and by authorizing a separate Board 
of Regents. North Texas began to award doctoral degrees in education and music during the 
1950s, and in 1961, as a recognition of increasing emphasis on research and graduate study, the 
state legislature approved yet another name, North Texas State University. The University grew 
very rapidly and became the largest, most comprehensive public institution of higher learning in 
the Dallas-Fort Worth Metroplex by the early 1970s. 
 
After decades of investment in research, UNT was named a Tier One research university by the 
Carnegie Classification in 2016. Throughout the 2010s, the university invested in new facilities 
including the first-of-its-kind Apogee Stadium, the Life Sciences Complex, Kristin Farmer 
Autism Center, University Union, Joe Greene Hall, Welcome Center and Support and Services 
Building. 
 
During the past few decades, the organization of the University of North Texas has evolved into 
a complex system. This evolution has been in large measure a process of adapting to rapid 
growth, diversification of programs in response to demands, and changes in concepts regarding 
the roles of the administrative staff, the faculty, the students, the alumni and other interested 
groups. 
 
The University of North Texas is accredited by the Southern Association of Colleges and 
Schools Commission on Colleges (SACSCOC) to award baccalaureate, master's and 
doctoral degrees. Contact the Commission on Colleges at 1866 Southern Lane, Decatur, 
Georgia 30033-4097 or call 404-679-4500 for questions about the accreditation of the 
University of North Texas. Note: The Commission should be contacted only if there is evidence 
that appears to support the institution’s significant non-compliance with a requirement or 
standard. Normal inquiries about UNT, such as admission requirements, financial aid, and 



   
 

 

educational programs, should be addressed directly to UNT and not the Commission’s office. 
 
Additionally, many individual programs, including the College of Music, are accredited by 
professional organizations.  The College of Music is an accredited member of the National 
Association of Schools of Music. 
 

  

https://nasm.arts-accredit.org/
https://nasm.arts-accredit.org/


   
 

 

(2.2) Texas Higher Education Coordinating Board (THECB) 
 
The mission of Texas Higher Education Coordinating Board (THECB) is to serve as a resource, 
partner, and advocate for Texas higher education, resulting in a globally competitive workforce 
that positions Texas as an international leader. 
 
 The key functions of the board are: 
 

1. Provide a statewide perspective to ensure the efficient and effective use of higher 
education resources and to eliminate unnecessary duplication. 

 
2. Develop and evaluate progress toward a long-range master plan for higher education. 

 
3. Collect and make accessible data on higher education to support policy 

recommendations. 
 

4. Make recommendations to improve the efficiency and effectiveness of transitions, 
including between high school and postsecondary education, between institutions of 
higher education for transfer purposes, and between postsecondary education and the 
workforce. 

 
5. Administer programs and trusteed funds for financial aid and other grants as necessary to 

achieve the state's long-range goals and as directed by the Texas Legislature. 
 
 
The Board is made up of 9 members appointed by the Governor for six-year terms. The 
Governor also appoints the chairman and vice-chairman. No Board member may be employed in 
education or serve on a community college board of trustees. Board Members serve on the 
Standing Committees. Advisory Committees provide guidance to the board on various 
topics.  Higher education in Texas is funded according to a formula determined by the state 
legislature that emphasizes enrollment as the principal determinant of state funding to colleges 
and universities. 
 
  

https://www.highered.texas.gov/
https://www.highered.texas.gov/about-us/advisory-committees/


   
 

 

(2.3) The University of North Texas System—General Information 
 
The University of North Texas System's campuses in Dallas, Denton, Fort Worth and Frisco 
offer more than 300 bachelor’s, master’s, and doctoral degree programs with a combined 
enrollment in excess of 45,000 students. 
 
The UNT System has three components. 
 
Appointed by the governor of Texas, the University of North Texas Board of Regents is the 
governing body of the University of North Texas System. 
 
The Chancellor is the chief executive officer of the System and has direct responsibility for all 
aspects of the System’s operations. The Chancellor reports to and is responsible to the Board. 
The Chancellor heads the System Administration, which is used by the Board to exercise its 
powers and authorities in the governance of the System.  The UNT System organizational chart 
and governance model can be found on the UNT System 
website: https://www.untsystem.edu/org-chart-governance.   
 

 
 
  

https://www.untsystem.edu/
https://www.untsystem.edu/board-regents
https://www.untsystem.edu/office-chancellor
https://www.untsystem.edu/org-chart-governance


   
 

 

(2.4) University Administration 
 
The President is the chief executive officer of the University and reports to the Chancellor. 
Subject to the policies and rules of the Board and under the direction of the Chancellor, the 
President has general authority and responsibility for the administration of the Institution. The 
President is authorized to delegate any of the assigned duties and authorities except as restricted 
by the Board or the Chancellor. 
 
The Provost and Vice President for Academic Affairs is responsible for the main mission of the 
institution, including teaching, research and service. The provost's office provides leadership in 
the development and supervision of the university's academic programs and curriculum in 
conjunction with the deans and faculty representatives. Additionally, the Provost's Office 
collaborates with the Office of Research and Innovation in promoting faculty and student 
scholarship. 
 
The President’s Cabinet leads the core functions of the university. For a complete listing of 
cabinet members, visit the Office of the President website. The site also includes a link to the 
organizational charts for each cabinet member:  https://president.unt.edu/presidents-cabinet.  
 

 

https://president.unt.edu/
https://vpaa.unt.edu/
https://research.unt.edu/
https://president.unt.edu/presidents-cabinet


   
 

 

 
 
(2.5) University Faculty and Staff Committees 
 
The University of North Texas has many standing and ad hoc committees to address the 
concerns of faculty members, students, and staff members. The two standing committees below 
exist to help faculty in fulfilling their various roles and are key resources for resolving issues as 
they arise. 
 
Chairs’ Council 
The Chairs’ Council exists to facilitate and improve the work of faculty department chairpersons 
by referring issues and informing the university administration on items that are of interest 
and/or relevant to chairpersons, assisting chairpersons in the performance of their duties, 
providing development opportunities for chairpersons, and advancing the University’s mission. 
The Council’s membership consists of one representative for each of the colleges plus the 
Mayborn School of Journalism. Each College and School determines its own mechanisms for 
electing or appointing chairs to the Council, and their terms of office. 
 
Faculty Senate 
The mission of the Faculty Senate is to lead faculty in fulfilling their responsibilities in the 
shared governance of the University and to represent faculty interests to University and 
community stakeholders. The Faculty Senate is responsible for exercising its vested authority in 
ensuring that academic freedom is encouraged and protected, and for acting as a guiding body to 
oversee curriculum that promotes student learning through a rigorous course of study. The 
Faculty Senate serves as a liaison between faculty and administration. This includes: 

o developing and implementing the strategic plan of the University. 
o informing faculty about university policies, procedures, and substantive changes 

made by the administration; 
o making recommendations to the Provost and President regarding faculty 

personnel issues; and 
o making recommendations to faculty and administration on policies to improve the 

work environment. 
 
Vision Statement of the Faculty Senate 
The Faculty Senate will be seen by university and community stakeholders as a valued partner in 
the fulfillment of the University’s mission. It will establish itself as an efficacious champion of 
academic quality, as the authority for the delivery of education services, and as the source of 
advice and support for university administration. The Faculty Senate will be perceived by faculty 
and administrators as a well-respected body that has a substantive role in university governance. 
The work of the Faculty Senate will be seen as highly relevant to the daily endeavors of 
 
Staff Senate 
The mission of the Staff Senate is to: 

• continue to foster communication within the campus community. 
• refer issues and inform the university administration on items that are of interest to the 

staff. 
• advance the university's mission. 

https://vpaa.unt.edu/chairs/council
http://facultysenate.unt.edu/
https://staffsenate.unt.edu/


   
 

 

• improve the delivery of services to the university's constituencies. 
 
Resource for Answers and Action 
Sometimes a staff member or group of staff has an issue or concern which they believe needs to 
be addressed but they are unsure of how to proceed or who to contact. Staff Senate can be a 
resource for answers about how things work and why and who to go to for additional 
information. In some cases, the council can consider whether a concern should be reviewed by a 
Staff Senate committee for possible recommendations to the administration. Issues which have 
been brought before the Staff Senate for consideration include the need for and creation of 
compensatory leave, continuance of the Faculty and Staff Scholarship program, increasing the 
reclassification allocation for staff, revisions to the campus smoking policy, and administrative 
leave as a staff award program. 
 
  

Section 3 
College of Music Structure and Governance 
(3.1) College of Music Overview 
 
Music has been a prominent part of the curriculum and campus life since the University was 
founded in 1890. Eliza Jane McKissack served as the first director of Conservatory of Music, a 
part of the Texas Normal College and Teachers Training Institute which was originally housed in 
facilities located on the northwest corner of the Denton Courthouse Square. The institute’s 
president, Joshua C. Chilton, taught History or Music and Theory of Sound as part of the 
conservatory’s faculty. A succession of directors followed McKissack through the late 1930s, 
including Lillian May Parrill (1915-1938) who also conducted the College Choir, which later 
became the A Cappella Choir. 
 
Beginning in 1938, the College of Music saw dramatic growth and sustained success. Under 
Dean Wilfred Bain (1938-47) enrollment grew from 25 to 400, key faculty were hired, the first 
jazz degree was proposed, and the Department of Music became a School of Music. Under Dean 
Walter Hodgson (1947-58), the BM in Jazz Studies and the Ph.D. in musicology were 
established; also, during his tenure, UNT was desegregated (1954). Under Dean Kenneth 
Cuthbert (1958-74) a sizable music building, the old part of today’s edifice, was completed and 
the Doctor of Musical Arts degree was created. Under Dean Marceau Myers (1974-87) the 
present music complex was built, enrollment topped 1,500 students, and the school’s ensembles 
received wide acclaim throughout the state and the country. 
 
With the arrival of Robert Blocker as dean (1988 – 1991), a new era began. The school instituted 
a decentralized organizational model, based on the creation of eight divisions. In light of the 
pressing need for scholarships, building an endowment became a priority. Additionally, a new 
performance facility became a high priority, and in 1999 the Murchison Performing Arts Center 



   
 

 

was opened under the leadership of Dean David Shrader (1992 – 1999). 
 
In the new millennium, the College of Music continued to build on its role as a national and 
international leader in the arts and education. During Dean James Scott’s tenure (2001 – 2015), 
endowments and scholarships grew, the faculty increased in number and international 
prominence, programs were strengthened, international connections were increased, chair 
positions were professionalized, a new interdisciplinary research cluster was created, and 
facilities improved in ways large and small. 
 
In August 2016, John W. Richmond assumed the deanship of the College of Music, now one of 
the largest and most respected music schools in the United States. As we look to the future, it is 
essential that the College of Music remain focused on its mission and vision while continuing its 
tradition of leadership and innovation in the arts and education.  



   
 

 

(3.2) College of Music Mission Statement 
 
The mission of the UNT College of Music is to serve our diverse musical culture with 
excellence, integrity and imagination. 
 
 
  



   
 

 

(3.3) College of Music Vision Statement 
 
The vision of the UNT College of Music is to provide leadership, artistry, and expertise to 
every facet of the music profession. 

 
  



   
 

 

(3.4) College of Music Academic Divisions and Areas 
 
College of Music Divisions 
 
Divisions are the basic organizational units of the College of Music. The divisions attend to all 
business related to their respective areas of responsibility and make recommendations to the 
appropriate College of Music committee or administrator concerning curriculum, policy, 
budget, and other matters pertinent to the mission of the College of Music. 

 
Currently, there are eight divisions in the College of Music: 

Division of Composition Studies  
Division of Conducting and Ensembles  
Division of Instrumental Studies  
Division of Jazz Studies 
Division of Keyboard Studies  
Division of Music Education 
Division of Music History, Theory, and Ethnomusicology  
Division of Vocal Studies 

College of Music Areas 
 

In divisions containing disparate curricular offerings, areas may be established to better define 
these particular offerings. Areas may be established, combined, or eliminated according to 
majority division vote. Currently, the following areas have been established within the College 
of Music: 

 
 

Division of Conducting and 
Ensembles 

Choral Studies, Early Music, Orchestral 
Studies, Wind Studies 

Division of Instrumental Studies Brass, Percussion, Strings, Woodwinds 
Division of Keyboard Studies Harpsichord/Fortepiano, Organ, Piano 
Division of Music History, Theory 
and Ethnomusicology 

Ethnomusicology, Music History, 
Music Theory 

Division of Vocal Studies  
 
 
  



   
 

 

(3.5) College of Music Administration 
 
The structure of the College of Music administration is governed by the College of Music 
Charter and Bylaws. The roles described in that document are the Dean, Associate/Assistant 
Deans, Faculty Chair, Directors of Undergraduate and Graduate Studies, Division Chairs, Area 
Coordinators and Center Directors.  
 
  

https://music.unt.edu/sites/default/files/charter-bylaws-final-07-10-20_0.pdf
https://music.unt.edu/sites/default/files/charter-bylaws-final-07-10-20_0.pdf


   
 

 

(3.6) College of Music Committees 
 
The standing committees of the College of Music are determined by the College of Music 
Charter and Bylaws.  Ad hoc committees may be created by the faculty or the dean to address 
specific issues.  The standing committees named in the Charter are the Faculty Advisory 
Committee, External Advisory Committees, Staff Advisory Committee, Student Advisory 
Committee,  Council of Division Chairs, Graduate Council, Graduate Degree Committees, 
Undergraduate Curriculum Committee, College Reappointment, Tenure and Promotion 
Committee and Admission Committee. Refer to the College of Music Charter and Bylaws for 
additional details. 
  

https://music.unt.edu/sites/default/files/charter-bylaws-final-07-10-20_0.pdf


   
 

 

Section 4 
Faculty and Staff Personnel Policies 
(4.1) Academic Freedom and Responsibility (Faculty) 
 

Academic Freedom and Academic Responsibility  
The University of North Texas (UNT) exists for the common good. The common good depends 
upon the free search for truth and its free expression. Academic freedom is essential to these 
purposes and applies to both teaching and research. Freedom in research is fundamental to the 
advancement of truth. Academic freedom in its teaching aspect is fundamental for the protection 
of the rights of the faculty member in teaching and of the student to freedom in learning. 
 
Academic freedom carries with it special responsibilities correlative with rights. Faculty have the 
academic responsibility to subject their knowledge and postulates to rigorous review by peers 
who are experts in the relevant subject material, to have a firm foundation of their postulates in 
the most relevant and suitable available evidence, and to work with one another to provide the 
best education possible for our students.

https://policy.unt.edu/policy/06-035


   
 

 

 
(4.2) Prohibition of Discrimination, Harassment, and Retaliation 
 
The University of North Texas (UNT) prohibits discrimination and harassment because of race, 
color, national origin, religion, sex, sexual orientation, gender identity, gender expression, age, 
disability, genetic information, veteran status, or any other characteristic protected under 
applicable federal or state law in its application and admission processes; educational programs 
and activities; employment policies, procedures, and processes; and university facilities. The 
University takes active measures to prevent such conduct and investigates and takes remedial 
action when appropriate. 
 
To learn more, please review the following resources: 
 
Prohibition of Discrimination, Harassment, and Retaliation, Policy Number 16.004 
https://policy.unt.edu/policy/16-004 
 
Prohibition Against Sexual Misconduct and Retaliation, Policy Number 16.005 
https://policy.unt.edu/policy/16-005 
 
Disability Accommodation for Students and Academic Units, Policy Number 16.001 
https://policy.unt.edu/policy/16-001 
 
Consensual Relationships, Policy Number 05.021 
https://policy.unt.edu/policy/05-021 
 
Grievance, Policy Number 05.042 
https://policy.unt.edu/policy/05-042 
 
Workplace Violence, Policy Number 05.045 
https://policy.unt.edu/policy/05-045  
 
  

https://policy.unt.edu/policy/16-004
https://policy.unt.edu/policy/16-005
https://policy.unt.edu/policy/16-001
https://policy.unt.edu/policy/05-021
https://policy.unt.edu/policy/05-042
https://policy.unt.edu/policy/05-045


   
 

 

(4.3) Filling Faculty Positions 
This policy statement deals with ongoing faculty positions at the rank of Lecturer or higher that 
normally require a search to be performed. Adjunct positions are filled on an as-needed basis 
from available budgeted funds without searches. 
 
Replacement positions, re-configured positions, and new positions all require approval by the 
provost, and must normally be requested as part of the university budget process of the academic 
year preceding the year in which a search will be conducted. Schools and colleges should not 
expect to get approvals for tenure-track positions that may become open unexpectedly after that 
time, but temporary Lecturer or adjunct funds may be made available at the provost’s discretion. 
 
Requests for all positions will be made by the Dean as part of the annual budget request process. 
In formulating the request, the Dean consults with the Council of Division Chairs and the 
Associate Deans regarding the strategic issues surrounding all aspects of any position being 
proposed, as well as the priorities assigned to each. Therefore, it is expected that all requests for 
positions be channeled through the appropriate Division Chair. 
 
Because of the timelines involved, it is critical that whenever possible, faculty members planning 
retirement provide at least notice by February 1 of the year preceding their intended retirement 
year. Faculty members leaving for other reasons should also provide as much notice as possible, 
although notice given within the academic year in which the faculty member will end his/her 
service will likely result in an interim replacement at best.  



   
 

 

(4.4) Reappointment, Promotion and Tenure—Guidelines by Division (Faculty) 
 
Note: Student Perceptions of Teaching Effectiveness (SPOT) is the student evaluation system for 
UNT to comply with State of Texas House Bill 2504. Using SPOT evaluations is one of many 
ways to assess teaching effectiveness and must be coupled with other methods. Multiple 
measures of evaluating teaching effectiveness is required by UNT. When using SPOT 
evaluations to assess teaching effectiveness, the following must be considered: 
 
1. SPOT evaluations can be used in the evaluation of faculty teaching, only when properly 
contextualized as student perceptions rather than actual teaching effectiveness. It would be 
appropriate then, to: (a) mention repeated student comments that point to a trend, and (b) 
consider student comments across time, reflecting that earlier concerns have or have not been 
addressed. It would not be prudent, however, to: (a) note numerical scores when response rate is 
low, (b) point to small increases or decreases in numerical scores as measures of meaningful 
change, and (c) highlight individual student comments that are anomalous and not consistently 
expressed. 
 
2. Review committees may not exclusively use SPOT scores when evaluating faculty teaching. 
Other measures must be used, as appropriate for each Division’s Tenure and Promotion/Annual 
Review guidelines. In some instances, there will be a peer review of teaching, a reference to 
additional materials that show evidence of student success (awards, performance or employment 
engagements, etc.), or curricular innovation outlined in the syllabus. At minimum, two data 
sources are required when reviewing teaching. 
 
3. In cases where teaching is consistently perceived negatively by students, it is incumbent upon 
division chairs and RTPC members to make appropriate determinations regarding validity of 
expressed concerns. Direct observation of teaching may also be important additional data in 
these circumstances. 
  



   
 

 

(4.4.1) Division of Composition Studies Guidelines for Promotion and Tenure 
 
Section 1.1 
Preamble 
The Division of Composition Studies recognizes the need for diversity, both in its faculty’s 
professional activities and its modes of instruction. Individuals will be encouraged to contribute 
to the program in unique ways and will be assured of a variety of routes to advancement. The 
promotion and tenure evaluation will focus on teaching, research/creative activity, and service.  
Faculty will be expected to focus their teaching and professional activities on their respective 
area(s) of specialization within the discipline (e.g., computer music, intermedia, media 
composition, commercial/popular music). The Division Promotion and Tenure Policies and 
Procedures shall be consistent with university policies as described in the University Policy 
Manual and all other University and College policies relating to faculty promotion and tenure. 
  
Section 1.2 
Teaching 
Evidence of teaching effectiveness must include, but is not limited to: 

a. Advising and mentoring students. 
b. Examples of current course materials and new course preparations. 
c. Keeping abreast of current creative and scholarly work in the subjects taught. 
d. Teaching innovations and awards received. 
e. Directing theses and dissertations as major or minor/related field professor. 
f. Contributions to curriculum development. 
g. Participation in juries, hearings, recital committees, and other evaluative activities in the 

Division. 
h. Regular teaching assessments, including both student course evaluations and mentor 

faculty evaluations. 
i. Off-campus teaching: residencies, lectures, master classes, etc. 
j. A record of student accomplishments, including graduate school placement and 

employment in the field. 
k. Assisting students with career development and professional placement. 

Faculty members may request observation of their teaching and/or the interview of their students 
by the chair and/or other faculty members to provide further evidence of teaching effectiveness. 
  
Section 1.3 
Research and Creative Activities 
The professional activities appropriate to this Division include, but are not limited to: 

a. New works created/produced. 
b. Public presentation of works (concert performances, film screenings, sound installations, 

etc.) in professional, educational, or other venues. 
c. Compositions, arrangements, books, articles, and recordings etc., distributed through 

traditional recorded media and print publication, as well as web-based and other 
electronic means. 

d. Reviews of compositions, books, articles, recordings, etc. 
e. Conducting and/or performing activities. 
f. Receipt of commissions, residencies, fellowships, grants, prizes, and awards. 



   
 

 

  
Section 1.4 
Service 
The service activities appropriate to this Division include, but are not limited to: 

a. New student recruitment, through such activities as guest artist residencies, 
conference/festival attendance, and other outreach opportunities. 

b. Membership on Division, College, and University Committees. 
c. Chairing/directing of academic units and/or committees. 
d. Coordinating/directing curricular and extracurricular activities of the Division, College, 

or University. 
e. Service to professional organizations. 

  
Section 1.5 
Promotion to the Rank of Associate Professor 
The faculty member shall consult with the Division chair and faculty mentor prior to each year of 
probationary appointment to ensure compliance with the expectations for tenure and promotion 
to Associate Professor. The faculty member shall be informed in writing of any concerns on the 
part of the chair, faculty mentor, and/or Division RPTC that may jeopardize consideration for 
promotion and tenure. 

a. Teaching: 
i. The faculty member is expected to demonstrate excellence in teaching, as reflected in 

student and mentor faculty teaching evaluations, as well as review of syllabi and other 
course materials during the annual merit evaluations. 

ii. The faculty member is expected to be an active contributor to the teaching mission of 
the Division, including such activities as directing theses and dissertations, student 
advising and mentoring, contribution to curriculum development, and participation in 
juries, reviews, hearings, and recital committees. 

iii. It is expected that the faculty member will seek out regular external teaching 
opportunities such as residencies, lectures, and master classes. Such factors as the 
significance of the host institution, the scope of teaching activities, and potential 
recruitment impact will be considered. 

b.  Research and Creative Activities: 
i. The faculty member is expected to achieve an emerging professional reputation at the 

national level. This may be reflected in the number and profile of commissions, 
performances, recordings, productions, guest artist residencies, and other related creative 
activities. 

ii. The faculty member shall demonstrate consistent productivity through the creation of 
substantial original works (e.g., compositions, recordings, screenings, installations, etc., 
as appropriate to the specific position). What constitutes “substantial” in this context shall 
be determined in the annual consultation and will take into consideration both qualitative 
and quantitative measures for each work (e.g., duration, performance forces, 
commissioning entity, collaborators (including performers and ensembles), and/or scope 
of technological requirements). 

iii. The faculty member shall obtain regular presentations of original works (as defined in 
1.5b-ii above) in regional and national venues (including festivals, conferences, and other 
professional opportunities); the number of presentations may range from year to year and 



   
 

 

are dependent on scope, but should average 6-8 annually. The significance of these 
presentations shall be determined in the annual consultation, and will take into 
consideration such factors as the venue, collaborators, hosting organization, professional 
visibility, whether the presentation was juried or by invitation, etc. 

iv. Reviews of creative and scholarly works will be considered in the faculty member’s 
evaluation and may include both printed and web-based formats. Such factors as the 
significance of the journal/website and professional impact—e.g., based on numbers of 
citations, distribution, etc.—will be evaluated during the annual consultation. 

v. The faculty member is expected to show evidence of applying for major grants, 
fellowships, prizes, and other professional activities each year during the probationary 
period. 

c.   Service: 
i. The faculty member is expected to demonstrate consistent service activity during the 

probationary period, though success in the other two areas takes priority over service 
contributions when being considered for promotion to Associate Professor with 
tenure. 

ii. The faculty member will determine the appropriate level of service activity during the 
annual consultation with the Division chair and faculty mentor. 

  
Section 1.6 
Promotion to the rank of Professor 
The faculty member shall consult with the Division chair and faculty mentor in order to develop 
an action plan and timeline for promotion to Professor. It is highly recommended that the faculty 
member arrange annual consultations with the chair and faculty mentor during at least three 
years prior to applying for promotion. 

a. Teaching: 
i. The faculty member is expected to take a leadership role in teaching, including 

mentorship of junior faculty, regular advising of theses and dissertations, curriculum 
development, etc., in addition to continued excellence in teaching as reflected in 
student and peer faculty teaching evaluations, as well as review of syllabi and other 
course materials during annual merit evaluations. 

ii. The faculty member will determine the expected teaching contributions in 
consultation with the Division chair and faculty mentor. 

b.   Research and Creative Activities: 
i. The faculty member is expected to achieve professional distinction at the national 

level. This may be reflected in the number and profile of commissions, recordings, 
public presentations of work, and guest artist residencies, as well as demand as an 
evaluator (for external tenure/promotion cases) or adjudicator (for competitions or 
grant-giving organizations). While professional recognition at the international level 
may also be considered in this regard, it may not be a substitute for a national profile 
in the profession. 

ii. The faculty member shall demonstrate consistent productivity through the creation of 
substantial original works (e.g., compositions, recordings, screenings, installations, 
etc., as appropriate to the specific position). What constitutes “substantial” in this 
context shall be determined in the annual consultation and will take into consideration 
both qualitative and quantitative measures for each work (e.g., duration, performance 



   
 

 

forces, commissioning entity, collaborators (including performers and ensembles), 
and/or scope of technological requirements). 

iii. The faculty member shall obtain regular presentations of original works (as defined in 
1.6b-ii above) in regional and national venues (including festivals, conferences, and 
other professional opportunities); the number of presentations may range from year to 
year and are dependent on scope, but should average 6-8 annually. The significance 
of these presentations shall be determined in the annual consultation, and will take 
into consideration such factors as the venue, collaborators, hosting organization, 
professional visibility, whether the presentation was juried or by invitation, etc. 

iv. Reviews of creative and scholarly works will be considered in the faculty member’s 
evaluation, and may include both printed and web-based formats. Such factors as the 
significance of the journal/website and professional impact—e.g., based on numbers 
of citations, distribution, etc.—will be evaluated during the annual consultation. 

v. The faculty member is expected to show evidence of applying for major grants, 
fellowships, prizes, and other professional activities each year during the review 
period. 

c.   Service: 
i. The faculty member is expected to demonstrate substantive contributions in the area 

of service, which may include committee chairmanships, administrative assignments, 
and faculty mentorship, among other activities. 

ii. The faculty member will determine the appropriate level of service activity in 
consultation with the Division chair and faculty mentor. 

  
Approved by the Division of Composition Studies (25 July 2022) 
 
 



   
 

 

 
 
(4.4.2) Division of Conducting and Ensembles Guidelines for Promotion and 
Tenure 

 
1. General Criteria—The policies and procedures for promotion and tenure in the 

Division of Conducting and Ensembles are supplemental to the University policies as 
described in the University Policy Manual, section 06.007 et seq. and all other 
University and College policies relating to faculty promotion and tenure. 

 
2. Criteria for Evaluation of Promotion and Tenure 

 
a) Teaching—Demonstration of competence and effectiveness in teaching is central 
to the mission of the University and is an absolute requirement under these 
guidelines. Efforts at curriculum development, teaching innovation, creative 
programming, and ongoing self- education shall also be considered in the evaluation 
of faculty insofar as these activities pertain to teaching competence. 

 
Evaluation of the faculty member’s teaching performance will be proportionate to 
the percentage of effort negotiated between the faculty member and the division 
chair under the UNT workload policy. However, consideration must be given to the 
fact that for certain directors the assumed administrative load figure may not 
represent fairly the full amount of administrative work necessary to maintain the 
ensemble program. 

 
Successes of recent students, whether ensemble members or graduate conducting 
students, will also be considered in evaluating effectiveness of teaching. 

 
Other unique and demonstrable opportunities for student learning should be 
considered, to include advising and mentoring. 

 
The success of the various ensembles in the College of Music is dependent on the 
enrollment of adequate numbers of qualified students. Therefore, consideration will be 
given to the appropriateness of recruitment activity relative to his/her assignment as 
well as the effectiveness of qualified students in the classroom, ensemble, or program. 

 
b) Scholarly, Creative and Professional Activities—Opportunities for professional 
recognition outside the University vary greatly in nature and extent among the various 
conducting disciplines represented in the Division of Conducting and Ensembles. 
Consequently, a faculty member in this Division shall be evaluated according to 
standards that are appropriate for the faculty member’s ensemble specialization. 

 
Creative and professional activity for members of this Division is normally centered 
on ensemble performance, either as conductor, or as a director preparing an ensemble 
for collaborative performance. Related activities, such as preparing compositions or 
arrangements, adjudication and clinics, seminars, workshops and camps are also part 
of this work. Though conductors are generally more involved in performance related 
activities, appropriate recognition shall nonetheless be given for publications (books, 



   
 

 

articles, translations, program notes, educational materials, and commercially released 
CD and DVD recordings) and research (pedagogical and musicological, including 
public presentation of work in progress). 

 
Recognition shall also be accorded to awards and honors such as prizes 
and grants; participation in professional organizations (offices held or other 
professional contribution) shall be considered as evidence of positive professional 
recognition. Other creative and professional activities not herein enumerated which 
serve to enhance the reputation of the faculty member should also be given proper 
recognition. 

 
Significance shall be determined and/or negotiated for those activities, whether 
internal or external and not limited to UNT performing ensembles, which increase the 
regional, national and/or international reputation of the faculty member and the 
College of Music. Appropriate weight will be given to the level of the ensemble 
conducted, since the top ensembles have more opportunities. Work such as 
recordings, appearances at major conferences within the field must be considered. 
Collaborative efforts, both internally and externally will be considered. 

 
In all of these categories, weight and significance shall be in proportion to the scope of 
the activity (local, regional, national and international) and the professional stature of 
the entity with which the activity is associated. 

 
For promotion to Associate Professor, the faculty member must have an emerging 
national reputation. For promotion to Full Professor, the faculty member will have an 
established national and international reputation, with the indication of continued 
growth and contribution at those levels. 

 
c) Service—Service is expected of all members of the Division, including service to 
the Division of Conducting and Ensembles, the College of Music, the University, the 
profession, and to the community. Service activities may include, but is 
not limited to, performances for various University and community functions, 
committee memberships, service on the Faculty Senate, special administrative or 
other assignments, student advising, and holding office and/or contribution to 
community organizations. Additional significance will be accorded positions with 
additional responsibilities, such as committee chairmanships. 

 
Approved: Conducting and Ensemble Division, November 2014 



   
 

 

 
 
(4.4.3) Division of Instrumental Studies Guidelines for Promotion and Tenure 

 
Fundamental Principles--The Division of Instrumental Studies Promotion and Tenure 
Policies and Procedures shall be consistent with university policies as described in the 
University Policy Manual, section 06.007 et seq. and all other University and College 
policies relating to faculty promotion and tenure. 

 
Criteria Guidelines 
 
Recommendations for promotion and tenure, as stated in the UNT Policy Manual, are based 
on critical appraisal of the contributions of candidates to the goals of the university. 
Evaluation will focus on three principal functions: teaching; scholarly, creative and 
professional activities; and service. 

 
Quality teaching is a minimum expectation for the granting of tenure and for promotion. No 
recommendation should be made in case of any reasonable doubt. 

 
Balance between teaching, professional activity and service may be expected to vary from 
individual to individual; however, contribution in one area alone will rarely quality a person 
for promotion or tenure. Therefore, professional activity, even of exceptional quality, will 
not compensate for indifferent teaching; nor will unusually effective teaching compensate 
for a lack of professional accomplishments manifesting the individual’s continuing 
professional growth and development. 

 
TEACHING: Activities include, but are not limited to: private instruction, classroom 
teaching, direction and coordination for ensembles, supervision of special problems classes, 
special lectures and presentations, jury adjudication, curriculum advising, recital advising, 
recital adjudication and auditioning. 

 
Effectiveness shall be characterized by an ongoing commitment to excellence. Faculty 
members shall be evaluated on the quality and growth/retention of a faculty member’s 
studio; student improvement; student achievement; student evaluation; significant student 
performances; class syllabi, class materials and awards. Teaching effectiveness shall also be 
determined by considering a faculty member’s activity in other instructional-related 
activities including advising, auditioning and adjudicating juries. 

 
Faculty who teach in more than one division shall have the option of choosing evaluators 
from both divisions. 

 
RESEARCH, SCHOLARLY, CREATIVE AND PROFESSIONAL: Activities include, but 
are not limited to, activities such as: performances on and off campus, publication, research, 
recruiting, master classes, clinics, adjudicating, holding of office and/or contribution to 
professional organizations and grants received or applied for. Significance shall be given to 
activities both on and off campus that increase the regional, national and international visibility 
and reputation of the faculty member. Significance shall also be given to awards, prizes or 
grants received for performance or research. Examples include: 



   
 

 

• any submitted recording on a recognized commercial label, including reviews from 
industry trade publications. 

• any book submission with a recognized publisher, including reviews from industry 
trade publications. 

• articles published in trade journals including, but not limited to: The International 
Trumpet Guild Journal, The International Trombone Association Journal, The 
International Tuba Euphonium Association Journal, The Clarinet, The Ameri- can 
String Teacher Association, The Strad Magazine, Southwestern Musician, The 
Instrumentalist. 

 
The balance of professional activity is at the discretion of the faculty member depending upon 
his or her strengths and upon the needs of the individual area. Continuing growth and 
development in teaching and professional activity must be evidenced for all promotions and 
for the granting of tenure. Appointment to the faculty at the rank of Assistant Professor is made 
principally on the basis of anticipated potential for professional success. For promotion to 
Associate Professor and/or tenure at that rank, the faculty member is expected to achieve 
professional recognition on the emerging national level. Promotion to Professor requires 
exemplary achievement as outlined in the evaluation criteria and is demonstrated through 
achievement of national recognition among professional peers. 

 
Service to the area or division, the college and the university is expected of all members of the 
faculty in developing and implementing the instructional program. Outstanding service 
achievements, while recognized, will not ordinarily serve as a primary basis for promotion 
and/or tenure. Service activities include service to the area or division, the college, and the 
university, as well as professionally related public service activities. Service may include 
activities such as committee work, faculty senate work, special assignments, administrative 
tasks, advising of student organizations and professionally related public service activities 
such as performance, clinics and workshops. 

 
Approved: Instrumental Faculty, May 2018 



   
 

 

 
 
(4.4.4) Division of Jazz Studies Guidelines for Promotion and Tenure 

 
Preamble 
1. Policy and Procedure: The policies and procedures for promotion and tenure in the Jazz 
Studies Division shall be consistent with the University Policy Manual. This includes Policy 
06.007 (Full-time Faculty and Academic Administrator Annual Review and Academic 
Administrator Reappointment), Policy 06.035 (Academic Freedom and Academic 
Responsibility), and all other University and College policies. 
  
2. Please note that Policy 06.004 (Faculty Reappointment, Tenure, Promotion, and Reduced 
Appointment) describes the criteria for promotion to each rank. 
  
3. General Criteria: The criteria for evaluation shall be consistent with the requirements as stated 
in the University Policy Manual, section 06.007 (Full-time Faculty and Academic Administrator 
Annual Review, and Academic Administrator Reappointment). 
  
This document is intended for use by tenure-track faculty as they plan their work on the path 
towards tenure and by those who evaluate them. To be maximally useful, it must clearly state the 
types of work to be assessed, what counts as evidence of achievement, and what standards will 
be used to evaluate it. It must determine when faculty work is meeting expectations fully, when it 
has fallen short, and when it has exceeded expectations. It must be reviewed often and revised 
according to changes in the types of work expected and their relative value. Finally, it must 
provide a framework for demonstrating increasing expectations as the program, the college, and 
the university work towards higher standards of excellence. It should be evident by comparing 
existing and proposed portions of the document that follows that if the faculty accept all or any 
of the proposed revisions, this will constitute a significant increase in rigor that provides the 
foundation for future gains. 
  
Each division in the College of Music has its criteria because the nature of teaching, research, 
and service and the balance among them are different in each music discipline. Faculty in Jazz 
Studies endorses the importance of producing a body of work that peers can evaluate. Faculty in 
Jazz Studies value teaching and research equally. While service receives secondary emphasis, it 
is considered necessary because it serves the institution's needs, the professional community, and 
society. 
  
These criteria should be used with an awareness of the history of the jazz studies program. The 
primary reason for the early prominence and continued excellence of the program is the early 
faculty's dedication to teaching. We maintain an even balance between teaching and research. 
We have a faculty who collectively are prominent nationally and internationally as performers, 
composers, conductors, and authors. We retain a core value and a commitment to our students' 
artistic and intellectual growth. Faculty are expected to focus their Teaching and 
Research/Creative activities on their respective area(s) of expertise. 
  
TEACHING 
Effective teaching in the Division of Jazz Studies shall be characterized by a commitment to 



   
 

 

excellence demonstrated by a measurable positive outcome.  
  
Types of work to be evaluated 

1. Classroom teaching (faculty members may request observation of their teaching or the 
interview of their students by the chair and other faculty members to provide further 
evidence of teaching effectiveness) 

2. Private instruction (including participation in juries and supervising departmental 
recitals) 

3. Direction of ensembles (including participation in ensemble audition recordings) 
4. Special lectures and presentations 
5. Guiding student research (including master's pedagogy research, doctoral dissertation 

research) 
6. Off-campus teaching or teaching directed towards learners other than UNT students 
7. Recruitment of well-prepared students (including participation in on-campus audition and 

evaluation of audition recordings) 
8. Advising students 
9. Supervising graduate students 

  
Evidence of achievement 

1. Class syllabi and other class-related documents 
2. New course preparations 
3. Revision of existing courses 
4. Revision of degree programs 
5. Revision of catalog requirements 
6. Student evaluations (including documentation of effort expended to ensure the reliability 

of student evaluation to the extent that it is under the faculty member's control) 
7. Awards and honors received by the faculty member 
8. Significant student achievements, such as awards and honors, beyond completion of 

degree requirements. For significant student achievements, the types of research work to 
be evaluated for faculty performances, recordings, publications, unpublished items, etc. 
The degree to which students are prepared for successor courses will be considered as 
well 

9. Other activities related to instruction 
10. Peer evaluation: The area coordinator or chair will observe the teaching of untenured 

faculty members once per year for at least their first three years. A tenured professor shall 
request the observation of their teaching and the interview of their students by a tenured 
member of the division faculty; the observation will be communicated in writing and 
included in the portfolio at the discretion of the professor applying for promotion. 

  
Standards for evaluation 
As a minimum, quality teaching requires: 

10. Keeping current with artistic and scholarly work in the subjects taught. 
11. Comprehensive coverage of material according to the course description. 
12. Effective course design that ensures the students' pacing and difficulty level are 

appropriate. 
13. Consistent and punctual attendance at classes, lessons, and rehearsals. 
14. Accessibility to students. 



   
 

 

  
The teaching activity must be appropriate to the workload percentage assigned to it. 
  
In addition to meeting basic standards, Assistant Professors seeking promotion to Associate 
Professor and tenure must demonstrate the measurable positive outcome of teaching using the 
evidence outlined above as appropriate to the teaching assignment. For example, if areas for 
improvement are identified through student or peer evaluation, evidence of action taken to 
improve, and the effectiveness of the action must be provided. 
  
In addition to meeting basic standards, Associate Professors seeking promotion to Professor must 
demonstrate quality teaching as outlined for Assistant Professors. In addition, they must show 
efforts to improve instruction at a level above that of the individual class, lesson, or ensemble in 
the form of curricular revision or other activity that demonstrates leadership in improving 
teaching. 
  
RESEARCH AND CREATIVE ACTIVITIES 
Types of work to be evaluated 

1. Public presentation of works (concert performances, film screenings, sound installations, 
etc.) in professional, educational, or other venues 

2. Published recordings (as a performer, composer, arranger, or producer) 
3. Publications (articles, books, compositions, and arrangements) 
4. Unpublished compositions and recordings (provided that they are made available to a 

community of peers) 
5. Research accomplishments, including research in jazz studies, pedagogy, musicology 

(broadly defined), and related disciplines, including conference presentations 
6. Serving as an editor or peer reviewer of journals, articles, or books 
7. Work in a professional organization that draws on the artistic or scholarly ability 
8. Other forms of research that involve a community of professional peers, including 

collaborating with colleagues on research projects 
9. New works created (composition, production) 

  
Evidence of achievement 

1. Documentation of types of activity outlined above 
2. Awards and honors such as prizes or grants for composition, performance, or research 
3. Professional notices (brief communications from peers about professional activity, 

equivalent to citations) 
4. Professional critiques (longer communications than a notice from peers about 

professional activity, equivalent to pre-or post-publication peer reviews) 
5. For performance or composition: information about how the performance or composition 

originated (competition, invitation, source, commission, etc.) and the scope of its 
geographical impact (local, regional, national, international, etc.). It should be noted that 
the scope of geographical impact is not the same as location. A nearby performance can 
be of national impact, and a distant performance can be of only local impact in that 
location. 

6. For scholarship: the stature of the press, distributor, or journal and the importance of the 
research. This may include documentation of significant citations by other scholars. 



   
 

 

7. Participation in professional organizations (offices held or contributions made to) shall be 
considered evidence of a positive professional reputation. 

  
Standards for evaluation 
As a basic standard, the faculty member must present evidence of research or creative activity 
that has made the faculty member's work available to a community of peers. This must be done 
in both forms of work described in the preamble: the practice of jazz in a community of peers 
and the embodiment of professional activity in works that are available for peer evaluation. 
Significance will be given to activities, both on and off-campus, that increase the professional 
reputation of the faculty member and reflect positively on the division. In addition, the research 
activity must be appropriate to the workload percentage assigned.  
  
In addition to meeting the basic standard, Assistant Professors seeking promotion to Associate 
Professor and tenure must present evidence of an emerging national reputation. 
  
In addition to meeting the basic standard, Associate Professors seeking promotion to Professor 
must present evidence of the realization of a national reputation. 
  
SERVICE 
Types of work to be evaluated 

1. Service to the division, college, and university (committees, faculty governance, or other 
working groups), Coordination (administrative work done as coordinator of Lab Bands, 
Small Groups, Vocal Jazz, or Improvisation) 

2. Service to the profession (work in or on behalf of professional organizations) 
3. Service to the community that involves the professional area of expertise 
4. Performance and teaching activities shall be listed in this category if they are more 

service than research 
  
Evidence of achievement 

1. Evidence of the effectiveness of participation on committees or other working groups in 
attendance, contributions to decision-making during meetings, and work done outside of 
meetings 

2. Evidence of the effectiveness of participation in national organizations 
3. Recognition received for service activities 
4. Documentation of service activities received from peers 

  
Standards for evaluation 
In this catch-all category that we've agreed to call service, faculty members must effectively do 
the service work expected of them as colleagues that are not otherwise identified as teaching or 
research. This work enables the division, college, and university to fulfill their mission. As a 
basic standard, faculty members must: 

1. Attend division meetings. 
2. Communicate in a professional and timely manner. 
3. Be present on campus to the degree that is appropriate to the teaching assignment, 

including attendance at student performances. 
4. Collaborate with colleagues on productive uses of the division's facilities and equipment. 
5. Follow policies the division has collectively agreed upon as critical to accomplishing its 



   
 

 

mission (example: work effectively with our administrative assistant on matters involving 
university funds). 

  
In addition to meeting the basic standard, Assistant Professors seeking promotion to Associate 
Professor and tenure must demonstrate a commitment to service commensurate with their 
teaching assignment, level of research activity, and the workload percentage assigned to service. 
In addition to meeting the basic standard, Associate Professors seeking promotion to Professor 
must demonstrate a commitment to service commensurate with their teaching assignment, level 
of research activity, and the workload percentage assigned to service, and they must show 
evidence of leadership in service activities. 
  
Music Business 
In Fall 2016, the College of Music launched an initiative to build a Music Business and 
Entrepreneurship program and hired a Senior Lecturer to lead the program. Initially, the 
appointment was made in the Division of Instrumental Studies. In Spring 2019, the Senior 
Lecturer position was converted Assistant Professor. Because of the faculty member’s 
background and expertise in both entrepreneurship and piano performance, the position was 
moved to the Division of Keyboard Studies. Therefore, the Division of Keyboard Studies RPTC 
and the Division Chair were responsible for evaluating the entrepreneurship faculty member for 
Promotion and Tenure and Annual Review. 
  
The new program title was changed to Music Business. In May 2021, the faculty member in the 
Music Business position resigned and a visiting lecturer was hired for AY2021-2022. The 
position was searched, and the new Assistant Professor was hired to start in Fall 2022. Given the 
candidate’s expertise, the position was moved to the Division of Jazz Studies, effective in Fall 
2022. 
  
The following criteria for Promotion and Tenure apply to the current faculty member who holds 
the position of Music Business (2022 – Present). These criteria were designed specifically for the 
Music Business faculty member who also had a background in performance. Because the new 
Music Business faculty member was hired in late May 2022, the criteria below will be amended 
in Fall 2022 to align with the expectations of the position and the Division of Jazz Studies. 
  
CRITERIA FOR FACULTY EVALUATION – MUSIC BUSINESS 
Teaching and Instructional Activities 
Regardless of other professional activities, high quality teaching is mandatory for tenure and 
promotion to Associate Professor and Full Professor. Assessment of the quality of teaching must 
take into account the following criteria: 

1. Thorough coverage of concepts and skills as specified by course syllabi and their 
alignment with course catalog descriptions 

2. Use of effective teaching strategies suited to the subject matter 
3. Positive student/teacher interpersonal relationships. 

  
The teacher is expected to be fair, impartial, conscientious, consistent, prepared, thoroughly 
competent in knowledge of subject matter, informed regarding current trends in the field, and 
able to engender the respect of students. 
  



   
 

 

The Reappointment, Promotion, and Tenure Committees (including the Division Chair, Dean 
and Provost) will determine the quality of teaching through mechanisms such as: 

• Student appraisals of teaching 
• Peer observations 
• Teaching innovations 
• Advising 
• Teaching awards 
• Student accomplishments 
• Directing theses and dissertations as major or minor professor 
• Assisting students with career development and professional placement 
• Leadership in curricular development and other supporting documentation. 

 
Scholarly, Professional and Creative Activities 
For Promotion and Tenure, the faculty member with a background in entrepreneurship and 
performance will be evaluated primarily on their scholarly work in entrepreneurship and 
secondarily on their artistic and creative activity. However, scholarship in the area of 
entrepreneurship, particularly in the area of publication, must be given the highest priority and 
will be of greatest importance in the evaluation process for promotion and tenure, followed, in 
order, by teaching and service. 
 
Faculty members should show evidence of ongoing creative and professional activities at the 
local, regional, national, and international level. In consultation with the Dean and the Provost’s 
office at the time of appointment to a tenure-track position, consideration may be given to a 
faculty member who brings an established national and international career prior to employment 
at UNT, and where that body of work will be applied in the promotion and tenure process. 
 
Types of scholarly work to be evaluated will include: 

• Peer reviewed journal publications that reach national/international audiences in the area 
of entrepreneurship. 

• Research or pedagogically based books or book chapters 
• Conference presentations, guest lectures, panel participations 
• Adjudication for local, national or international organizations 
• Serving as an editor or peer reviewer of entrepreneurship journals, articles or books 
• Performances (concerts in professional, educational venues, religious, or other 

performance venues) 
• Published recordings (as a performer, composer, arranger, or producer) 
• Other forms of research that involve a community of professional peers, including 

collaborating with colleagues on research projects 
• Honors, awards, grants or contracts relating to the profession. 

  
Evidence of achievement in the area scholarly, creative, and professional activities may be 
demonstrated through a large variety of means and will be evaluated in terms of quality and 
quantity, importance, and scholarly significance. Efforts leading to publication are essential and 
will receive a high priority for tenure and promotion to Associate Professor and to Full Professor. 
For tenure and promotion to Associate Professor, the entrepreneurship candidate must provide 



   
 

 

evidence of an emerging national reputation through published research and non-research articles 
along with national presentations. While non-research articles contribute to the body of literature, 
greater importance will be placed on published scholarly research; a high number of non-
research articles cannot compensate for indifference to published scholarly research. 
  
For promotion to Associate Professor and to Full Professor, participation in the activities of 
professional organizations provides supporting evidence of growth and/or prominence. 
Presentation of scholarly papers, conducting clinics or workshops, serving in positions of 
international, and regional leadership, and other activities of equal significance are the most 
valued forms of participation. The Reappointment, Promotion, and Tenure committees will 
determine whether some appearances as panel moderator, participant, discussant, or other similar 
roles in prestigious international, national, or regional settings may be considered as significant 
scholarly work. Other important indicators of achievement include the receipt of fellowships and 
grants; musical performances; adjudicating; professional consulting; organizing conferences; and 
other activities that exhibit scholarly and/or professional expertise and competence. 
  
As a benchmark for publication, the entrepreneurship candidate should have approximately 5-6 
peer-reviewed published articles or chapters and evidence of presentations at professional 
conferences or invited talks at other universities, or a published book. In some cases, other 
scholarly and creative projects (multi-media or digital works) may be accepted. In the case of 
collaborative works, applied projects, digital humanities, or comparable work, the candidate 
should specify as precisely as possible the scope of their contribution. It is important to note that 
the reappointment, promotion, and tenure committees will evaluate the candidate’s dossier 
holistically and will consider the quality, quantity, and significance of research and creative 
activity in relation to the candidate’s teaching, service, and administration (if applicable). 
  
Service 
Faculty members are expected to engage in service activities to the Division, College of Music, 
the University, and to the greater community. Participation on Division, COM and/or University 
committees as well as the fostering of strong ties to the community is important to a successful 
tenure and promotion decision. Correspondingly, individual initiatives are an essential 
component for this category as well as all three categories (Teaching, Creative/Professional 
Activities and Service). 
 
For awarding of tenure and/or promotion, activity in at least four out of the eight areas is 
expected: 

• Full participation in the administrative functions of the university, college, and/or 
division 

• Service on committees or advisory boards (University, College of Music, Division) 
• Service to the community 
• Supervision of teaching fellow(s) and teaching assistant(s) 
• Membership and participation in professional organizations and all professional activity 

related to the area of music entrepreneurship. 
• Advising of student organizations 
• Unusual visibility at the national or international level 
• Recruiting or liaison work with the community 



   
 

 

  
Supplement: Division of Jazz Studies Guidelines for Promotion of Lecturers 
  
These guidelines are intended to supplement the policies on appointing and promoting lecturers 
in the College of Music Faculty and Staff Handbook, section 4.8. That policy includes the 
statement, "Lecturers are faculty members whose primary responsibilities are related to teaching 
and student development." 
  
The workload percentages for appointments at the lecturer ranks do not include a portion for 
research. The workload for lecturers is typically 80-90% teaching and 10-20% service, with 
80%/20% being the norm. 
  
The Division of Jazz Studies affirms that the standards for effective teaching and service by 
Lecturers, Senior Lecturers, and Principal Lecturers are the same as those stated in the guidelines 
for tenure and promotion of tenure-track faculty. 
  
Professional activities by faculty in lecturer ranks may be listed under the teaching category 
provided that the activities support and strengthen their work as teachers by maintaining their 
professional currency. Such activities must be documented using the types of evidence stated in 
the guidelines for tenure and promotion of tenure-track faculty. Professional activities by faculty 
in lecturer appointments may also be documented and discussed under the service category if the 
activities are more appropriately understood as service. 
  
The division endorses the guidelines for promotion to Senior Lecturer and Principal Lecturer 
stated in section 4.8.2 of the College of Music Faculty and Staff Handbook, including the 
following requirement for promotion to Principal Lecturer: "a candidate for Principal Lecturer 
must demonstrate that (s)he has earned recognition in the profession as appropriate to his/her 
specialization well beyond the University of North Texas area." 
  
The division endorses the following statement in section 4.8.1 on faculty participation in lecturer 
ranks in one specific aspect of faculty governance at the division level: "Lecturers shall not be 
eligible to vote in decisions relating to the hiring or the review process of tenured and tenure-
track faculty." The division affirms that in all other areas of faculty governance at the division 
level, faculty in lecturer ranks are eligible for full participation. 
  
Jazz Division Faculty, Approved July 11, 2022 



   
 

 

(4.4.5) Division of Keyboard Studies Divisional Guidelines for Promotion and 
Tenure 
 
Justification 
 
In reviewing Promotion and Tenure procedures from two aspirational peer institutions 
(Indiana, Michigan) these guidelines are comparable for the field of music performance. These 
procedures accord with and are subordinate to any and all policies issued by the University of 
North Texas and the College of Music. 
 
REVIEW FOR NON-TENURED TENURE TRACK FACULTY 
 
Under UNT Faculty Reappointment, Tenure, Promotion, and Reduced Appointment policy 
(06.004.II.B), every unit must review annually all tenure-track faculty members during their 
probationary period. The third-year reappointment review is a more extensive and intensive 
review that includes the unit, the college, and the provost, but without external review letters 
(06.004.II.C). Therefore, annually in the fall semester, the Division RPTC will conduct the 
3rd. Year review for Division tenure-track faculty when applicable. The RPTC review 
recommendations must be completed and uploaded into Workflow by the committee chair 
during the dates indicated at vpaa.unt.edu, containing (1) unit review recommendation, (2) 
faculty member’s response to a negative recommendation (if applicable), and (3) any 
additional supporting documentation. The RPTC chair also annotates the committee’s vote. 
 
In addition, under UNT Faculty Reappointment, Tenure, Promotion, and Reduced 
Appointment policy (06.004), every unit must conduct reappointment review for 4th/5th year 
tenure-track faculty during their probationary period. Therefore, annually in the spring 
semester, the RPTC will conduct the 4th or 5th year unit review for Division tenure-track faculty 
when applicable. The RPTC review recommendations must be completed and uploaded into 
Workflow by the committee chair during the dates indicated at vpaa.unt.edu containing (1) 
Unit review recommendation, (2) faculty member’s response to a negative recommendation (if 
applicable), and (3) any additional supporting documentation. The RPTC chair also annotates 
the committee’s vote. 
 
REVIEW FOR PROMOTION/TENURE (6th Year Review) 
 
Annually in the Fall semester, the RPTC will conduct the 6th Year Unit Review to full 
tenure and/or promotion for Division tenure-track faculty when applicable. The RPTC 
review recommendations must be completed and uploaded into Workflow by the 
committee chair during the dates indicated at vpaa.unt.edu containing (1) Unit review 
recommendation, (2) faculty member’s response to a negative recommendation (if 
applicable), and (3) any additional supporting documentation. The RPTC chair also 
annotates the committee’s vote. 
 
CRITERIA FOR EVALUATION FOR PROMOTION/TENURE 
 
Granting tenure and promotion requires not only the potential for future achievement but also a 



   
 

 

clear record of recent and past achievements. For promotion to the upper ranks of associate and 
professor, the standards for faculty performance in the areas of 1) teaching, 2) research, 
creative activity and/or professional activity and 3) service are progressively rigorous and may 
include consideration of the entire dossier. 
 
The Keyboard Studies Division further emphasizes the importance of a spirit of academic 
community. There must be a collaborative recognition of mutually agreed upon goals, policies, 
and procedures. 
 
The following criteria and procedures are supplemental to all policies and procedures as 
described in the University Policy Manual, section 06.004 et seq. and all other University and 
College policies relating to faculty promotion and tenure. College and University policies are 
a priori and take precedence over divisional guidelines. 
 
CRITERIA FOR FACULTY EVALUATION 
 

A. Teaching and Instructional Activities 
Effectiveness of teaching will be assessed through peer evaluation of the following 
criteria, as applicable for each instructor: 
1. Technical and artistic development of each faculty member’s private students as 

observed in juries, recitals/hearings, auditions, concerts 
2. Documented student achievement in external activities, such as: success in national 

and international competitions, concert engagements, commercial recordings, 
participation in festivals, etc. 

3. Successful placement of students in academic positions at the collegiate level 
Additionally, for promotion to Associate Professor and/or the awarding of tenure, the 
following will be regarded as evidence of teaching effectiveness: 
• Establishing and maintaining a full class of undergraduate and graduate students. 

Graduate students will come predominantly from peer institutions. Graduates 
from the studio who go on to degrees elsewhere will be accepted at peer 
institutions. 

• Teaching awards and recognition 
• Evidence of course development and new syllabi and/or incorporation of 

new technologies, if applicable 
• Active involvement in the mentoring of doctoral students, including dissertation 

supervision, adjudication of DMA recitals, qualifying exams, etc. 
• Students in the studio will be active performers on and off campus, and graduates 

will be employed in the profession 
4. Review and evaluation of course syllabi and related documentation for effective 

organization, clarity, and relevance 
5. Ability to attract, recruit, and retain highly qualified students in their studio and 

performance area 
6. Evidence of successful advising, and record of students’ timely progress through their 

degrees 
 

B. Scholarly, Professional and Creative Activities 



   
 

 

Faculty members should show evidence of ongoing creative and professional activities at 
the local, regional, national, and international level. In consultation with the Dean and the 
Provost’s office at the time of appointment to a tenure-track position, consideration may 
be given to a faculty member who brings an established national and international career 
prior to employment at UNT, and where that body of work will be applied in the 
promotion and tenure process. 

 
Determining specific criteria, both quantitatively and qualitatively as well as devising a 
system of ‘weighting’ activities for members whose teaching responsibilities are 
predominantly performance-based should remain flexible and take into consideration the 
evolving nature of the individual’s career path. The evaluation process will be an objective 
examination of one’s accumulated dossier of professional activities. 

 
For awarding of tenure and promotion, significant achievements in at least 4 of the 8 
areas are expected: 
• Solo recitals in nationally and/or internationally recognized venues 
• Appearances with orchestra off campus 
• Chamber music performances on recognized series or at prominent festivals 
• Master classes and/or lectures at universities, conservatories, or conferences 
• Commercial recordings 
• Invited reviews of books, articles (print or online) 
• Scholarly editions of music, published or accepted for publication by prominent 

publishers in music 
• Scholarly research culminating in books, peer-reviewed articles, published or under 

contract for publication by recognized publishers/journals 
• Adjudication for national/international competitions 

 
C. Service 

Faculty members are expected to engage in service activities to the Division, College 
of Music, the University, and to the greater community. Participation on Division, 
college and/or University committees as well as the fostering of strong ties to the 
community is important to a successful tenure and promotion decision. 
Correspondingly, individual initiatives are an essential component for this category 
as well as all three categories (Teaching, Creative/Professional Activities and 
Service). 

 
• For awarding of tenure and/or promotion, activity in at least four out of the six 

areas is expected: 
• Full participation in the administrative functions of the university, college, and/or 

division 
• Service on committees (University, College of Music, Division of Keyboard 

Studies) 
• Membership and participation in professional organizations 
• Adjudication for local teaching organizations 
• Solo and/or chamber music performances on campus 



   
 

 

• Service to the community 
 

PROMOTION TO THE RANK OF PROFESSOR 
 
In keeping with university policy, “an associate professor may undergo the promotion process 
when, in consultation of the Division Chair and/or RPTC chair, the faculty member believes 
their record warrants consideration for promotion” (06.004, IV.B.3).  
 

• To achieve promotion to the rank of professor, the following will apply: 
• In the area of Scholarly, Creative, and Professional Activities, the candidate’s post-

tenure record of accomplishment will demonstrate continued productivity and increased 
recognition in the faculty member’s area(s) of endeavor. 

• In the area of Teaching, candidate should demonstrate an established and consistent 
record of high-quality teaching responsive both to the educational needs of students and 
to the curricular and scheduling needs of the Division. The candidate must excel in both 
graduate and undergraduate applied teaching. Any documented deficiencies in the area of 
teaching noted at any point in the probationary period must be entirely and 
unambiguously resolved by the time of the tenure decision. 

• In the area of Service, candidates must demonstrate a record of service and leadership at 
the Division and either the College or the University levels, as well as to the profession. 
They must demonstrate that they have been willing, when asked by the department chair 
or nominated by the faculty, to serve on major committees and/or take on major service 
assignments. 

 
Candidates for promotion to full professor will be evaluated by the same criteria as for tenure 
and promotion from assistant to associate professor, but should reflect evidence of a significant 
growth in the quality and impact of work. 
 
EXTERNAL LETTERS OF REVIEW 
In accordance with university policy (06.004.V.B.) the Division RPTC will require letters from 
external reviewers for consideration for tenure and/or promotion. The reviewers chosen are to 
be experts in the candidate’s field and are as such qualified to make sophisticated qualitative 
judgments about the applicant’s scholarly or creative record. The external review letters must 
address the candidate’s record as a scholar, the extent to which his/her scholarly/creative record 
constitutes a significant contribution to the discipline, and his or her potential for continued 
productivity. The reviewers will also address the question of whether the reviewer thinks the 
candidate should be promoted based on the Division’s criteria for promotion and/or tenure”. 
The RPTC expects claims about “continued productivity” to rest on clear evidentiary bases. 
 
NON-TENURED FACULTY REVIEW 
Annually in the Fall semester, the RPTC will conduct the review for Division non-tenured 
faculty when applicable. The RPTC review recommendations must be completed and 
uploaded into Workflow by the committee chair during the dates indicated at vpaa.unt.edu 
containing the RPTC recommendation and any additional supporting documentation. The 
RPTC chair also annotates the committee’s vote. 
 



   
 

 

REVISED: 05/24/2022 to remove criteria for Music Business and Entrepreneurship 



49 

   
 

 

(4.4.6) Division of Music Education Guidelines for Promotion and Tenure 
 
PROMOTION AND TENURE EVALUATION CRITERIA 
Division faculty will be evaluated for promotion and tenure in three areas: teaching, 
professional activities/research, and service. General guidelines for evaluation are as 
follows: 
 
I. TEACHING 
Regardless of other professional activities, high quality teaching is mandatory for tenure 
and promotion to Associate Professor and Full Professor. Assessment of the quality of 
teaching must take into account (1) thorough coverage of concepts and skills as specified by 
course syllabi and their alignment with course catalog descriptions, (2) use of effective 
teaching strategies suited to the subject matter, and (3) positive student/teacher interpersonal 
relationships. The teacher is expected to be fair, impartial, conscientious, 
consistent, well prepared, thoroughly competent in knowledge of subject matter, informed 
regarding current trends in the field, and able to engender the respect of students. The 
Reappointment, Promotion, and Tenure Committees (including the Division Chair, 
Dean and Provost) will determine the quality of teaching through such mechanisms as 
student appraisals of teaching, peer observations, teaching awards, and other supporting 
documentation. 

 
II. SCHOLARLY, CREATIVE, AND PROFESSIONAL ACTIVITIES 
The Division of Music Education must be composed of individuals who ceaselessly 
improve their professional expertise, continually develop their individual scholarship, and 
perpetually advance their professional visibility and influence. Further, it is each faculty 
member’s responsibility to augment and expand the body of knowledge in music education. 
For promotion and tenure, scholarly, creative, and professional activities are of primary 
importance. Evidence of achievement in the area of scholarly, creative, and professional 
activities may be demonstrated through a variety of means. However, these activities must 
reflect high standards of scholarship and/or artistry in order to qualify as 
appropriate reflections of achievement. The professional activities of each faculty member will 
be evaluated in terms of quality and quantity, importance, and scholarly significance. It is 
incumbent upon the individual to provide evidence that will enable the Reappointment, 
Promotion and Tenure committees to properly evaluate these activities. 

 
Tenure/Promotion to the Rank of Associate Professor 
Efforts leading to publication are essential for faculty at any music education program 
aspiring to a position of excellence. Therefore, such activities must receive a high priority for 
tenure and promotion to Associate Professor. Music Education is a journal field. 
Therefore, although publication may be broadly defined to include practitioner articles, books, 
book chapters, reviews, recordings, translations, software, and other endeavors, the highest 
value will be placed on research articles published in blind-peer-reviewed research journals. 
Because journal rankings in music education can fluctuate (and are thus unreliable at any one 
moment in time), it is incumbent upon the faculty member under review to provide evidence 
of a publication’s merit (e.g., indexing, ranking, quantity of citations, acceptance rate, 
audience/subscription size, etc.). For tenure and promotion to Associate Professor, individuals 
must provide evidence of an emerging national reputation through   published peer-reviewed 
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research articles that support a clear line of inquiry. 
 
Published books (or books under a publishing contract) may be acceptable for credit toward 
tenure and promotion to Associate Professor based on factors such as quality of scholarship, 
significance of the work for the profession, generation of new knowledge, reputation of the 
publisher, etc. The Reappointment, Promotion, and Tenure committees will determine 
whether a book meets the standards of scholarship established by peer- reviewed research 
journals. 

 
Collaborative scholarship is often appropriate, and the Division values it as a legitimate form 
of inquiry and production. However, publications for which the individual is the sole or first 
author (of a multi-authored work) will be valued more highly than other collaborative efforts, 
unless the faculty member provides evidence that all co-authors on a project contributed 
equally. Additionally, collaborations with former teachers or mentors, while a sound strategy 
for early-career faculty, cannot alone establish an independent, emerging national reputation. 

 
Faculty presentations at scholarly conferences are essential for establishing a national 
reputation, disseminating research, peer networking, and as a means of gaining feedback on 
works in progress. As such, paper presentations at national and international research 
conferences are highly valued by the Division. However, such activities should be 
seen as helping faculty to prepare their works for publication and are thus less ends in 
themselves than means to achieving ends. Faculty will receive recognition for conference 
presentations, but they will be afforded less significance than publications when considering 
merit evaluation/ranking or tenure and promotion (except in cases of a keynote address or a 
presentation given at a conference that can be demonstrated to be both peer- reviewed and 
highly selective). Such activities may be afforded more significance when probationary 
faculty are being considered for reappointment at the time of midterm review (i.e., they may 
constitute evidence that someone who has not yet had a chance to establish an extensive 
publication record is in fact pursuing an active program of scholarship/ creative activity). 

 
While articles aimed at a practitioner audience (and published in journals not focused on 
research) contribute to the body of literature, help disseminate knowledge, and are of high 
value to the profession, greater importance will be placed on published scholarly research; a 
high number of articles for practitioners (even if peer-reviewed) cannot compensate 
for a lack of published peer-reviewed research. The same also applies to presentations at 
practitioner music education conferences (such as state music education association 
conventions and national practitioner conferences). 

 
Other important indicators of achievement include the receipt of fellowships and grants; 
musical performance; adjudicating; professional consulting; invited lectures; invited visiting 
scholar appointments; invited keynote addresses; invited chapters in edited volumes; 
significant book publications; and other activities that exhibit scholarly and/ 
or professional expertise and competence. Of lesser importance, but still a mark of 
recognition by one’s peers, are appearances as panel moderator, participant, discussant, 
clinician, workshop leader, or other similar roles. The evaluation committees will consider the 
quality and significance of each professional activity based on factors such as scope, impact, 
scholarly reputation, prestige of publisher/editor, reputation of host institution, size of grant, 
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etc. in evaluating the individual’s achievement in this area as it relates to tenure and 
promotion to Associate Professor. Particular importance will be placed upon those activities 
that clearly advance the reputation and stature of the individual faculty member, the Division, 
and the College. 

 
Promotion to the Rank of Professor 
Promotion to (Full) Professor is predicated on the candidate’s documentation of an 
established national/international reputation. For promotion to Professor, candidates 
should present evidence of a line of research becoming more established, contributing to 
new knowledge that is consequential in the profession, with multiple publications in high 
caliber research journals. National or international status research publications 
and presentations need to be extensive to document sufficient quantity. Other important 
indicators of achievement include the receipt of fellowships and grants; musical performance; 
adjudicating; professional consulting; invited lectures; invited visiting scholar appointments; 
invited keynote addresses; invited chapters in edited volumes; significant book publications; 
and other activities that exhibit scholarly and/or professional expertise and competence. The 
evaluation committees will consider the quality and significance of each professional activity 
and the quantity of such activities in evaluating the individual’s achievement in this area as it 
relates to promotion to Professor. Particular importance 
will be placed upon those activities that clearly advance the reputation and stature of the 
individual faculty member, the Division, and the College. Of lesser importance, but still a 
mark of recognition by one’s peers, are appearances as panel moderator, participant, 
discussant, clinician, workshop leader, or other similar roles. The Reappointment, 
Promotion, and Tenure committees will determine whether some appearances as panel 
moderator, participant, discussant, or other similar roles in prestigious international, 
national, or regional settings may be considered as significant scholarly work. 

 
III. SERVICE 
Service to the Division, College, University, Community, and Profession is expected of all 
faculty members (at some level) and shall be evaluated on the basis of the extent and 
significance of the contribution. For all faculty, indicators of achievement in this area 
include awards for service, certificates of appreciation, and similar honors. Music education 
community engagement experiences are essential in the Division of Music Education; 
experiences that engage faculty with K-12 teachers, students, and the community in the local 
area and the state are especially important. 

 
Tenure/Promotion to the Rank of Associate Professor 
For promotion to Associate Professor, engaging in the activities of professional organizations 
provides supporting evidence of growth and/or prominence. Additionally, attending 
professional conferences and meetings for professional development and presenting invited 
clinics or workshops at the local and state levels are considered valued forms of participation. 

 
Promotion to the Rank of Professor 
For promotion to the rank of Professor, editorships and editorial board memberships (especially 
those of nationally circulated journals), organizing professional conferences and meetings, 
presenting invited clinics or workshops at the regional and national levels, and serving in 
positions of international, national, and regional leadership are the most valued forms of 
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participation. Individuals seeking promotion to Professor should also demonstrate a record of 
service activity within the institution, including serving on university, college, and division 
standing and ad hoc committees (such as faculty search committees). 
Leadership positions within these committees are particularly noteworthy. Coordination of 
academic programs is an important and significant service to the Division. 

 
Approved, Music Education Division (October 2018)



   
 

 

(4.4.7) Division of Music History, Theory, and Ethnomusicology Guidelines for 
Promotion and Tenure  
 
Section 1.1  
Promotion to Associate Professor and/or Tenure at that Rank 
In general, a faculty member should be considered eligible for tenure and promotion to the 
rank of Associate Professor when he or she has: 
 

1. Engaged in professional activity that constitutes a significant contribution to the 
discipline, with evidence of recognition at the national level; this professional activity 
must include publications appropriate in quantity and quality to the faculty member’s 
mission, as outlined in Section 2.3, Statement of Criteria for the Evaluation of Division 
Personnel— Professional Growth and Development. 
 
Publications completed during the tenure-track period at UNT will be given priority; 
however, significant publications from before hire at UNT will be considered, 
particularly for cases of early tenure. 

 
2. Demonstrated excellence in teaching and commitment to service; and 

 
3. Indicated a willingness to make a continuing contribution as a member of the faculty. 

 
Section 1.2 
Promotion to Professor and/or Tenure at that Rank 
In general, a faculty member should be considered eligible for promotion to the rank of 
Professor when he or she has: 
 

1. Engaged in professional activity with evidence of recognition at the international level; 
this professional activity must demonstrate a continuing record of publication in media 
appropriate to the faculty member’s mission. As to the quantity and quality of 
publications, see Section 2.3, Statement of Criteria for the Evaluation of Division 
Personnel— Professional Growth and Development. 

 
2. Demonstrated continuing excellence in teaching and commitment to service; and 

 
3. Showed clearly the desire and potential to maintain a position of continuing leadership 

in the discipline. 
 
STATEMENT OF CRITERIA FOR THE EVALUATION OF DIVISION PERSONNEL 
 
Section 2.1  
Preamble 
A well-conceived educational program will have a diversity of goals and objectives; such a 
program requires a faculty with varied abilities and interests. Each individual should be 
motivated to contribute to the program in a unique way and must have assurance that a variety 
of routes for advancement will be recognized. 
 
The Divisional Promotion and Tenure Policies and Procedures shall be consistent with 



   
 

 

university policies as described in the University Policy Manual, section 06.004, 06.005, and 
06.007 and all other University and College policies relating to faculty promotion and tenure. 
 
Section 2.2  
Significance of Activities 
It is the policy of the Division to encourage its members to develop talents to the fullest 
potential, permitting each member to make a unique contribution. Balance is expected among 
the categories of evaluation and must be considered in the evaluation for promotion and 
tenure. 
 
The two categories that most clearly embody the mission of the Division are, in order of 
priority, (1) Professional Growth and Development and (2) Teaching. In compliance with the 
University Workload Policy, the percentage of workload assigned to these categories for 
each faculty member will be negotiated by the faculty member with the Division Chair to 
fulfill adequately the needs of the Division. These two categories, “Professional Growth & 
Development” and “Teaching,” will weigh more heavily than the “Service” category in the 
peer evaluation process. Because individual faculty members will make different 
contributions to the mission of the Division, the job descriptions and negotiated workloads of 
individual faculty will serve as the basis for evaluation. 
 
Section 2.3  
Professional Growth and Development 
A healthy Division must be comprised of individuals who are continually growing and 
developing their individual scholarship. Evidence of continued professional growth must be 
considered a basis for reward while lack of achievement must be considered a negative factor. 
 
The professional activity of a faculty member must be evaluated in terms of scope, depth, and 
breadth of influence; as such, it is incumbent upon the faculty member to provide evidence that 
will allow for the evaluation of professional activity according to these three criteria. Activity at 
the international level is to be considered most significant, followed by activity at the national, 
regional, and local levels. 
 
Research leading to public presentation and publication is essential to any Division aspiring to a 
position of excellence, and such activity must receive high priority. Any evaluation of a faculty 
member’s record must consider the quality as well as the quantity of presentations and 
publications. The primary means by which quality may be assessed is through the peer review 
process. Other forms of assessment include reviews in professional journals, citations in works 
by other scholars, invitations to participate in professional activities, and documented 
acceptance rates from peer-reviewed journals and publishers. 
 

2.3.1 The standard for tenure and promotion to Associate Professor in Ethnomusicology 
and Music History is a monograph accepted for publication by an academic press (a 
complete monograph not yet accepted but submitted with the candidate’s materials 
will also be considered), no less than two substantial articles or chapters issued in 
peer- reviewed publications, and evidence of research presentations at professional 
conferences or invited talks at other universities. In some cases, other scholarly and 
creative projects (such as a critical edition of a major work including the entire 



   
 

 

scholarly apparatus, multi- media or digital works, or no less than four substantial 
articles or chapters in peer-reviewed publications) may be accepted in lieu of the 
monograph, with justification as to why they are commensurate to a monograph. In 
the case of collaborative works, applied projects, digital humanities, or comparable 
work, the candidate should specify as precisely as possible the scope of their 
contribution. 

 
2.3.2 The standard for tenure and promotion to Associate Professor in Music Theory 

is a monograph accepted for publication by an academic press (a complete monograph 
not yet accepted but submitted with the candidate’s materials will also be considered), 
or five articles or chapters that primarily are peer-reviewed, and evidence of research 
presentations at professional conferences or invited talks at other universities. In some 
cases, other scholarly and creative projects (multi-media or digital works) may be 
accepted. In the case of collaborative works, applied projects, digital humanities, or 
comparable work, the candidate should specify as precisely as possible the scope of 
their contribution.   

 
2.3.3 The standard for promotion to Full Professor in Ethnomusicology and Music 

History is a monograph accepted for publication by an academic press (a complete 
monograph not yet accepted but submitted with the candidate’s materials will also be 
considered), and a substantial article or chapter issued in a peer-reviewed publication, 
and evidence of research presentations at professional conferences or invited talks at 
other universities. These items should have been produced since the time the last rank 
was achieved; however, the entire career will be taken into account in order to ensure 
consistent scholarly productivity. In some cases, other scholarly and creative projects 
(such as a critical edition of a major work including the entire scholarly apparatus, 
multi-media or digital works, or no less than four substantial articles or chapters in 
peer-reviewed publications) may be accepted in lieu of the monograph, with 
justification as to why they are commensurate to a monograph. In the case of 
collaborative works, applied projects, digital humanities, or comparable work, the 
candidate should specify as precisely as possible the scope of their contribution. 

 
2.3.4 The standard for promotion to Full Professor in Music Theory is a monograph 

accepted for publication by an academic press (a complete monograph not yet accepted  
but submitted with the candidate’s materials will also be considered), or four major 
articles or chapters issued in peer- reviewed publications, and evidence of research 
presentations at professional conferences or invited talks at other universities. These 
items should have been produced since the time the last rank was achieved; however, 
the entire career will be taken into account in order to ensure consistent scholarly 
productivity. In some cases, other scholarly and creative projects (multi-media or 
digital works) may be accepted in lieu of the monograph or set of articles, with 
justification as to why they are commensurate. In the case of collaborative works, 
applied projects, digital humanities, or comparable work, the candidate should specify 
as precisely as possible the scope of their contribution. 

 
2.3.5 Participation in the activities of scholarly professional organizations is another 

indicator of professional growth and development. Presentation of scholarly papers to 



   
 

 

such organizations, including invited talks at other universities, is the most valued form 
of participation; of lesser importance, yet still a mark of recognition by one’s peers, is 
the appearance on panels as moderator, chairperson, or discussant. Presentations made 
on campus, such as speaking on the Division Lecture Series, may also be considered in 
assessing professional growth. 

2.3.6 Serving as a peer reviewer for a journal article or book manuscript is a mark of 
recognition by one’s peers and requires scholarly effort and thus provides further 
evidence of professional growth. 

 
2.3.7 Another indicator of distinction in academic research is receipt of prizes, 

fellowships, and grants. In general, any evidence of continued study and growth 
may be included in an evaluation of the professional development of a faculty 
member. 

 
Section 2.4 
Teaching 
Quality teaching is expected. As a minimum, good teaching requires (1) keeping abreast of 
current scholarly work in the subjects taught, (2) faithful meeting of classes, (3) comprehensive 
coverage of material according to the course description, and (4) accessibility to students. Failure 
to meet these basic standards is a negative factor. 
 
Assessment of the quality of teaching must take into account (1) course materials submitted for 
consideration, such as syllabi or sample exams, (2) new preparations, (3) use of research to 
support teaching, (4) teaching innovations and use of media, (5) including guest scholars for in 
class presentations or discussions, (6) student appraisals of teaching, (7) teaching awards, and 
(8) effective advising of dissertations and theses, if applicable. The Division Chair observes the 
classroom teaching of untenured faculty members, once per year, for at least their first three 
years. A tenured or untenured instructor may also request the observation of his/her teaching 
and/or the interview of his/her students by any member of the Division faculty, who may then 
write in support of the faculty member. 
 
Section 2.5 
Service 
Service to the Division, College of Music, University, profession, and/or community is 
expected of all faculty members and must be evaluated on the basis of the extent and 
significance of the contribution and its impact on the professional reputation of the faculty 
member. Service to the Division and College of Music includes participating in committees, 
attending and participating in divisional and area meetings, and reviewing and commenting 
on applications for admission, among other activities. 
 

2.5.1 Service to the profession includes being an editor of a journal, member of an 
editorial board, and an officer of an international, national, or regional scholarly 
association. Service to external societies will be evaluated by the size, reputation, and 
prominence of the organization, as well as the faculty member’s role. 

 
These division guidelines must comply with UNT and College of Music policies. In case of 



   
 

 

discrepancies, UNT and College of Music policies will supersede. Guidelines will be 
reviewed as needed. Changes will be forwarded to the Division Chair and the Chair of the 
Division RPTC. The Division RPTC will review the changes and will make 
recommendations for revisions. The Division as a whole (tenure and tenure-track faculty) 
will discuss and approve amendments by a two-thirds vote. 
 
Approved by the Division of Music History, Theory and Ethnomusicology as amended: 
December 19, 2023 
Approved by the Provost, Spring 2019 



   
 

 

 
(4.4.8) Division of Vocal Studies Guidelines for Promotion and Tenure 
 

STANDING PROCEDURES 
FOR REAPPOINTMENT, TENURE, AND PROMOTION RECOMMENDATIONS 

AND 
 

FACULTY MERIT EVALUATION 
 

VOCAL STUDIES DIVISION 
COLLEGE OF MUSIC UNIVERSITY 

OF NORTH TEXAS 
These procedures accord with and are subordinate to any and all policies issued by the 
University of North Texas and/or the College of Music (COM). 
 
Definitions: 
 
Unit. “Unit” means an academic department/division under the administration of a UNT official 
with responsibilities for personnel actions. 
 
RPTC. The Division of Vocal Studies Reappointment, Promotion, and Tenure Committee. 
 
PAC. The Division of Vocal Studies Personnel Affairs Committee 
 

CALENDAR  

A – REVIEW 

Under UNT Faculty Reappointment, Tenure, Promotion, and Reduced Appointment policy 
(06.004.II.B), every unit must review annually all tenure‐track faculty members during their 
probationary period. The third‐year reappointment review is a more extensive and intensive 
review that includes the unit, the college, and the provost, but without external review letters 
(06.004. II.C). Therefore, annually in the fall semester, the RPTC will conduct the 3rd. Year 
review for Division tenure-track faculty when applicable. The RPTC review recommendations 
must be completed and uploaded into Workflow by the committee chair during the dates 
indicated on p. 2 at: https://vpaa.unt.edu/node/221/tp1920 , and contain the: (1) unit review 
recommendation, (2) faculty member’s response to a negative recommendation (if applicable), 
and (3) any additional supporting documentation. The RPTC chair also annotates the committee 
vote. 
 
In addition, under UNT Faculty Reappointment, Tenure, Promotion, and Reduced 
Appointment policy (06.004.), every unit must conduct reappointment reviews for 4th/5th year 
tenure-track faculty during their probationary period. Therefore, annually in the spring 
semester, the RPTC will conduct the 4th or 5th year unit review for Division tenure-track faculty 
when applicable. 
 

https://vpaa.unt.edu/node/221/tp1920


   
 

 

The RPTC review recommendations must be completed and uploaded into Workflow by the 
committee chair during the dates indicated at: 
https://vpaa.unt.edu/sites/default/files/documents/page/2018/2018-
19_annual_reappointment_reviews_4_5_schedule.pdf and contain the: (1) unit review 
recommendation, (2) faculty member’s response to a negative recommendation (if applicable), 
and (3) any additional supporting documentation. The RPTC chair also annotates the 
committee vote. 
 
PROMOTION 
Annually in the fall semester, the RPTC will conduct the 6th Year Unit Review for tenure 
and/or promotion for Division tenure-track faculty when applicable. The RPTC review 
recommendations must be completed and uploaded into Workflow by the committee chair 
during the dates indicated on p. 2 at: https://vpaa.unt.edu/node/221/tp1920,  and contain the: 
(1) unit review recommendation, (2) faculty member’s response to a negative 
recommendation (if applicable), and (3) any additional supporting documentation. The RPTC 
chair also annotates the committee vote. 
 
NON-TENURED 
Annually, in the fall semester, the RPTC will conduct the review for Division non-tenured 
faculty when applicable. The RPTC review recommendations must be completed and 
uploaded into Workflow by the committee chair during the dates indicated on p. 2 at: 
https://vpaa.unt.edu/node/221/tp1920, containing the RPTC review recommendation and any 
additional supporting documentation. The RPTC chair also annotates the committee vote. 
 
B – MERIT EVALUATION 
Annually in the spring semester, in accordance with dates specified at: 
https://vpaa.unt.edu/node/221/review-1819, the PAC will review documents of all Division 
faculty  and provide merit ranking recommendations based on the faculty member’s prior 
three years’ performance, to the PAC chair. The PAC chair uploads the faculty annual 
review recommendations to Workflow. 
 
SECTION I of this document outlines standards for evaluating teaching, scholarship/ creative 
activity, and service. These standards are applicable both to reappointment, tenure, and 
promotion recommendations and to merit rankings/evaluations. 
 
SECTION II specifically addresses reappointment, tenure, and promotion. 
 
SECTION III specifies the PAC’s procedure for evaluating merit. 
 
SECTION IV discusses review of tenured faculty. 
 
SECTION I - Standards for the Evaluation of Teaching, Scholarship/Creative Activity, 
and Service. While faculty responsibility in the Vocal Studies Division is individually 
varied, certain commonalities apply to promotion and tenure regarding the 3 areas for 
evaluation: A) Teaching, B) Scholarly, Professional and Creative Activities, and C) Service. 
 
[I] A. TEACHING 
While each faculty member’s profile and instructional assignments will necessarily vary, all 

https://vpaa.unt.edu/sites/default/files/documents/page/2018/2018-19_annual_reappointment_reviews_4_5_schedule.pdf
https://vpaa.unt.edu/sites/default/files/documents/page/2018/2018-19_annual_reappointment_reviews_4_5_schedule.pdf
https://vpaa.unt.edu/node/221/tp1920
https://vpaa.unt.edu/node/221/tp1920
https://vpaa.unt.edu/node/221/review-1819


   
 

 

faculty members in the Division of Vocal Studies are expected to be enthusiastic and 
inspirational instructors who contribute to the overall enhancement of the Division and the 
 

 
College of Music through a variety of means, including continuing effectiveness as teachers in 
studio and classroom instruction; recruitment and retention of high-achieving students; 
remaining current in their areas of expertise as a means of building on traditions and advancing 
the art form; the creation of new, interdisciplinary, online and/or blended course initiatives; the 
creation of performance opportunities for College of Music singers; and the promotion of a 
culture that supports the achievement, well-being and future of our students, individually and 
corporately, as well as our College of Music community. 
 
Instructional Activities 
Criteria for evaluation 

Effectiveness of instruction will be assessed through peer evaluation of the following 
criteria, as applicable for each instructor: 
(1) Technical and artistic development of each faculty member’s students in individual 

instruction as observed in: juries - students in private instruction will maintain or 
improve jury scores over their course of study, matching the averages for the 
division as a whole; recitals/hearings - a majority of hearings and/or recitals graded 
by multiple faculty must be evaluated as satisfactory; auditions, concerts, students 
cast in roles in Opera Theatre productions, as soloists with College of Music choral 
organizations, or placing in “in house” competitions such as the College of Music 
concerto competition will be noted. 

(2) Documented student achievement in external activities, such as: successful 
placement in academic positions with the type of position and level of the students 
being taught taken into consideration; successful placement in external performing 
activities, such as professional chorus or solo engagements, young artist 
apprenticeships, training programs, with scope noted; noteworthy achievement at 
external competitions, with scope noted; performances by special invitation or for 
special achievement. 

(3) Evaluation of course syllabi and related documentation. 
(4) Assessment of student opinion regarding teaching effectiveness, e.g., SPOT 

evaluations. 
(5) Ability to attract, recruit, and retain high-level students in their studio and 

performance area. 
(6) Advising 

• Major professor for MM and DMA students 
• supervision of teaching fellows and academic assistants 
• supervision of multi-section courses 

(7) Faculty honors and awards for teaching 
(8) Instructional grants received  
(9) Evidence of ongoing faculty growth related to teaching, such as: substantive 

curricular revision beyond that regularly undertaken by the College Curriculum 
Committee and/or course development approved for the UNT catalogue 
interdisciplinary teaching activities attendance at workshops and professional 
conferences 



   
 

 

The Faculty Update documentation should include: 
(1) A list of courses taught and other instructional assignments during evaluation period. 
(2) Syllabi for courses taught. 
(3) A statement of teaching philosophy and goals. 
(4) Student evaluations of courses taught, submitted as prescribed by College of Music 

policy. 
(5) Additional documentation, where applicable, of: 

(a) New preparations and/or revisions. 
(b) Student advising. 
(c) Direction of dissertations and/or theses. 
(d) Honors, awards, and grants for teaching. 
(e) Evidence of continuing education. 
(f) Other activities related to teaching. 

 
[I] B. SCHOLARLY, PROFESSIONAL AND CREATIVE ACTIVITIES 
Faculty members should show evidence of ongoing creative and professional activities at the 
local, regional, national, and international level. In consultation with the Dean and the 
Provost’s office at the time of appointment to a tenure-track position, consideration may be 
given to a faculty member who brings an established national and international career prior to 
employment at UNT, and where that body of work will be applied in the promotion and tenure 
process. 
 
Determining specific criteria, both quantitatively and qualitatively as well as devising a 
system of ‘weighting’ activities for members whose teaching responsibilities are 
predominantly performance-based should remain flexible and take into consideration the 
evolving nature of the individual’s career path. The evaluation process will be an objective 
examination of one’s accumulated dossier of professional activities. 
 
Scholarly, Creative, and Professional Activities 

a) Criteria: 
(1) The record of musical performances through any media (live performance, 

recording, broadcast, live stream, etc.) 
(2) Scholarly publications - Evaluation of scholarly work will use the same criteria 

whether works are published in digital or print formats and whether they are made 
accessible online to the public at no cost or are accessible only through individual 
or institutional purchase. 

(3) Faculty positions at training programs and festivals, master classes taught, guest 
lectures, papers read or presented, panel memberships, and/or contest 
adjudications 

(4) Professional activity related to the vocal discipline, including committee positions 
and/or offices in professional organizations, chairing sessions at professional 
conferences and meetings, editorial responsibilities, reviews and/or publications on 
professional organizational activity 

(5) Scholarly and creative activity not resulting in publication or performance 
(6) Honors, awards, and grants (or contracts, etc.) for scholarly, creative, or 

professional activity 



   
 

 

(7) Other evidence of continuing scholarly, creative, and professional growth 
 
b) The Faculty Update documentation should include, where applicable 

(1) A list of musical performances during the evaluation period giving dates, type of 
performance or work presented, and location. Include printed programs, reviews, 
and/or documentation of performance. [NOTE: Faculty members should perform a 
recital or other major performance on campus within the first year of appointment] 

(2) A list of scholarly publications during the evaluation period, including full 
bibliographic citations and a copy of items reported. 

(3) Citation of master classes taught, guest lectures, papers read or presented, panel 
memberships, and/or contest adjudications. Give details concerning topics, 
sponsorship, location, whether the event was by invitation, etc., as appropriate. 

(4) The record of participation in professional organizations, listing memberships, 
commit- tee positions and/or offices held, sessions chaired, editorial responsibilities, 
reviews, and/or publications on professional organizational activity. 

(5) List honors, awards, and grants (or contracts, etc.) for scholarly, creative, or 
professional activity. 

(6) Indicate other evidence of continuing scholarly, creative, and professional growth, 
including continuing education, and scholarly or creative activity not resulting in 
publication or performance. 

 
[I] C. SERVICE 
Faculty members are expected to engage in service activities to the Division, College of 
Music, the University, and to the greater community. Participation on Division, COM and/or 
University committees as well as the fostering of strong ties to the community is important to 
a successful tenure and promotion decision. Correspondingly, individual initiatives are an 
essential component for this category as well as all three categories (Teaching, 
Creative/Professional Activities and Service). 
 
Administration and Service 
a) Criteria: 

(1) University-wide committees, faculty senate, special assignments, student advising 
not related to teaching, and/or other ad hoc service activities. 

(2) College-wide committees, special assignments, student recruitment, student 
advising not related to teaching, and/or other ad hoc service activities. 

(3) Division committees, special assignments, student recruitment, student advising 
not related to teaching, and/or other ad hoc service activities. 

(4) Professionally related public service activities: volunteer participation as a 
consultant, board member, non-university committees, etc. 

(5) Honors and awards for service. 
(6) Effective contributions to recruiting, fund-raising, or public relations efforts on behalf 

of the Division, College or University. 
(7) Initiatives to enhance the quality and effectiveness of the Division, College or 

University. 
 



   
 

 

b) The Faculty Update documentation should include documentation of the activities outlined 
in the above criteria, where applicable. 
 
SECTION II - Reappointment, Tenure, and Promotion 
Granting tenure and promotion requires not only the potential for future achievement but also a 
clear record of recent and past achievements. For promotion to the upper ranks of associate and 
professor, the standards for faculty performance in the areas of 1) teaching, 2) research, creative 
activity and/or professional activity and 3) service are progressively rigorous and may include 
consideration of the entire dossier. 
 
The Vocal Studies Division further emphasizes the importance of a spirit of academic 
community. There must be a collaborative recognition of mutually agreed upon goals, 
policies, and procedures. 
 
The following criteria and procedures are supplemental to all policies and procedures as 
described in the University Policy Manual, section 06.004 et seq., and all other University and 
College policies relating to faculty promotion and tenure. College and University policies are 
a priori and take precedence over divisional guidelines. (See the University Policy for Faculty 
Reappointment, Tenure, Promotion, and Reduced Appointment 06.004, 
https://policy.unt.edu/policy/06-004  
 
[II] A. Procedures 

1. In September of each year, the RPTC and/or Division chair will meet with 
probationary faculty to ensure that all probationary faculty are in possession of and 
familiar with: 
1) this document and any applicable COM guidelines; 
2) the University’s “Faculty Reappointment, Tenure, Promotion, and Reduced 

Appointment” policy (06.004);  
3) all pertinent deadlines. 

 
2. In keeping with university policy, all probationary faculty will be reviewed annually 

(see 06.004.II.B). At the third year and each year thereafter the RPTC will vote on 
reappointment. Per University tenure policy (06.004.II.C), “the third-year 
reappointment review is a more extensive and intensive review that includes the unit, 
the College, and the provost, but without external letters.” 

 
3. Candidates for midterm/reappointment review or tenure and/or promotion are 

responsible for submitting necessary materials to the Division RPTC in accordance with                      
the deadlines it sets. After completing its review, the Division RPTC must notify the 
candidate if it is considering a negative recommendation. The candidate then has the 
right to meet with the Division RPTC to discuss the case but must do so within five 
business days of the notification. A faculty mentor or advocate, chosen by the candidate, 
may attend this meeting. Afterwards, the Division RPTC makes a written 
recommendation to the Division chair in accordance with the schedule established in the 
COM calendar. Those voting in the minority may submit a separate minority 
recommendation at their discretion. 

 

https://policy.unt.edu/policy/06-004


   
 

 

4. After reviewing the candidate’s dossier and the Division RPTC recommendation(s), the 
Division chair makes an independent recommendation to the College Dean. If the 
Division chair is considering a negative recommendation, he or she must first notify the 
candidate, who has the right to meet with the chair to discuss the case within five 
business days of this notification. Both the Division RPTC and the Division chair’s 
written recommendations must be forwarded to the College dean in accordance with the 
COM calendar. 

 
5. In the case of a negative recommendation by the Division RPTC and/or the Division 

chair, a written explanation will be provided to the candidate. In such cases, the 
candidate has the right to add to the tenure dossier, prior to its transmittal to the College 
dean, a letter disputing the negative recommendation. This right must be exercised 
within three business days of being notified of the negative recommendation. 

 
6. As per university tenure policy (06.004.I.B), “The sixth year will normally be the 

mandatory tenure-review year. In extraordinary circumstances, as reflected in 
disciplinary metrics and national comparisons and as deemed appropriate by the 
Division chair and the College dean, a candidate for tenure and promotion may be 
reviewed early in the probationary period, except in the third-year review. If the early 
review process is unsuccessful, the candidate may be reviewed again during the sixth 
year.” 

 
7. In accordance with university policy 06.004. III.A., the review committee must consist 

of no fewer than five (5) and no more than all eligible faculty members within the 
unit. Only tenured faculty members may serve on the committee when evaluating 
probationary faculty. Only professors may serve on the committee when considering 
candidates for promotion to professor. 

 
If there are fewer than five faculty members at the needed rank, then faculty members from 
other divisions and/or departments will serve to reach the total of five. 
 
[II] B. Reappointment Review 
University policy states that that all probationary faculty shall be reviewed for reappointment 
annually (see 06.004.II.B). Although the self-evaluation narrative is only required for third- and 
six-year reviews, candidates for tenure are encouraged to submit these statements as part of their 
first-, second-, fourth-, and fifth-year review documents (see 06.004.V.A). 
 
In the Vocal Studies Division, at the time of the third-year review, expectations include: 
 

• Evidence of consistent Local and Regional productivity and of an emerging national 
presence in the area of Scholarly, Creative, and Professional Activities. 

 
• A developing record of high-quality teaching responsive both to the educational needs of 

students and to the curricular and scheduling needs of the division. If concerns with any 
aspect of the faculty member’s teaching are documented during the first two years, 
resolution of same must be under way if the Division RPTC is to recommend 



   
 

 

reappointment. 
 

• A developing record of high-quality service consistent in quantity with the faculty 
member’s workload assignment. 

 
[II] C. Tenure/Promotion to the Rank of Associate Professor 
Consideration for promotion to the rank of associate professor and a decision regarding tenure 
will normally be made concurrently. Therefore, the criteria for promotion to associate professor 
are the same as those for tenure. 
 
In the Vocal Studies Division, to achieve tenure and promotion, expectations include: 
 

• Evidence of increased productivity and recognition in Scholarly, Creative, and 
Professional Activities since the Reappointment Review. 

 
• An established and consistent record of high-quality teaching responsive both to the 

educational needs of students and to the curricular and scheduling needs of the 
department. The candidate must excel in both graduate and undergraduate applied 
teaching. Any documented deficiencies in the area of teaching noted at any point in the 
probationary period must be entirely and unambiguously resolved by the time of the 
tenure decision. 

 
• An established and consistent record of high-quality service consistent in quantity with 

the candidate’s workload assignments and attentive to departmental needs as determined 
by the chair. The candidate is expected to take on increased service responsibilities after 
promotion to associate professor. 

 
[II] D. Promotion to the Rank of Professor 
In keeping with university policy, “an associate professor may undergo the promotion process 
when, in consultation of the Division Chair and/or RPTC chair, the faculty member believes 
their record warrants consideration for promotion” (06.004, IV.B.3). 
 
To achieve promotion to the rank of professor, the following will apply: 
 
In the areas of Scholarly, Creative, and Professional Activities, the candidate’s post-tenure 
record of accomplishment will demonstrate continued productivity and increased 
recognition in the faculty member’s area(s) of endeavor. 
 
An established and consistent record of high-quality teaching responsive both to the educational 
needs of students and to the curricular and scheduling needs of the Division. The candidate must 
excel in both graduate and undergraduate applied teaching. Any documented deficiencies in the 
area of teaching must be entirely and unambiguously resolved by the time of the decision. 
 
In the area of service, candidates must demonstrate a record of service and leadership at the 
Division and either the College or the University levels, as well as to the profession. They must 



   
 

 

demonstrate that they have, when asked by the department chair, nominated by the faculty, 
served on major committees and/or take on major service assignments. 
 
[II] E. External Reviewers 
In accordance with university policy (06.004.V.B.) the Division RPTC assigns considerable 
weight to the letters provided by external reviewers. The reviewers chosen are to be experts 
in the candidate’s field and are as such qualified to make sophisticated qualitative judgments 
about the applicant’s scholarly or creative record. The external review letters must address 
the candidate’s record as a scholar, the extent to which his/her scholarly/creative record 
constitutes a significant contribution to the discipline, and his or her potential for continued 
productivity. The reviewers will also address the question of whether the reviewer thinks the 
candidate should be promoted based on the Division’s criteria for promotion and/or tenure.” 
The RPTC expects claims about “continued productivity” to rest on clear evidentiary bases. 
 
SECTION III - PAC’s Procedure for Evaluating Merit 
The PAC evaluates all tenure-system faculty annually in the three areas of teaching, 
scholarship/creative activity, and service. The PAC makes recommendations to the chair 
regarding merit rankings/evaluations. (See University Policy for Full-time Faculty and 
Academic Administrator Annual Review, and Academic Administrator Reappointment 06.007 
- https://policy.unt.edu/policy/06-007.)  
 
When formulating merit rankings each spring, the PAC examines tenure-system faculty 
members’ records of achievement for the three-year period that ended on the final day of the 
previous calendar year. Using data and formulae provided by the Division Chair and based on 
Division and University policies, the PAC factors in the percentages allotted to each of the 
three areas by the workload assignments given to the faculty member during the evaluation 
period (in accordance with Division and University workload policy). The PAC assigns a 
number to each member of the faculty in the areas of scholarship/creative activity and service 
on a scale of 1 to 4, with 4 being the highest score. (A faculty member will not serve in the 
evaluative process for him or herself, or for a family member/domestic partner.) 
 
At the end of the process, each faculty member receives a written copy of the PAC, Division 
Chair, and College of Music PAC reports, including a summary of the faculty member’s 
performance in each of the three areas, and detailing the faculty member’s numbers in each of 
the three areas. 
 
SECTION IV - Review of Tenured Faculty. 
Applying the standards specified in this document, the PAC rates every faculty member on a 
four-point scale. 
 

1  “Performance is below the College’s expectations.” 
2   “Performance is deemed generally satisfactory, but appears in one or more respects 

to be marginally below the College’s expectation.” 
3   “Performance reflects the high quality of achievement expected by the College.” 
4  “Performance exceeds the high quality of achievement typical of the College of 

Music to the extent that special merit should be awarded. 
 

https://policy.unt.edu/policy/06-007


   
 

 

The Division Chair will apply any appropriate section(s) of UNT policy 06.052, “Review of 
Tenured Faculty”: https://policy.unt.edu/policy/06-052-0, in the event that any faculty 
member receives a score of 2 or below in two or more areas. 
 
A faculty member who receives an unsatisfactory annual review by the Division PAC shall be 
placed on a professional development plan (PDP) per university policy 06.052.I.C. At that 
time, a Faculty Professional Development Committee (FPDC) will be assembled along the 
lines specified in 06.052 and establish a plan of action, also as stipulated in the policy, with the 
faculty member involved. According to the policy, “A faculty member may be on a PDP for up 
to two (2) calendar years” (06.052.IV). By, or before that time, the FPDC may determine that 
the faculty member has addressed all issues and submit a report to the Division Chair, College 
Dean, and University Provost recommending removal from the PDP. If after two years, 
outcomes have not been achieved, the FPDC will again report to the Division Chair. The Chair 
then makes a recommendation to the College Dean and the Dean to the University Provost, 
who will ultimately determine “whether to recommend revocation of tenure and termination of 
employment, taking into account the faculty member’s record and all annual reviews” 
(06.052.IV.B). 
 
Approved: Division of Vocal Studies, 24. October 2018

https://policy.unt.edu/policy/06-052-0


   
 

 

(4.5) Faculty Merit Evaluations and Merit Standards by Division 
 
NOTE: Division chairs will evaluate faculty using the four-point scale listed below which 
includes a rating for special merit and shall make a recommendation as to each faculty 
member’s eligibility for a merit increase. 
 

1 -Performance is below the College’s expectations. 
 

2 -Performance is deemed generally satisfactory, but appears in one or more respects 
to be marginally below the College’s expectations. 

 
3 -Performance reflects the high quality of achievement expected by this College. 

 
4 -Performance exceeds the high quality of achievement typical of the College of 

Music to the extent that special merit should be awarded.



   
 

 

(4.5.1) Division of Composition Studies Guidelines for Merit Evaluation 
 
Section 1.1  
Preamble 
 

The Division of Composition Studies recognizes the need for diversity, both in its faculty’s 
professional activities and its modes of instruction. Individuals will be encouraged to contribute 
to the program in unique ways and will be assured of a variety of routes to advancement. The 
promotion and tenure evaluation will focus on teaching, research/creative activity, and service. 
 
The Division Promotion and Tenure Policies and Procedures shall be consistent with university 
policies as described in the University Policy Manual and all other University and College 
policies relating to faculty promotion and tenure. 
 
Section 1.2 
Teaching 
 
Evidence of teaching effectiveness must include student evaluations. Other indicators of 
teaching effectiveness include, but are not limited to: 
 

a. Advising and mentoring students. 
b. Examples of current course materials and new course preparations. 
c. Keeping abreast of current creative and scholarly work in the subjects taught. 
d. Teaching innovations and awards received. 
e. Directing theses and dissertations as major or minor/related field professor. 
f. Contributions to curriculum development. 
g. Participation in juries, hearings, recital committees, and other evaluative activities in 

the Division. 
h. Regular teaching assessments, including both student course evaluations and men- tor 

faculty evaluations. 
i. Off-campus teaching: residencies, lectures, master classes, etc. 
j. A record of student accomplishments, including graduate school placement and 

employment in the field. 
k. Assisting students with career development and professional placement. 

 
The faculty member may request observation of his/her teaching and/or the interview of 
his/her students by the chair or other faculty members to provide further evidence of 
teaching effectiveness. 
 
Section 1.3 
Research and Creative Activities 
 
The professional activities appropriate to this Division include, but are not limited to: 
 

a. New works composed. 
b. Compositions performed. 
c. Compositions, books, articles, and recordings distributed through publication or other means. 



   
 

 

These may include both web-based and other electronic means as well as traditional recorded 
media and print publication. 

d. Reviews of compositions, books, articles, and recordings. 
e. Conducting and/or performing activities. 
f. Receipt of commissions, residencies, fellowships, grants, prizes, and awards. 

 
Section 1.4  
Service 
 
The service activities appropriate to this Division include, but are not limited to: 
 

a. New student recruitment, through such activities as guest artist residencies, conference/festival 
attendance, and other outreach opportunities. 

b. Membership on Division, College, and University Committees. 
c. Chairing/directing of academic units and/or committees. 
d. Coordinating/directing curricular and extracurricular activities of the Division, College, or 

University. 
e. Service to professional organizations. 

 
Section 1.5  
Promotion to the Rank of Associate Professor 
 

The faculty member shall consult with the Division chair and faculty mentor prior to each year of 
probationary appointment to ensure that s/he is in compliance with the expectations for tenure and 
promotion to Associate Professor. The faculty member shall be informed in writing of any concerns on 
the part of the chair, faculty men- tor, and/or Division RPTC that may jeopardize consideration for 
promotion and tenure. 
 

a. Teaching: 
i. The faculty member is expected to demonstrate excellence in teaching, as reflected 

in student and mentor faculty teaching evaluations, as well as review of syllabi and 
other course materials during the annual merit evaluations. 

ii. The faculty member is expected to be an active contributor to the teaching 
mission of the Division, including such activities as directing theses and 
dissertations, student advising and mentoring, contribution to curriculum 
development, and participation in juries, reviews, hearings, and recital 
committees. 

iii. It is expected that the faculty member will seek out regular external teaching 
opportunities such as residencies, lectures, and master classes. Such factors as the 
significance of the host institution, the scope of teaching activities, and potential 
recruitment impact will be considered. 
 

b. Research and Creative Activities: 
i. The faculty member is expected to achieve an emerging professional reputation at 

the national level. This may be reflected in the number and profile of 
commissions, performances, and guest artist residencies. 

ii. The faculty member shall demonstrate consistent productivity through the 
creation of substantial original compositions. What constitutes “substantial” in 



   
 

 

this context shall be determined in the annual consultation and will take into 
consideration both qualitative and quantitative measures for each work (e.g., 
duration, performance forces, commissioning entity, performer/ensemble, and/or 
scope of technological requirements). 

iii. The faculty member shall obtain regular performances of original compositions in 
regional and national venues (including festivals, conferences, and other 
professional opportunities); the number of performances may range from year to 
year, but should average 6-8 annually. The significance of these performances 
shall be determined in the annual consultation, and will take into consideration 
such fac- tors as the venue, performers/ensemble, hosting organization, 
professional visibility, whether the performance was juried or by invitation, etc. 

iv. Reviews of creative and scholarly works will be considered in the faculty 
member’s evaluation and may include both printed and web-based formats.  Such 
fac- tors as the significance of the journal/website and professional impact—e.g., 
based on numbers of citations, distribution, etc.—will be evaluated during the 
annual consultation. 

v. The faculty member is expected to show evidence of applying for major grants, 
fellowships, prizes, and other professional activities each year during the 
probationary period. 

c. Service: 
i. The faculty member is expected to demonstrate consistent service activity during 

the probationary period, though success in the other two areas takes priority over 
service contributions when being considered for promotion to Associate 
Professor with tenure. 

ii. The faculty member will determine the appropriate level of service activity 
during the annual consultation with the Division chair and faculty mentor. 

 
 
Section 1.6 
Promotion to the rank of Professor 

 
The faculty member shall consult with the Division chair and faculty mentor in order to develop an 
action plan and timeline for promotion to Professor. It is highly recommended that the faculty member 
arrange annual consultations with the chair and faculty mentor during at least three years prior to 
applying for promotion. 
 

a. Teaching: 
i. The faculty member is expected to take a leadership role in teaching, including 

mentorship of junior faculty, regular advising of theses and dissertations, 
curriculum development, etc., in addition to continued excellence in teaching as 
reflected in student and peer faculty teaching evaluations, as well as review of 
syllabi and other course materials during annual merit evaluations. 

ii. The faculty member will determine the expected teaching contributions in 
consultation with the Division chair and faculty mentor. 
 

b. Research and Creative Activities: 
i. The faculty member is expected to achieve professional distinction at the national 

level. This may be reflected in the number and profile of commissions, 



   
 

 

performances, and guest artist residencies, as well as demand as an evaluator (for 
external tenure/promotion cases) or adjudicator (for competitions or grant-giving 
organizations). While professional recognition at the international level may also 
be considered in this regard, it may not be a substitute for a national profile in the 
profession. 

ii. The faculty member shall demonstrate consistent productivity through the 
creation of substantial original compositions. What constitutes “substantial” in 
this context shall be determined in the annual consultation and will take into 
consideration both qualitative and quantitative measures for each work (e.g., 
duration, performance forces, commissioning entity, performer/ensemble, and/or 
scope of technological requirements). 

iii. The faculty member shall obtain regular performances of original compositions in 
regional and national venues (including festivals, conferences, and other 
professional opportunities); the number of performances may range from year to 
year, but should average 6-8 annually. The significance of these performances 
shall be determined in the annual consultation, and will take into consideration 
such factors as the venue, performers/ensemble, hosting organization, 
professional visibility, whether the performance was juried or by invitation, etc. 

iv. Reviews of creative and scholarly works will be considered in the faculty 
member’s evaluation and may include both printed and web-based formats.  Such 
fac- tors as the significance of the journal/website and professional impact—e.g., 
based on numbers of citations, distribution, etc.—will be evaluated during the 
annual consultation. 

v. The faculty member is expected to show evidence of applying for major grants, 
fellowships, prizes, and other professional activities each year during the 
probationary period. 
 

c. Service: 
i. The faculty member is expected to demonstrate substantive contributions in the 

area of service, which may include committee chairmanships, administrative 
assignments, and faculty mentorship, among other activities. 

ii. The faculty member will determine the appropriate level of service activity in 
consultation with the Division chair and faculty mentor. 

 
 
Approved by the Division of Composition Studies (15 May 2018)



   
 

 

DIVISION OF COMPOSITION STUDIES CRITERIA FOR SATISFACTORY RATINGS 
MERIT REVIEW 
 
The Division of Composition Studies recognizes the need for diversity, both in its faculty’s 
professional activities and its modes of instruction. Individuals will be encouraged to contribute 
to the program in a unique way and will be assured of a variety of routes to advancement. The 
merit evaluation will focus on teaching, professional activity, and service/administrative work. 
Precise load distributions will be negotiated between the faculty member and the division chair 
at the beginning of each calendar year, when the faculty workload report is initially filed. This 
report may be revisited at the beginning of the fall semester, at which time the faculty member 
and chair will determine if any adjustments to the load percentages need to be made. 
 
Teaching 
 
The following criteria must be met by all faculty during each annual evaluation period for a 
minimum of 30% declared on the teaching component of the faculty workload report: 
 

1. Maintaining a full-time course load, consisting of 3 courses per semester or the 
equivalent in private lessons (at the rate of 6 students per course), or combination 
thereof. Course load reductions as a result of excessive professional or 
administrative/service obligations will be reflected by an increase in percentages in the 
relevant area(s) below and a corresponding reduction in teaching percentage. 

2. Directing theses and dissertations as major professor (typically included in the 
regular course load). 

3. Punctual meeting of classes and lessons as outlined in the course schedule and 
syllabi. 

a. Comprehensive coverage of material according to the course description 
and students’ needs. 

4. Production of appropriate syllabi and other course materials, which must be filed with the 
administrative assistant at the beginning of each semester. 

5. Shepherding students through the respective degree programs in a timely manner: this 
is typically 4-5 years for undergraduates, 2-3 years for master’s students, and 4-6 years 
for doctoral students. 

6. Keeping abreast of current creative and scholarly work in the subjects taught. 
7. Accessibility to students, including regular weekly office hours. 

 
Additionally, faculty must document one or more of the following criteria in order to 
increase the declared amount of teaching activity beyond 30%: 
 

8. Awards recognizing excellence in teaching 
9. New course preparations 
10. Teaching innovations 
11. Assisting students with career development and professional placement. 
12. Record of outstanding student accomplishments. 
13. Advising beyond what is required for regularly assigned courses 
14. Directing theses and dissertations as major or minor professor. 

 



   
 

 

In addition to evidence reflected in course teaching evaluations, it is the prerogative of the 
division chair to observe faculty teaching and/or interview students to determine that the 
faculty member has met expectations for satisfactory teaching. Such observations/ interviews 
are considered to be a regular part of probationary faculty members’ annual evaluations. 
 
Professional Activity 
 
The following criteria must be met by all faculty during each annual evaluation period for a 
minimum of 30% declared on the professional component of the faculty workload report: 
 

1. New works composed: Depending on the scope of the composition(s), this may range 
from one to three works per year; additional works or significant com- missions may 
qualify for additional credit beyond the 30% base. 

2. Performances of original compositions: two performances for each 10% declared 
3. Compositions, recordings, books, and articles distributed through publication or other 

means (e.g., web-based resources): this should be ongoing, with evidence of such 
activity demonstrated each year. 

4. Evidence of seeking commissions, residencies, fellowships, grants, prizes, and awards: 
while a satisfactory evaluation is not dependent upon receipt of such honors, it is 
expected that all tenured and tenure-track faculty regularly apply for such opportunities 
during each evaluation period. 

 
Additionally, faculty must document one or more of the following activities in order to 
increase the declared amount of professional activity beyond 30%: 
 

5. Reviews of compositions, books, and articles. 
6. Conducting and/or performing activities. 
7. Lectures and presentations, including on-campus venues not directly associated with 

teaching responsibilities, conferences, and invitations to other institutions. 
8. Service as an officer in a professional organization. 
9. Receipt of commissions, residencies, fellowships, grants, prizes, and awards. 

 
Service/Administrative Activity 
 
The following criteria must be met by all faculty during each annual evaluation period for 
declaring up to 10% service component on the faculty workload report: 
 

1. Consistent participation in and substantive contributions to activities of the division, 
including regularly attending meetings, composition juries, graduate reviews, senior 
recital hearings, and recital committees. 

 
2. Contribution to Music Now, either by participating in a panel, presenting a lecture, or 

coordinating a guest event: minimum of once per year 
 

3. Membership on at least one College or University Committee. 
 

4. Membership on thesis and dissertation committees (other than as major or minor 



   
 

 

professor). 
 
Additionally, faculty must document one or more of the following activities in order to 
increase the declared amount of professional activity beyond 10%: 
 

5. Committee chairmanships. 
6. Activities coordinated and directed. 
7. Administrative appointments (e.g., division chair, area coordinator, center director): 

depending on the scope of the position, such assignments may increase the total service 
component to as much as 60%— in which case a corresponding percentage reduction 
in the teaching and/or professional component(s) may be necessary. Specific weighting 
is to be determined in advance (in consultation with the division chair and/or dean) and 
indicated on the faculty workload report. 



   
 

 

(4.5.2) Division of Conducting and Ensembles Guidelines for Merit Evaluation 
 

1. General Criteria 
The policies and procedures for promotion and tenure and merit evaluation in the 
Division of Conducting and Ensembles are supplemental   to the University policies as 
described in the University Policy Manual, sections 06.027 (Academic Workload and 
Merit Evaluation of Faculty), 06.014 (Supple- mental Policy on Evaluating Tenured 
Faculty at UNT) and 06.025 (Faculty Mis- conduct and Discipline) and all other 
University and College policies relating to faculty merit evaluation. 

 
2. Criteria for Evaluation 

a. Teaching 
Demonstration of competence and effectiveness in teaching is central to the 
mission of the university and is an absolute requirement under these guidelines. 
Efforts at curriculum development, teaching innovation, creative programming, 
and continuing self-education shall also be considered in the evaluation of faculty 
insofar as these activities pertain to teaching competence. 

 
Evaluation of the faculty member’s teaching performance will be approximately 
proportionate to the amount of load time assigned to each activity (teaching, 
conducting, administration, advising, research, etc.). However, consideration 
must be given to the fact that for certain directors the assigned administrative load 
figure may not represent fairly the full amount of administrative work necessary 
to maintain the ensemble program. 

 
The success of the various ensembles in the College of Music is dependent 
upon the enrollment of adequate numbers of qualified students. Therefore, in 
recommending a faculty member for merit evaluation, consideration will be 
given to the appropriateness of recruitment activity relative to his/ 
her assignment and the effectiveness of qualified students in the classroom, 
ensemble, or program. 

 
b. Scholarly, Creative and Professional Activities 

Opportunities for professional recognition outside the University vary greatly in 
nature and extent among the various conducting disciplines represented in the 
Division of Conducting and Ensembles. Consequently, a faculty member in this 
division shall be evaluated according to standards which are appropriate for the 
faculty member’s ensemble specialization. 

 
Creative and professional activity for members of this division is normally 
centered on ensemble performance (either as conductor, or as a director preparing 
an ensemble for collaborative performance); related activities, such as preparing 
compositions or arrangements, adjudication and clinics, seminars, workshops and 
camps. Though conductors are generally more involved in performance related 
activities, appropriate recognition shall nonetheless be given for publications 
(books, articles, translations, program notes, educational materials, etc.) and 
research (pedagogical and musicological, including public presentation of work in 



   
 

 

progress). Recognition shall also be accorded to awards and honors such as prizes 
and grants; participation in professional organizations (offices held or other 
professional contribution) shall be considered as evidence of a positive 
professional recognition. Other creative and professional activities not herein 
enumerated which serve to enhance the reputation of the faculty member should 
also be given proper recognition. 

 
Significance shall be assigned to those activities, both on and off campus 
and including those involving UNT ensembles, which increase the regional, 
national or international reputation of the faculty member and the College of 
Music. In all of these categories, additional weight and significance shall be 
assigned in proportion to the scope of the activity (local, regional, national and 
international) and the professional stature of the entity with which the activity is 
associated. 

 
c. Service 

Service activities include service to the Division of Conducting and Ensembles, 
the College of Music, the University, and to the community; of particular 
importance are performances for various University and community functions, but 
service activities may also include work on committees, service on the faculty 
senate, special administrative or other assignments, student advising, and holding 
office and/or contribution to community organizations. Additional significance 
shall be accorded positions with additional responsibilities, such as committee 
chairmanships. 

 
Approved Conducting and Ensemble Division (January 29, 2014) 



   
 

 

DIVISION OF CONDUCTING AND ENSEMBLES CRITERIA FOR MERIT REVIEW 
 
The following defines standards of satisfactory performance in professional development, 
teaching and service for tenured and tenure/track faculty. Performance standards for lecturers 
are defined for the college as a whole in a separate College of Music policy document. In the 
case of faculty on probationary appointments, these standards will be also applied in the 
determination of recommendation for tenure, promotion, or contract renewal. 
 

A. Professional Development 
Faculty members shall maintain an active and productive agenda of creative activity 
and/or research. For purposes of annual review and merit evaluation, a high standard of 
performance excellence is expected of ensembles under faculty direction, and the 
artistic quality of such performance is to be considered a primary component in the 
evaluation of creative activity. Evidence of an active and productive agenda of creative 
activity and/or research may include, but is not limited to, guest conducting/directing of 
professional and academic ensembles; performances, lectures and presentations at 
professional meetings and other venues of regional, national and international stature; 
service as clinician at in- service and workshop environments in support of student 
recruiting and outreach; production and/or publication of articles, compositions, 
arrangements, recordings, editions, pedagogical works, and other materials that 
contribute substantially to the faculty member’s professional area. Also considered will 
be evidence of developing leadership in the field through the impact of creative activity 
and research on the discipline and the pursuit of leadership opportunities such as 
serving as conference chairs and discussants, directors of workshops, etc. For 
probationary faculty, steady progress toward achievement of the division expectations 
for the granting of tenure and promotion will be deemed necessary to constitute 
satisfactory performance. 

 
Criteria for Superior Performance 
 
Faculty members whose professional development performance demonstrates continuous, 
sustained, and significant contribution are deemed superior or excellent. Superior 
performance includes both an increase in the quality and quantity of professional 
activities beyond satisfactory levels, and leadership in the field as described above for 
tenured faculty. 

 
B. Teaching 

 
Faculty members shall demonstrate a commitment to achieving excellence in all 
teaching related activities. Instructional competency and a commitment to excellence 
must be demonstrated with respect to the following activities: 
 
Classroom Performance: Adherence to a regular classroom teaching schedule is 
expected in conformance with University and College of Music policies. Faculty will 
provide current syllabi, which must include grading standards as well as attendance 
policies, for all courses and performance ensembles. Faculty are expected to utilize 
adequate instructional materials and provide quality instruction, which includes 



   
 

 

appropriate classroom preparation, coverage of germane and current material, and the 
utilization of suitable measures of student performance. A determination of satisfactory 
performance in the area of teaching will be based on both student evaluations, which 
each faculty member must administer in accordance with university policy, and peer 
observation and evaluation conducted by the division. 
 
Office Hours: During semesters in which faculty members are teaching, they will 
maintain at least three office hours per week and be reasonably available to students 
during normal working hours. 
 
Teaching Workload: Each faculty member will negotiate an appropriate workload with 
the Division Chair in accordance with guidelines set forth in University and College of 
Music Workload Policy. In addition to the defined workload percentages for formal 
classroom instruction and ensembles, appropriate additional workload credit may be 
allowed for instruction related activities such as independent study and service on 
master’s and doctoral committees. 
 
UNT Policies: Faculty must comply with all UNT Policies related to teaching and 
appropriate classroom behavior. 
 
Criteria for Superior Performance 
 
Faculty members whose teaching performance demonstrates continuous, sustained, 
and significant contribution to the education of students in all forms of pedagogy and 
instruction are deemed superior or excellent. Superior performance includes both an 
increase in the quality and quantity of instructional dedication and effectiveness in the 
division, the college, and the University, as evidenced, inter alia, by the receipt of 
teaching awards, superior mentoring and placement of students, innovative 
programming that enhances the students’ breadth of development, and level of student 
achievement in ensemble performances. 

 
C. Service 

Probationary and tenured faculty shall contribute to the administrative responsibilities 
of their areas of the division, and additionally, as appropriate, at the division, college 
or university level. Each faculty member shall determine in consultation with the 
Division Chair the appropriate level of service that balances their creative and 
teaching workload. 
 
Faculty members fulfill their service responsibilities through regular participation and 
attendance at division meetings, and through such activities as service on assigned or 
elected committees; faculty searches; assisting with college advancement activities; 
and community service opportunities and outreach which have professional 
implications, which would include, but are not limited to, activities such as media 
interviews, participation in university events, cultivation of alumni, and other 
activities which advance the general interests of the college and the university. 
 



   
 

 

Criteria for Superior Performance 
 
Faculty members who take on additional responsibilities are deemed superior or 
excellent if they show a continuous, sustained, and significant contribution to the 
administration of division affairs, university committees and offices, and community 
service opportunities and outreach with significant implications for impact on the 
profession. 

 
Approved Conducting and Ensemble Division (January 29, 2014) 



   
 

 

(4.5.3) Division of Instrumental Studies Guidelines for Merit Evaluation 
 
Section 1.00. Principles and Procedures--The Division of Instrumental Studies Principles and 
Procedures for Merit Evaluation shall be consistent with university policy as described in the 
University Policy Manual, sections 06.027 (Academic Workload and Merit Evaluation of 
Faculty), 06.014 (Supplemental Policy on Evaluating Tenured Faculty at UNT), and 06.025 
(Faculty Misconduct and Discipline) and all other University and College policies relating to 
faculty merit evaluation. 
 
Section 2.00. Criteria Guidelines--For continuing faculty members, merit salary increases shall 
be based on the record of a faculty member’s activity in the current calendar year in which the 
academic year began, plus the preceding two years. Criteria for merit salary increases must 
include teaching effectiveness; scholarly, creative and professional growth; and service activities. 
Faculty must submit an annual update of the three years of activity. 
 

1.10. Teaching activities include private instruction, classroom teaching, direction and 
coordination of ensembles, supervision of special problems classes, special lectures 
and presentations, jury adjudication, curriculum advising, recital advising, recital 
adjudication and auditioning. 

 
1.11. Effectiveness shall be characterized by an ongoing commitment to excellence. 

Faculty members shall be evaluated on the quality and growth/retention of a faculty 
member’s studio; student improvement; student achievement; student evaluations; 
significant student performances; class syllabi, class materials and awards. Teaching 
effectiveness shall also be determined by considering a faculty member’s activity in 
other instructional related activities including advising, auditioning and adjudicating 
juries. 

 
1.12. Faculty who teach in more than one division shall have the option of choosing 

evaluators from both divisions. 
 

1.20. Research, scholarly, creative and professional activities include activities such as 
performances on and off campus; positions in significant performing organizations; 
recordings; publication; research; recruiting; master classes; clinics; adjudicating; 
holding of office and/or contribution to professional organizations; and grants 
received or applied for. Significance shall be given to activities both on and off 
campus that increase the regional, national and international visibility and reputation 
of the faculty member. Significance shall also be given to awards, prizes or grants 
received for performance or research. 

 
1.21. The balance of professional activity is at the discretion of the faculty member 

depending upon his or her strengths and upon the needs of the individual area. 
Faculty members are not necessarily expected to be productive in all of the above-
listed professional activities in order to be ranked in the top category(ies). 
Consideration shall be given to the faculty member’s overall contribution to the 
university based upon his or her strengths. 



   
 

 

 
1.22. Consideration shall be given to senior faculty members with a history of outstanding 

teaching and performance and/or scholarly activity. 
 

1.30. Service activities include service to the area or division, the college and the 
university, as well as professionally related public service activities. Service may 
include activities such as committee work, faculty senate work, special assignments, 
administrative tasks, advising of student organizations, and professionally related 
public service activities such as performance, clinics and workshops. 

 
Approved: Instrumental Faculty



   
 

 

DIVISION OF INSTRUMENTAL STUDIES CRITERIA FOR SATISFACTORY RATINGS 
MERIT REVIEW 
 
Faculty must meet the minimum criteria in each category where assigned workload is greater 
than 0%. 
 

I. Teaching 
 

In order to be considered satisfactory, all of the following should be maintained: 
 

A. A lack of history of sustained complaints registered against a faculty member to 
the Coordinator, Divisional Chair, Associate Dean of Academic Affairs, or 
Dean of the College of Music 

B. Overall SPOT student evaluation averages remain above 3.5 for two 
consecutive semesters. 

C. Evidence of teaching effectiveness in the forms outlined in the full divisional 
merit criteria. 

 
II. Research/Creative Activity 

A. Activities, including but not limited to public performance, publication, scholarly 
or pedagogical activity, that increase the regional, national, and/ or international 
reputation of the faculty member. 

 
III. Service Activities 

A. Service to the division in the form of participation in admission auditions, 
ensemble auditions, juries, and recital/orals committees as appropriate to teaching 
duties. 

B. Service to one or more of the following: the College of Music, the University, the 
community. 



   
 

 

(4.5.4) Division of Jazz Studies Guidelines for Merit Evaluation 
 

1. Policy and Procedure 
The policies and procedures for merit evaluation in the Jazz Studies Division shall be 
consistent with the University policies as de- scribed in the University Policy Manual, 
sections 06.027 (Academic Workload and Merit Evaluation of Faculty), 06.014 
(Supplemental Policy on Evaluating Tenured Faculty at UNT) and 6.25 (Faculty 
Misconduct and Discipline) and all other University and College policies relating to 
faculty merit evaluation. 

 
2. General Criteria 

The general criteria for evaluation shall be consistent with the University Policy 
Manual and all other University and College policies relating to faculty merit. 
 

3. Criteria for evaluation of teaching 
Teaching activities include: classroom teaching, private instruction, direction and 
coordination of ensembles, supervision of special problems classes, special lectures 
and presentations, jury adjudication and thesis advisement. 
 
Effective teaching in the jazz area shall be characterized by a commitment to 
excellence. Faculty members may provide evidence of teaching effectiveness in the 
form of class syllabi, student evaluations, documentation of awards and honors, 
documentation of significant student achievement (awards and honors), copies of 
classroom materials, and documentation of significant ensembles performances. 
Teaching effectiveness shall be determined additionally by considering the faculty 
members’ activity in advising students, supervising graduate students, and other 
instructional related activities. 

 
4. Criteria for evaluation of research and scholarly activities 

Research and scholarly activities in Jazz Studies may include activities in the following 
areas: presentation of scholarly papers, recordings (as a performer, producer, or 
composer), publications (articles, books, compositions and arrangements), non- published 
compositions, recordings, performances (concerts, clinic/concerts, and club appearances), 
research (pedagogical and musicological), adjudication, editing (journals, articles and 
books), clinics, seminars, workshops, and camps. Significance will be given to activities, 
both on and off campus, that increase the regional, national, and international reputation 
of the faculty member. Significance will also be given to awards and honors such as 
prizes or grants for composition, performance, or research. Participation in professional 
organizations (offices held or contributions made to) shall be considered as evidence of a 
positive regional, national, or international reputation. 
 
The Jazz Studies Division recognizes that performance, composition, and recording 
activities in commercial music as well as jazz represent valid artistic activities. 

 
5. Criteria for evaluation of service 

Service activities include service to the Jazz Studies Division, service to the College of 



   
 

 

Music, service to the University, and service to the community. 
 
Service may include: recruitment, committees, faculty senate work, special assignments, 
administrative assignments, student advising, curriculum advisement, recital 
adjudication, recital advisement, professional and community organizations, public 
activities such as performances, clinics, consultation and workshops. 

 
Approved: Jazz Studies Division



   
 

 

DIVISION OF JAZZ STUDIES CRITERIA FOR SATISFACTORY RATINGS MERIT 
REVIEW 
 
To be eligible for merit, a faculty member must meet these minimum criteria in each workload 
category for which the percentage is greater than zero. 

I. Teaching 
Evidence of teaching effectiveness in the forms outlined in the full divisional merit 
criteria. 
 
No student evaluations higher than 2.0 (measured by overall mean for one class or 
ensemble) for two consecutive semesters. 

 
II. Research/Creative 

Activities, including public performance, publication, or scholarly or pedagogical 
activity, that increase the regional, national, and/or international reputation of the 
faculty member. 

 
III.  Service 

Service to the division in the form of participation in admission auditions, ensemble 
auditions, juries, and recital committees as appropriate to teaching duties.  
 
Service to one or more of the following: the College of Music, the University, the 
community.
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(4.5.5) Division of Keyboard Studies Guidelines for Merit Evaluation 
 
It is assumed as fact that every member of the Keyboard Division is by evidence of his 
appointment outstanding in his field by virtue of his training, experience and professional 
commitment. We strive for a collegiality that is mutually stimulating rather than competitive. 
While combining a diversity of taste, method and procedures, all faculty members within this 
Division are expected to support the very highest standards in teaching, research and/or 
performance, and to be dedicated to serving the entire academic community in the ways that 
best suit his or her individual resources and inclinations. 
 
In past documents we have stated our aversion to numerical competitive ratings, as it is felt 
that this only promotes poor morale and a disintegration of collegiality. We feel just 
evaluations are best obtained from within our own division, subject to review and further 
evaluation by the Dean. 
 
The following criteria and procedures shall be consistent with the University Policy Manual, 
sections 06.027 (Academic Workload and Merit Evaluation of Faculty), 06.014 (Supplemental 
Policy on Evaluating Tenured Faculty at UNT), and 06.025 (Faculty Misconduct and 
Discipline) and all other University and College policies relating to faculty merit evaluation. 
 
Recommendations for merit are based on a critical peer evaluation of the candidate’s 
performance in these areas: teaching; scholarly, creative and professional activities; and 
service. Merit evaluations are based on an evaluation of these functions over a three-year 
period. 
 

I. Instructional Activities 
A. Assessment of student performances in juries, audition, recitals and 

competitions. 
B. Documentation of student achievement. 
C. Honors and awards for teaching. 
D. Evidence of ongoing growth in teaching. 
E. Evaluation of course syllabi and other teaching materials. 
F. It is strongly felt that the present system of student evaluation is neither 

helpful nor accurate and will not be a part of Divisional criteria. 
G. Direction of theses and dissertations. 
H. Any other activities related to achievement of excellence in teaching. 

 
II. Scholarly, Creative and Professional Activities 

A. Record of musical performances: Documentation should include pro- grams, 
reviews or recordings of performances when available. 

B. Scholarly publications with copies of items reported. 
C. An account of master classes either taught or attended, guest lectures, papers 

presented, panel participation and adjudications. 
D. Membership in professional organizations and all professional activity related 

to the keyboard discipline. 
E. Scholarly and creative activity not resulting in publication or performance. 
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F. Honors, awards, grants or contracts relating to the profession. 
 

III. Service 
Each member of the Keyboard Division has different areas of activity and expertise 
which lend service to the Division, College and University. It should be clear that 
committee work is only one of many activities under the service heading. Keyboard 
Division members are encouraged to be of service within those areas that best suit his 
or her inclinations and talents. This may include committee service to the University, 
College or Division; faculty senate work; special assignments and administrative 
duties; advising of student organizations; unusual visibility at the national or 
international level; fund- raising, recruiting or liaison work with the community. 
Certain kinds of adjudication, recruiting or performances may be construed as service 
instead of professional activities. 

 
Approved: Keyboard Studies Division
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DIVISION OF KEYBOARD STUDIES CRITERIA FOR SATISFACTORY RATINGS 
MERIT REVIEW 
 
Teaching 
In order to be considered satisfactory: 
 

1. No complaints, judged significant, registered against a faculty member to the 
Divisional Chair, Senior Associate Dean of Academic Affairs, or Dean of the College 
of Music. 

2. Few (defined as 3 within a two-year period) requests for change of studio initiated by 
students. 

3. Average jury grades for students remain at B or above for any evaluation period. 
4. Recital Hearings remain at 80% or above pass rate for any evaluation period.  
5. Student evaluation averages remain at 4.0 for any evaluation period.  

 
To be ranked outstanding, worthy of promotion, in addition to the previous 5 items: 

1. Students actively pursuing and gaining off campus performance experience, 
especially recitals. 

2. Student participation and success in regional, national, and international 
competitions or other demonstrable professional or career achievement. 

 
Professional Activities 
For every 10% of load credit claimed: 
 
Any two of the following activities (Two events may fall within the same category.) 

1. Solo Recital (or solo appearances) by invitation 
2. Significant collaborative role (demanding chamber music parts, continuo for important 

baroque or classical work) by invitation 
3. Masterclass instruction by invitation 
4. Commercial recording 
5. Broadcast performance 
6. Research and/or publication leading to articles and books 
7. Preparation of performance editions 

 
To be ranked outstanding, worthy of promotion, a minimum of 2 items for each year evaluated: 

1. Several performances at national, international venues 
2. Favorable Press Reviews 
3. Demonstrable recognition of career accomplishments. 
4. Demonstrative coverage of large body of repertory and avoidance of repeating the same 

major works for more than a two-year period. 
 
Service Activities 

1. For every 10% of load credit claimed: 
a. One committee assignment at the divisional, college, or university level, or a 

significant assignment or office within an important professional organization. 
b. Participation on graduate performance committees (recital evaluation), graduate 
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examination, and DMA document committees within the Keyboard Division. 
c. Participation at area auditions (live) and screening auditions. 

2. Hold a significant office (or duty) in a professional organization Plus 1b and 1c. 
3. Organize and administer a significant academic conference hosted at UNT. Plus 1b and 1c. 
4. Administer several smaller tasks designated to facilitate the smooth, professional operation 

of the area and Division. Such tasks include, but not limited to, organization of 
departmental recital programs, organization and maintenance of departmental attendance, 
instrument supervision, etc. Plus 1b and 1c



   
 

 

(4.5.6) Division of Music Education Guidelines for Merit Evaluation 
 
PREAMBLE--The Division of Music Education recognizes the educational and professional 
integrity of a program which features a diversity of goals and strengths. Such a program 
requires (1) a faculty with varied abilities, interests, and areas of expertise, and (2) a faculty 
evaluation/reward system which recognizes high productivity and individual achievement 
within such diversity. Each faculty member must be allowed the freedom to choose the route to 
advancement which best fits individual abilities and interests and must have the assurance that 
the chosen route will be acknowledged by peers. It is, therefore, the intention of these 
guidelines to encourage each member of the Division of Music Education to develop unique 
contributions to the College of Music and profession and to achieve their maximum potential as 
music educators. 
 
Music Education Division Merit Evaluation Policies and Procedures shall be consistent with the 
University Policy Manual, sections 06.007 (Full-time Faculty and Academic Administrator 
Annual Review, and Academic Administrator Reappointment), 06.027 (Academic Workload 
6.14 (Supplemental Policy on Evaluating Tenured Faculty at UNT)), and 06.025 (Faculty 
Misconduct and Discipline) and all other University and College policies relating to faculty 
merit evaluation. 
 
GOALS--In order to achieve the spirit of diversity as described in the Preamble, each faculty 
member must set goals against which their achievement, in part, will be measured. Each 
faculty member, in consultation with the Chair, shall annually declare specific goals and 
projected amounts of emphasis related to the three general areas: Teaching, Professional 
Activities/ Research, and Service. Within each area, in consultation with the Chair, each 
faculty member will set goals which may be accomplished in a one-to-three-year time period. 
Annual review will allow the faculty member to revise goals as opportunities and other 
conditions change. 
 
MERIT EVALUATION CRITERIA--While the Division acknowledges individual 
differences and the freedom of each faculty member to choose a course of action, the 
Division also recognizes that merit evaluation serves as an important motivational force 
toward professional development, important professional recognition, and the achievement of 
distinction and acclaim for the individual, the Division, the College, and the University. To 
that end, the following merit evaluation criteria shall be applied: 

 
I. TEACHING 

Regardless of other professional activities, high quality teaching is mandatory. 
The Division of Music Education, given its focus on teaching and learning in 
music, must be a model for all other divisions in this important activity. Evidence 
of teaching effectiveness must take into account, but is not limited to (1) thorough 
coverage of concepts and skills as specified by the curriculum, (2) use of effective 
teaching strategies suited to the subject matter, (3) measurable student 
achievement, and (4) positive student/teacher interpersonal relationships. The 
teacher is expected to be fair, impartial, conscientious, consistent, well prepared, 
thoroughly competent in knowledge of subject matter, informed regarding current 
trends in the field, and able to engender the respect of students. The Personnel 



   
 

 

Affairs committees will determine the quality of teaching through student 
appraisals of teaching, teaching awards, and other supporting documentation. 

 
II. SCHOLARLY, CREATIVE, AND PROFESSIONAL ACTIVITIES 

The Division of Music Education must be composed of individuals who 
ceaselessly in- crease professional expertise, continually develop their individual 
scholarship, and perpetually advance their professional visibility and influence. 
Further, it is each faculty member’s responsibility to augment and expand the 
body of knowledge in music education. Evidence of achievement in this area may 
be demonstrated through a large variety of means. Though means may vary, a 
degree of achievement in this area is expected of all tenured/tenure-track Division 
faculty. 
 
The professional activities of each faculty member will be evaluated in terms of 
both quality and quantity, importance, scholarly significance, and breadth of 
influence. It is incumbent upon the individual to provide evidence that will enable 
the Personnel Affairs committees to properly evaluate these activities. 
 
Efforts leading to publication are essential to any Division aspiring to a position 
of excellence, and, as a result, such activities must receive a high priority. 
Publication in this context should be viewed in a broad perspective to include 
books, book chapters, articles, reviews, recordings, translations, software, and 
other endeavors which might fit in such a category. Editorships and editorial 
board memberships also are evidence of an individual’s achievement in the 
general area of scholarship. Publications subject to competitive review by peers 
will be considered particularly significant. 
 
Participation in the activities of professional organizations is another indicator of 
professional growth and opportunity for prominence. Presentation of scholarly 
papers, conducting clinics or workshops, serving in positions of international, 
national, and regional leadership, and other activities of equal significance are 
also highly valued. Of lesser importance, but still a mark of major recognition by 
one’s peers, are appearances as panel moderator, participant, discussant, or other 
similar roles. Some appearances as panel moderator, participant, discussant, or 
other similar roles in prestigious international, national, or regional settings may 
be considered equal in importance to scholarly presentations, leadership 
positions, and similar activities. 
 
Other important indicators of achievement include the receipt of fellowships, 
development leaves, and grants; musical performance; adjudicating; professional 
consulting; and other activities which exhibit scholarly and/or professional 
expertise and competence. 
 
The Personnel Affairs committees will consider the quality and significance of 
each professional activity, and the quantity of such activities in evaluating the 



   
 

 

individual’s achievement in this area. Particular importance will be placed upon 
those activities which clearly advance the reputation and stature of the individual 
faculty member, the Division, and the College. Activity at national and regional 
levels is expected of all tenured/tenure-track Division faculty. 
 
Demonstration of achievement is further enhanced by international and local 
activities. 

 
III. SERVICE 

Service to the Division, College, University, Community, State, and/or Nation is 
expected of all faculty members and shall be evaluated on the basis of the extent 
and significance of the contribution. 
 
Positions of leadership shall be particularly commendable. Other indicators of 
achievement in this area include awards for service, certificates of appreciation, 
and similar honors. Routine activities of the Division, such as division planning, 
recruiting, examination development and scoring, advising, counseling, general 
curriculum development and other similar activities are valued and important to 
the success of the Division. Faculty who expect to receive positive evaluations in 
the area of Service must contribute fully to the performance of these vital 
activities. 

 
Approved, Music Education Division (Fall, 2017)



   
 

 

DIVISION OF MUSIC EDUCATION CRITERIA FOR SATISFACTORY RATINGS MERIT 
REVIEW 
 
Teaching 
In order to be considered satisfactory, all of the following should be maintained: 
 

1. A lack of sustained complaints registered against a faculty member to the Divisional 
Chair, Senior Associate Dean of Academic Affairs, or Dean of the College of Music. 

2. Class evaluations that show a consistent minimum median rating of 3.0 (SPOT 
evaluation system) for the 3-year review period. 

3. Appropriate advising of music education students each semester. 
 
Professional Activities 
In order to be considered satisfactory, three of the following activities should be completed 
within the 3-year review period (a three-year period of only performance/presentations is 
considered to be unsatisfactory): 

1. Significant research and/or publication leading to articles or a book (published or 
evidence of progress) 

2. Performances/presentations at appropriate scholarly meetings 
 
Service 
In order to be considered satisfactory, evidence of sustained service may be met by the 
following: 

1. Committee assignments at the college or university level 
2. Participation in all divisional duties, including ad-hoc divisional subcommittees 
3. Participation at audition day interviews 
4. Service at the local, state, national, or international level 

 
Approved, Music Education Division (Fall, 2017)



   
 

 

(4.5.7) Division of Music History, Theory, and Ethnomusicology Guidelines for 
Annual Review 
 
Section 1.1 
General Provision 
The Annual Review Guidelines extend from University Policy and the UNT College of Music 
Bylaws. The Division Personnel Affairs Committee (PAC) is charged with evaluating faculty 
members according to Section 2: Statement of Criteria for the Evaluation of Division 
Personnel. The Division PAC will review all full- time faculty annually. It will serve as a 
consulting body to the Division Chair, who has final authority for assigning merit. For the 
evaluation of the Division Chair, the Dean will replace the Division Chair in the procedure. 
 
Section 1.2  
Calendar 
The Division Chair will oversee the Division PAC’s compliance with the deadlines stipulated 
by the Office of the Associate Dean in accordance with University and College calendars, and 
subsequently will call for evaluation materials from the faculty in a timely manner. 
 
The Chair will forward the recommendations of the Chair and the Division PAC to the 
individual faculty member. 
 
The faculty member will have ten (10) academic calendar days in which to request, in writing to 
the Chair, a hearing to challenge the recommendations of the Chair or the Division PAC. If 
differences of opinion cannot be resolved, the faculty member may submit a rebuttal to the 
Dean in accordance with the grievance policy outlined in the College of Music Bylaws. 
 
Statement of Criteria for the Evaluation of Division Personnel 
 
Section 2.1 
Preamble 
A well-conceived educational program will have a diversity of goals and objectives; such a 
program requires a faculty with varied abilities and interests. Each individual should be 
motivated to contribute to the program in a unique way and must have assurance that a variety 
of routes to advancement will be acknowledged. 
 
Section 2.2  
Significance of Activities 
It is the policy of the Division to encourage its members to develop talents to the fullest 
potential, permitting each member to make a unique contribution. Balance is expected 
among the categories of evaluation and must be considered in any annual evaluation. 
The two categories that most clearly embody the mission of the Division are, in order of 
priority, (1) Professional Growth and Development and (2) Teaching. In compliance with the 
University Workload Policy, the percentage of workload assigned to these categories for 
each faculty member will be negotiated by the faculty member with the Division Chair to 
fulfill adequately the needs of the Division. These two categories, “Professional Growth and 
Development” and “Teaching,” will weigh more heavily than the “Service” and 
“Administration” categories in the peer evaluation process.  



   
 

 

Because individual faculty members will make different contributions to the mission of the 
Division, the job descriptions and negotiated workloads of individual faculty will serve as 
the basis for evaluation. 
 
Section 2.3  
Professional Growth and Development 
A healthy Division must be comprised of individuals who are continually growing and 
developing their individual scholarship. 
 
Evidence of continued professional growth must be considered a basis for reward while lack of 
achievement must be considered a negative factor. 
 
The professional activity of a faculty member must be evaluated in terms of scope, depth, and 
breadth of influence; as such, it is incumbent upon the faculty member to provide evidence that 
will enable the division PAC and Chair to evaluate that professional activity. The division PAC 
and Chair will evaluate the significance of the activity at all levels: local, regional, national, 
and international. 
 
Research leading to publication is essential to any Division aspiring to a position of 
excellence, and such activity must receive high priority. Any evaluation of the publication 
record of an individual must consider the quality as well as the quantity of such 
publications. Quality should be evaluated by objective means whenever possible, and may 
include consideration of such measures as the acceptance rates of a given press, reviews 
in professional journals, citations in works by other scholars, and invitations to participate in 
professional activities, for instance, by giving a talk at a conference or contributing a chapter 
to an edited volume. 
 
Books, articles, scholarly editions, translations, films, software, and other non-print media of 
publication that contribute to the advancement of knowledge in the discipline must be given 
the highest priority in the evaluation process. 
 
Participation in the activities of scholarly professional organizations is another indicator of 
professional growth and development. Presentation of scholarly papers to such organizations 
is the most valued form of participation; of lesser importance, yet still a mark of recognition 
by one’s peers, is the appearance on panels as moderator, chairperson, or discussant. 
Presentations made on campus, such as speaking on the Division Lecture Series, may also be 
considered in assessing professional growth. Again, the quality and significance of the 
presentation must be considered. 
 
Serving as a peer reviewer for a journal article or book manuscript is a mark of recognition by one’s peers and 
requires scholarly effort and provides further evidence of professional growth. 
 
Another indicator of recognized scholarship includes the application for or the receipt of 
prizes, fellowships, and grants, particularly those from external sources. 
 
In general, any evidence of continued study and growth may be included in an evaluation of 
the professional development of a faculty member. However, all activities must be evaluated 



   
 

 

in terms of their contribution to the scholarly reputation of the individual faculty member and 
of the Division. 
 
Section 2.4  
Teaching 
Quality teaching is expected. As a minimum, good teaching requires (1) keeping abreast of 
current scholarly work in the subjects taught, (2) faithful meeting of classes, (3) comprehensive 
coverage of material according to the course description, and (4) accessibility to students. Failure 
to meet these basic standards must be a negative factor. 
 
Assessment of the quality of teaching must take into account both organized teaching and 
directed student learning. With regard to organized teaching, assessment must consider: (1) 
course syllabi, (2) teaching evaluations, (3) new preparations, (4) teaching innovations, (5) 
teaching awards, and (6) collaborative community-based learning, if applicable. The Division 
Chair should observe the classroom teaching of untenured faculty members, once per year, for 
at least their first three years. Any instructor at any rank may also request teaching 
observations or student interviews by any member of the faculty, who may then write an 
evaluation on behalf of the faculty member. 
 
Assessments of directed student learning must take into account: (1) completed doctoral 
dissertations, master’s theses, undergraduate research projects, and DMA dissertations and 
projects; (2) related-field advising and committee membership; (3) student mentoring 
activities; and (4) academic advising on writing and presentations not directly related to 
dissertations or theses. 
 
Section 2.5  
Service 
Service to the Division, College of Music, University, profession, and/or community is 
expected of all faculty members and must be evaluated on the basis of the extent and 
significance of the contribution. Service to the Division and College of Music includes 
participating in committees, attending and participating in divisional area meetings, and 
reviewing applications for admission, among other activities. 
 
Service to the profession includes editing a journal, serving on an editorial board, and 
serving as an officer of an international, national, or regional scholarly association. Service 
to external societies will be evaluated by the size, reputation, and prominence of the 
organization, as well as by the faculty member’s role. 
 
Section 2.6  
Administration 
Administrative duties of Division faculty, including the Division Chair, Area Coordinators, 
and faculty serving as Director of Undergraduate Studies, Director of Graduate Studies, and 
similar administrative appointments, must be evaluated on the basis of the extent and 
significance of the individual’s contribution to the functioning of the Division, College of 
Music, and/or University. 
 
Procedure for Amendment 



   
 

 

 
Section 3.1 
Initiation of Amendments 
An amendment will be initiated in one of two ways: (1) by petition containing the signatures 
of at least twenty-five percent (25%) of the Division faculty, or (2) by the Division Chair. 
 
Section 3.2  
Procedure for Ratification 
An amendment to Section 1; Divisional Guidelines for Annual Evaluation, to Section 2; 
Statement of Criteria for the Evaluation of Division Personnel, or to Section 3; Procedure for 
Amendment submitted by petition, will be received and reviewed by the Division Chair who, 
within thirty (30) academic calendar days, will present the proposed amendment to the Division 
faculty with recommendations from the Chair of the Division. The proposed amendment and 
accompanying recommendations will be presented to the Division faculty at least fourteen (14) 
academic calendar days prior to faculty discussion and subsequent balloting. The amendment 
will be ratified upon a two-thirds vote in favor by the Division faculty. 
 
Section 3.3  
Forwarding of Amendments 
Following ratification, the Chair will forward the amendment to the Dean and Provost. 
 
Approved: Division of Music History, Theory and Ethnomusicology December 19, 2023



   
 

 

DIVISION OF MUSIC HISTORY, THEORY, AND ETHNOMUSICOLOGY CRITERIA 
FOR SATISFACTORY RATINGS IN ANNUAL REVIEW 
 
In order for a faculty member of the Division of Music History, Music Theory, and 
Ethnomusicology in the College of Music to attain a rating of “satisfactory” for any given 
academic year, we assume that he or she will maintain adequate standards of academic 
performance and integrity as it relates to all areas of faculty life at the university. 
Furthermore, faculty whose work is judged “satisfactory” will: 
 
Instructional Activities: 
 
Demonstrate effectiveness in teaching from among the following as appropriate: advising 
undergraduate thesis projects, advising graduate students on theses, dissertations, DMA 
projects, indications of student success in the profession, new course preparations, supervision 
of TAs and TFs, use of technology in the classroom, properly contextualized student 
evaluations, and other activities related to teaching; 
 
Regularly meets classes, consistent with university policy; 
 
Scholarly, Creative, and Professional Activities: 
 
Demonstrate ongoing work on at least one major research project or be engaged in scholarly 
activity to a degree commensurate with the percentage elected under “research”; 
 
Service: 
 
Regularly attend area and division meetings; 
Comply with area and division policies, procedures, and deadlines; 
Demonstrate ongoing service to a degree commensurate with the percentage elected under 
“service.” 
 
Administration: 
 
Comply with area and division policies, procedures, and deadlines; 
Demonstrate compliance with administrative duties to a degree commensurate with the 
individual’s appointment.



   
 

 

DIVISION OF MUSIC HISTORY, THEORY, AND ETHNOMUSICOLOGY CRI- TERIA 
FOR REVIEW OF TENURED FACULTY AND PERSONAL DEVELOP- MENT PLANS 
 
The Division PAC will use annual review materials submitted by tenured faculty to perform an 
annual post-tenure review using criteria outlined in UNT Policy 06.052. This is a concurrent but 
separate process from the annual evaluation outlined above. 
 
For the post-tenure review, examples of unsatisfactory performance include: failure to 
meet classes, refusal to teach classes within one’s area of expertise, or failure or refusal 
to participate in scholarly activities, service, or administrative activities when these 
responsibilities are part of the assigned workload. Refusal to consider reasonable 
suggestions/advice to provide correction or assistance may be taken into consideration. 
Numerical scores and rankings within a unit during an annual evaluation are not 
necessarily indicative of unsatisfactory performance. Failure to publish or secure 
external funding in a given year does not, in itself, imply unsatisfactory performance in 
scholarship. Negative teaching evaluations do not, in themselves, imply unsatisfactory 
performance in teaching. 
 
The Division PAC will indicate in writing whether each tenured faculty member has received 
an overall review of “satisfactory” or “unsatisfactory.” Reviews of “satisfactory” must be 
conveyed in writing, but need not be justified. If the Division PAC is considering an overall 
review of “unsatisfactory,” the review committee must notify the faculty member. The faculty 
member has the right to request a meeting with the Division PAC within five (5) business 
days of the notification. A faculty advocate may accompany the faculty member in this 
meeting. Any party present at this meeting may request that it be recorded or transcribed with 
the approval of all parties present. If, after this meeting, the Division PAC proceeds with an 
overall review of “unsatisfactory,” it must justify its recommendation in writing. 
 
A faculty member who receives a single overall review of unsatisfactory shall be placed on a 
Professional Development Plan (PDP). Further procedures for a PDP are outlined in UNT Policy 
06.052. 

 
Approved: Division of Music History, Theory and Ethnomusicology 

February 5, 2020 
Amended to comply with state law May 1, 2024.



   
 

 

(4.5.8) Division of Vocal Studies Guidelines for Merit Evaluation 
 

1. General Statement 
While faculty responsibility in the Vocal Studies Division is individually varied, 
certain commonalities apply. Voice faculty members   are expected to be effective 
teachers. There must be evidence of scholarly, creative, and professional growth. All 
faculty are obliged to engage in service to the Division, the College, the University, 
and/or professionally related public service. The Vocal Studies Division further 
emphasizes the importance of a spirit of academic community. There must be a 
collaborative recognition of mutually agreed upon goals, policies, and procedures. 
Correspondingly, individual initiative is an essential component of the charge to each 
voice faculty member. Because of the varied nature of faculty mission in the Vocal 
Studies Division, criteria for evaluation are flexible in content and application. 

 
For promotion to the upper ranks of associate and professor, the standards for faculty 
performance in the areas of teaching; research, creative activity, and/or professional 
activity; and service are progressively rigorous. This performance must transcend the 
local campus and community. Furthermore, at the rank of professor, there must be 
clear evidence of leadership in the discipline. 

 
The following criteria and procedures are supplemental to all policies and procedures 
as described in the University Policy Manual, sections 06.027 (Academic Workload 
and Merit Evaluation of Faculty), 06.014 (Supplemental Policy on Evaluating 
Tenured Faculty at UNT), and 06.025 (Faculty Misconduct and Discipline) and all 
other University and College policies relating to faculty merit evaluation. College and 
University policies are a priori and take precedence over divisional guidelines. 

 
2. Instructional Activities 

a. Criteria: 
1) Assessment by colleagues of the faculty member’s student performances in 

juries, auditions, hearings, recitals, concerts, and competitions. [NOTE: This 
evaluation must be deferred at least until after the faculty member’s first jury 
period.] 

2) Documentary evidence of student achievement. 
3) Faculty honors and awards for teaching. 
4) Evidence of ongoing faculty growth related to teaching. 
5) Evaluation of course syllabi and related documentation. 
6) Systematic assessment of student opinion regarding teaching effectiveness 

b. The Faculty Update documentation should include: 
1) A list of courses taught and other instructional assignments during evaluation 

period. 
2) Syllabi for courses taught. 
3) A statement of teaching philosophy and goals. 
4) Student evaluations of courses taught, submitted as prescribed by College of 

Music policy. 
5) Additional documentation, where applicable, of:  



   
 

 

(a) New preparations and/or revisions. 
(b) Student advising. 
(c) Direction of dissertations and/or theses. 
(d) Honors, awards, and grants for teaching. 
(e) Evidence of continuing education. 
(f) Other activities related to teaching. 

 
3. Scholarly, Creative, and Professional Activities 

a. Criteria: 
1) The record of musical performance. 
2) Scholarly publications. 
3) Master classes taught, guest lectures, papers read or presented, panel 

memberships, and/or contest adjudications. 
4) Professional activity related to the vocal discipline, including committee 

positions and/or offices in professional organizations, chairing sessions at 
professional conferences and meetings, editorial responsibilities, reviews and/or 
publications on professional organizational activity. 

5) Scholarly and creative activity not resulting in publication or performance. 
6) Honors, awards, and grants (or contracts, etc.) for scholarly, creative, or 

professional activity. 
7) Other evidence of continuing scholarly, creative, and professional growth. 
 

b. The Faculty Update documentation should include, where applicable: 
1) A list of musical performances during the evaluation period giving dates, 

type of performance or work presented, and location. Include printed 
programs, reviews, and/or documentation of performance. [NOTE: New 
faculty members should perform a recital or other major performance on 
campus within the first semester of appointment.] 

2) A list of scholarly publications during the evaluation period, including full 
bibliographic citations and a copy of items reported. 

3) Citation of master classes taught, guest lectures, papers read or presented, 
panel memberships, and/or contest adjudications. Give details concerning 
topics, sponsorship, location, etc., as appropriate. 

4) The record of participation in professional organizations, listing member- 
ships, committee positions and/or offices held, sessions chaired, editorial 
responsibilities, reviews, and/or publications on professional organizational 
activity. 

5) List honors, awards, and grants (or contracts, etc.) for scholarly, creative, or 
professional activity. 

6) Indicate other evidences of continuing scholarly, creative, and professional 
growth, including continuing education, and scholarly or creative activity not 
resulting in publication or performance. 

 
4. Administration and Service 

a. Criteria: 
 



   
 

 

1) University-wide committees, faculty senate, special assignments, student 
advising not related to teaching, and/or other ad hoc service activities. 

 
2) College-wide committees, special assignments, student recruitment, student 

advising not related to teaching, and/or other ad hoc service activities. 
 

3) Division committees, special assignments, student recruitment, student 
advising not related to teaching, and/or other ad hoc service activities. 

 
4) Professionally related public service activities: volunteer participation as a 

consultant, board member, non-university committees, etc. 
 

b. Honors and awards for service. The Faculty Update documentation should 
include documentation of the activities outlined in the above criteria, where 
applicable. 

 
Revised and Approved, Vocal Studies, October 31, 2018 



   
 

 

DIVISION OF VOCAL STUDIES CRITERIA FOR SATISFACTORY RATINGS MERIT 
REVIEW 
 
In order to be considered satisfactory: 
 
Instructional Activities 
 

1. No complaints, judged significant and substantiated, registered against the faculty 
member to the Division Chair, Senior Associate Dean of Academic Affairs, or Dean 
of the College of Music. 

2. Average jury grades for students remain at B or above for any evaluation period. 
3. Recital Hearings remain at 80% or above pass rate for any evaluation period. 
4. Student evaluation of a minimum of 3.0 for classes and 3.5 for studio lessons or 

coachings. 
5. Evidence that the applied studio students are actively pursuing and gaining two or 

more of the following: leading role in UNT opera, off campus performance 
experience, admittance to graduate programs, academic appointments, competitive 
summer workshop participation, significant master class participation, conference 
participation, competitions, or other demonstrable professional career achievements. 

 
Scholarly, Creative and Professional Activities 
Any one of the following activities for every 10% of assigned load credit (Multiple events may 
fall within the same category.) Some level of activity at the regional and national level is 
expected: 
 

1. Solo Recital, concert, opera role or oratorio role by invitation 
2. Master class or workshop instruction by invitation 
3. Commercial recording 
4. Concert appearance 
5. Broadcast performance 
6. Research activities that culminate in a presentation at a professional conference 
7. Publication of a scholarly paper or an article in a professional journal 
8. An edited book or other original publication that appears as a book 
9. Opera directing by invitation 
10. Guest adjudicator by invitation (does not include local or regional NATS 

conferences) 
 
Administration and Service 
Any two of the following activities for every 10% of assigned load credit: 
 

1. One committee assignment at the division, college or university level 
2. Participation on masters committee for the oral exam (not as major professor) 
3. Service on a DMA committee (not as major professor) 
4. Hold a significant office (or duty) in a professional organization 
5. Organize and administer a significant academic conference hosted at UNT. 
6. Administer tasks designated to facilitate the smooth, professional operation of the 



   
 

 

area and Division. This could include participation in a search committee. 
 

Revised and Approved, Vocal Studies, October 31, 2018 



   
 

 

 
(4.6) Course Syllabi and Student Evaluation of Teaching Effectiveness 
 
By the first class day, all full-time and part-time faculty must distribute a course syllabus 
(paper or electronic) to their students. By the seventh class day, faculty must upload all credit 
bearing undergraduate and graduate course syllabi to the university faculty information 
system (FIS).  Although course syllabi will vary according to assignments, all syllabi must 
include the following: office hours, attendance policies, grading procedures, and approximate 
due dates for assignments and exams. Finally, all course syllabi must provide information 
about the Student Perceptions of Teaching (SPOT), which will be administered online each 
long semester, including summers. 
 
All classes should adhere to UNT Policy 06.049, Course Syllabi Requirements, found at: 
https://policy.unt.edu/sites/default/files/06.049%20Course%20Syllabi%20Requirements.pdf.  
 
Additional information on Standard Syllabus Statements may be found at:   
https://policy.unt.edu/sites/default/files/06.049%20Course%20Syllabi%20Requirements%20-
%20Supplement.pdf.   
 
 

Revised, College of Music Division Chairs, December 10, 2015 
 

https://policy.unt.edu/sites/default/files/06.049%20Course%20Syllabi%20Requirements.pdf
https://policy.unt.edu/sites/default/files/06.049%20Course%20Syllabi%20Requirements%20-%20Supplement.pdf
https://policy.unt.edu/sites/default/files/06.049%20Course%20Syllabi%20Requirements%20-%20Supplement.pdf


   
 

 

(4.7) Faculty Mentoring Policy 
 
One-on-one mentoring provides an essential contribution to the professional success of early- 
and mid-career faculty within the College of Music. This Faculty Mentoring Policy is 
designed to ensure that all such faculty receive such guidance from a more experienced 
colleague. All assistant professors must be assigned a faculty mentor as must all associate 
professors, lecturers, and senior lecturers who anticipate pursuing promotion to a higher rank. 
 
Faculty will choose their mentor in consultation with their division chair during the first 
semester of their initial appointment. In so doing, they must adhere to the following guidelines: 
 

• The mentor must hold a higher rank than the mentee. Thus, a full professor may 
mentor either an assistant or an associate professor, but an associate professor may 
mentor an assistant professor only. Likewise, a principal lecturer may men- tor a senior 
lecturer or a lecturer but a senior lecturer may mentor a lecturer only. Associate and 
full professors may mentor lecturers or senior lecturers but not vice versa. 

• Division chairs may not serve as mentors. 
• The mentor and mentee should hold appointments in the same division. 
• Division chairs must report all mentor-mentee assignments to the Senior Associate Dean 

of Academic Affairs. 
 
The mentor and mentee should meet periodically each semester. The content of such 
mentoring includes (but is not limited to): 
 

• annual updates, reappointment, promotion, and tenure 
• research / creative activities 
• teaching / instructional activities 
• service activities, including committee assignments and administrative 

responsibilities 
• navigating college and university policies and practices 

 
Approved, Council of Division Chairs, March 24, 2016 

 
  



   
 

 

(4.8) College of Music Lecturers 
(4.8.1) Lecturer Guidelines 

 
Lecturers are faculty members whose primary responsibilities are related to teaching and 
student development. Lecturers are not eligible to participate in the University’s tenure 
system. A lecturer is appointed to one of the following classifications: lecturer, senior lecturer, 
or principal lecturer. 
 
Expectations: Lecturers are primarily responsible for teaching courses, maintaining currency 
in the field and, depending on the needs of the department, may also include but are not limited 
to, program development, service, professional development related to teaching, student 
advising, and/or other student-related responsibilities. Written criteria and procedures for the 
evaluation and promotion of lecturers and matters of governance will be developed by the 
college and/or department, in accordance with university, college, and department 
requirements and guidelines and approved by the provost. Lecturers shall not be eligible to 
vote in decisions relating to the hiring or the review process of tenured and tenure-track 
faculty. 
 
Qualifications: At a minimum, lecturers must meet the Southern Association of Colleges and 
Schools (SACS) requirements of an earned master’s degree with a minimum of 18 graduate 
semester hours in the teaching discipline and/or certification, licensing, or equivalent 
professional experience. Depending on the appointment, terminal degrees may be required by the 
university, college, department, or program. 
 
Terms of Appointment: Lecturers may hold full- or part-time appointments of one or multiple 
years that are renewed pending the departmental annual review process and resource 
availability. For multi-year appointments, notification of intention not to reappoint for the 
following academic year shall be provided according to the deadlines set forth by the Provost’s 
Office. However, there shall be no expectation of continued employment beyond the end of the 
current appointment period. 
 
Review and Promotion: Lecturers will be reviewed annually by a department review 
committee with recommendations for renewal and/or promotion made to the department chair. 
Lecturers may serve on the review committees, as long as they hold a higher rank than the 
faculty member whose personnel action is being considered. 
 
The dean will review recommendations and approve/disapprove. 
 
Lecturer: To be eligible for the classification of lecturer, the faculty member must 
demonstrate effectiveness in teaching, or in the case of a new appointment, show promise of 
effectiveness if the candidate has no prior teaching experience. Appointment contracts may be 
for one to three years annually renewable. 
 
Senior Lecturer: To be eligible for the classification of senior lecturer, the faculty member 
must have a record of substantial and continued effectiveness in teaching and have the 
equivalent of three years (six semesters of full-time teaching) of college-level teaching and/or 
equivalent professional experience. Full-time senior lecturers may be eligible to apply for 
certain travel funds and grants if they meet university, college, and department requirements. 



   
 

 

Faculty promoted from lecturer to senior lecturer will receive a standard increase in base salary 
(FTE prorated) at the time the new rank appointment begins. Senior lecturers may hold up to 
five-year appointment contracts to be renewed annually. 
 
Principal Lecturer: To be eligible for the classification of principal lecturer, the faculty 
member must have a record of sustained excellence in teaching and have the equivalent of 
five years (10 semesters of full-time teaching) of college-level teaching including at least 
three years qualified at the senior lecturer rank, and/or the equivalent professional 
experience. Full-time principal lecturers may be eligible to apply for certain travel funds and 
grants if they meet university, college, and department requirements. Faculty promoted from 
senior lecturer to principal lecturer will receive a standard increase in base salary (FTE 
prorated) at the time the new rank appointment begins. Principal lecturers may hold up to 
five-year appointment contracts which are renewed annually. 
 
  



   
 

 

(4.8.2) Criteria for Promotion-Lecturers 
 
To be appointed as a Lecturer in the College of Music, the candidate must meet the University 
and Division requirements for such an appointment. Threshold standards for renewal as 
Lecturer include the following: 
 
Teaching: Demonstration of effective teaching based in part on qualitative and quantitative 
student evaluations. Any problems with teaching effectiveness will be discussed with the 
division chair and must be satisfactorily addressed prior to reappointment. If the lecturer’s 
position includes studio teaching, then success in studio teaching shall be based also on student 
performance at jury examinations, proficiencies, recital hearings, departmental recitals, and 
outside performance success of students as appropriate, such as competition prizes and job 
audition placement. If the lecturer’s role includes student recruitment, then the lecturer shall 
show success at recruiting high level students to the College of Music. 
 
Service: Equivalent to the expectations of tenure-track faculty members. Service may include 
membership on divisional, college, and university committees, as well as graduate advising and 
participation on graduate degree committees. The faculty member should consult with the 
division chair at the beginning of each appointment period to determine appropriate service 
expectations. Any problems associated with service contributions will be discussed with the 
division chair and must be satisfactorily addressed prior to reappointment. 
 
To be promoted to Senior Lecturer, the candidate should show evidence of having 
substantially met or exceeded all expectations at his/her current rank as documented by the 
merit evaluation process over the period of service since his/her initial appointment. 
Candidates shall also demonstrate a firm commitment to sustained professional growth and 
productivity as appropriate to the particular appointment, as well as a commitment to the 
teaching mission of the College of Music beyond his/her specific teaching assignments. To 
be hired as a Senior Lecturer, a candidate must have met all of the above standards at 
another institution or demonstrate preparedness to do so through equivalent professional 
experience. 
 
To be promoted to Principal Lecturer or hired as Principal Lecturer, the candidate must 
meet or exceed the composite of all University and Divisional expectations for Lecturer and 
Senior Lecturer, and the University’s standards for appointment as a Principal Lecturer. 
Further, a candidate for Principal Lecturer must demonstrate that (s)he has earned 
recognition in the profession as appropriate to his/her specialization well beyond the 
University or North Texas area. The Division may seek external letters from nationally 
recognized leaders in the candidate’s field. 
 
All promotion criteria must adhere to UNT Policy 06.005, Professional Faculty 
Reappointment and Promotion:  https://policy.unt.edu/policy/06-005  
 
  

https://policy.unt.edu/policy/06-005


   
 

 

 (4.8.3) Lecturer Compensation 
 
Effective Date for Implementation: Fall 2009 
 
Criteria for Promotion & Evaluation 
Criteria for promotion and evaluation must be on file and approved by the Provost’s Office prior to 
implementation. 
 
Promotion Rates 
 

• Lecturer to Senior Lecturer: $4,000 or 5% (compared to Assistant Professor to 
Associate Professor @ $6,000 or 7%).  

• Senior Lecturer to Principal Lecturer: $5,000 or 7% (compared to Associate 
Professor to Full Professor @ $8,000 or 8%) 

 
Funding Source for Promotion 
Funding for lecturer positions is contained in the university’s Central Administration’s 
Budget (same process as tenure-system faculty). 
 
Merit Criteria 
Criteria for “satisfactory” performance must be created prior to the distribution of merit to a 
Lecturer at any level. 
 

Updated: January 8, 2024 
  



   
 

 

(4.9) Adjunct Appointments 
 
Adjunct appointments are made in the College of Music in cases when additional instruction is 
needed to meet enrollment demands or when a particular area of expertise is needed for 
courses, performance ensembles, or applied instruction. Decisions regarding adjunct 
appointments, including salary, are determined by the Division Chair, Senior Associate Dean 
for Academic Affairs, and the Dean. Adjunct contracts are for a single semester (spring, 
summer fall) and may be renewed depending on instructional need and budget availability. 
Specific responsibilities for adjunct appointments will be determined by the Division Chair, 
Senior Associate Dean for Academic Affairs, and the Dean. All adjuncts are responsible for 
approving audit rolls online at the start of each semester and submitting and approving grades 
at the conclusion of each semester. 



 

   
 

 

(4.10) Teaching Appointments after Retirement 
 
Tenured faculty members may, at the discretion of the relevant Division Chair and Dean, be 
engaged on a part-time basis after retiring from their tenured positions. Such appointments may 
be made either as Modified Service, as stipulated in Faculty Retirement with Modified Service, 
University Policy Manual, Policy Number 06.054, or into adjunct positions. 
 
In either case, continuation will be reviewed annually, although the upper limit for Modified 
Service will be defined in the Modified Service agreement. Salaries for Modified Service will 
be reckoned as a percentage of salary at the point of retirement, while adjunct salaries will be 
reckoned on an individual basis, as determined by the nature of the instruction requested by 
the College of Music. 
 
  

https://policy.unt.edu/policy/06-054


 

   
 

 

(4.11) Emeritus Faculty 
 
The title “Emeritus” may be conferred by the Board of Regents to a faculty member or 
librarian at the time of retirement, upon the recommendation of the department/unit, and with 
administrative approval. 
 
To be eligible for emeritus status, a faculty member or librarian must: 
 

• Be retiring from a tenured or continuing multiple year appointment; 
• Have held such continuing appointment for at least ten years; and 
• Have a record of distinguished service. 

 
A university administrator, to be eligible for Emeritus status, must hold a faculty or librarian 
appointment, have served in a position at the dean level or higher, and have a record of 
distinguished service. For faculty or librarians recruited directly to administrative positions, the 
ten-year employment requirement is waived. 
 
Emeritus Faculty nominations are submitted to the Dean and forwarded to the Provost’s 
Office to be considered by the Board of Regents. Nominations are generally accepted during 
the Spring semester. See UNT Policy Number 06.013. 
 
  

https://policy.unt.edu/policy/06-013


 

   
 

 

(4.12) Employee Leave 
 
UNT System Enterprise benefit-eligible employees are granted Leave from work for sickness, vacation, 
FMLA, and other various reasons. There are many types of paid and unpaid Leave for use, and eligibility 
and approval will vary based on individual situations. Human Resources oversees leave policies and has 
designated campus benefit advisors for each system campus.  More information about leave follows and 
can be found on the HR website:  https://hr.untsystem.edu/benefits/employee-leave/index.php. 
 
 
(4.12.1) Faculty Absences 
 
Faculty members are expected to fulfill their teaching responsibilities and attendant duties in a 
professional fashion. When planning to be absent from campus for professional activities, a 
full- time faculty member must notify the division chair in advance and get the chair’s signed 
approval on a Faculty Application for Approval of Leave Form (VPAA 150), as well as the 
signed approval of the Senior Associate Dean for Academic Affairs.  The VPAA 150 is not 
required for absences that are four business days or less.  However, the faculty member is still 
responsible for notifying the Division Chair. 
 
The Division Chair should be notified of travel schedules at least two weeks in advance. 
 
All faculty travel (college funded, grant funded, and unfunded) must also be requested using 
Concur: https://finance.untsystem.edu/travel/concur-request-travel-expense.php 
 
Faculty members are allowed up to three weeks of paid leave per semester for professional 
activities. These cannot be consecutive weeks. This is necessary to ensure that instruction is 
covered, and the faculty member’s salary is not affected by the absence. 
 
Absence Due to Illness 
 
According to Texas Government Code (Chapter 661.203), “faculty members at institutions of 
higher education must submit prescribed leave forms for all sick leave even though no classes 
were missed, if the absence occurred during the normal workday for regular employees.” 
 
Regular full-time faculty members earn sick leave at the rate of eight (8) hours for each month 
or fraction of a month of paid employment. Regular part-time faculty members earn sick leave 
at their percentage of time employed times eight (8) hours for each month or fraction of a 
month of paid employment. For example, an individual employed for seventy- five (75) 
percent time will accrue six (6) hours monthly (.75 x 8 = 6). 
 
When illness necessitates absence from campus, the following procedures must be followed: 
 

• On a daily basis, contact the division chair or division administrative assistant. The 
division will notify the administrative assistant for the Senior Associate Dean for 
Academic Affairs of the absence. 

• If the faculty member is unable to do so, the Division Chair, upon notification, will 
make appropriate arrangements for classes, lessons, or other assignments. 

https://hr.untsystem.edu/benefits/employee-leave/index.php
https://vpaa.unt.edu/resources/forms
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.661.htm


 

   
 

 

• On returning to campus, sign the Faculty Sick Leave Reporting Form  (VPAA 151), which 
may be found on the VPAA website. 

• Faculty will report sick leave as actual time missed from their normal for- ty-hour (40 
hour) workweek. Include each working day, Monday through Friday, except holidays. 
Report all days ill, not just days on which classes were missed. 

• Deans, Associate Deans, and Chairs must submit the UPO-15 Form for sick leave. 
 
For further information, please see the university policies listed below:  Sick Leave, 
University Policy Manual, Policy Number 05.050 
(4.12.2) Emergency and Administrative Leave 
 
A faculty or staff member will be granted emergency leave without the loss of regular pay for 
the reason of a death in the family. Under the Texas Government Code, for emergency leave 
purposes, “family” is defined as the employee’s spouse, or the employee’s or spouse’s parents, 
brother, sisters, grandparents, grandchildren, and children. The President or designee may 
consider other requests for emergency leave which do not meet the criteria above. Such leave 
will be designated as administrative leave. The granting of administrative leave is normally 
limited to cases involving unusual or emergency situations. 
 
For further information, refer to the Emergency/Administrative Leave Policy (University 
Policy Manual, Policy Number 05.066). 
 
  

https://vpaa.unt.edu/resources/forms
https://policy.unt.edu/policy/05-050
https://policy.unt.edu/policy/05-066


 

   
 

 

(4.12.3) Family and Medical Leave 
 
The Federal Family and Medical Leave Act (FMLA) entitles eligible employees to take up to 12 
weeks of unpaid, job-protected Leave for specified family and medical reasons during a 12-
month, rolling-year period. 

• Eligibility for FMLA requires at least 12 months state service, and at least 1,250 hours 
worked in the 12 months preceding the Leave. 

• A request for FMLA should be made 30 days in advance, if possible. 
• FMLA types include Continuous, Intermittent and a reduced schedule. 
• FMLA can be taken for the birth of a child, adoption/foster care, the employee’s or an 

immediate family member's serious health condition, and exigency leave (covered family 
member active duty). 

• To apply for FMLA, employees must first register and then apply online 
at www.fmlasource.com.  

 
Additional information may be found at the following: 
 

• Family and Medical Leave Act (UNT HR): https://hr.untsystem.edu/family-and-
medical-leave-act-fmla  

• Family and Medical Leave Policy (UNT Policy Manual, Section 05.064): 
https://policy.unt.edu/policy/05-064 

• Parental Leave Policy (UNT Policy Manual, Section 05.061): 
https://policy.unt.edu/policy/05-061  

 

http://www.fmlasource.com/
https://hr.untsystem.edu/family-and-medical-leave-act-fmla
https://hr.untsystem.edu/family-and-medical-leave-act-fmla
https://policy.unt.edu/policy/05-064
https://policy.unt.edu/policy/05-061


 

   
 

 

(4.12.4) Leave of Absence Without Pay 
 
A Leave of Absence without Pay is an authorized, temporary release of a faculty or staff 
member from the payroll. Leaves of absence are granted either under the provisions of 
applicable federal or state laws or by the University at the discretion of the employing 
department to protect employment and certain benefit rights for a specific period. The types of 
leave covered under this policy are listed below: 
 

1. Family and Medical Leave 
2. Parental Leave 
3. Illness, Injury, or Pregnancy 
4. On the Job Injury or Illness 
5. Personal 
6. Military Leave (Extended) 
7. Disciplinary Suspensions 

 
 
 
  

https://policy.unt.edu/policy/06-011


 

   
 

 

(4.13) University Travel Reimbursement 
 
The travel office manages business travel and reimbursement (Travel & Non-Travel 
reimbursements) for faculty and staff at each of the UNT System components. All employees 
facilitate reimbursement (travel and non-travel expenses) by completing an Expense Report in 
Concur and submitting it through Concur's automated approval workflow.  For mileage 
reimbursement, The Account/Fund holder is the ultimate authority for the amount that can be 
reimbursed with two exceptions:  
 

• Reimbursement cannot exceed the actual mileage driven calculated by the current GSA 
rate (link to GSA mileage page). 

• Mileage of the ordinary commute from the employee’s residence to business 
headquarters is not reimbursable. 

 
Details may be found here: https://finance.untsystem.edu/travel  
 
Travelers at UNT are classified by services and/or funding sources allowed for travel. The 
following are the classifications used to determine the type of services provided and funds that 
can be utilized for each classification of traveler. 
 

Prospective Employee Travel 
Reimbursements of travel expenses for a prospective employee is allowed and follow 
the normal approval process. Advance travel arrangements for prospective employees 
will be available through CTP. 
 
Prospective Employee Spousal/Family travel 
Travel expenses for a prospective employee’s family are allowed with proper approval 
and will be reported to the Payroll Office as taxable income. 
 
Student Travel 
Currently enrolled students traveling on university related business are eligible to use 
CTP to assist with travel arrangements or they may have expenses reimbursed. Spousal 
Travel –Reimbursement of travel expenses for an employee’s spouse is allowed with 
approval of the President/Chancellor in addition to the normal approval process. 
 
Team/Group Travel 
Travel involving at least one student and one employee of any member institution. 
Advance services through CTP are available for team/group travel, as well as 
reimbursement after travel. For cash advances, the employee will be designated as the 
custodian of the funds and is responsible for retraining all travel documentation. 

 
For information regarding UNT Travel Reimbursement policies and procedures, refer to the 
travel guide (link above) and the university Travel Policy, University Policy Manual, Policy 
Number 10.049. For information regarding Leave associated with travel and the appropriate 
forms to complete, see Section 4.12. 
  

https://finance.untsystem.edu/travel
https://policy.unt.edu/policy/10-049


 

   
 

 

(4.14) College of Music Faculty Travel Policy 
 

I. Only full-time UNT faculty members on continuing appointments at any rank (Professor, 
Associate Professor, Assistant Professor, Principal Lecturer, Senior Lecturer, Lecturer, and 
Resident Artist) are eligible to apply for faculty travel funding. Tenure-track and tenured 
faculty will receive priority, given their Full-Time Equivalent (FTE) in research and 
creative activities. 

II. The College travel fund assists faculty with travel expenses to present or perform at 
professional meetings, conferences, clinics, and/or other peer-reviewed events of national 
or international significance, or for official College business.  

III. UNT faculty travel reimbursements may not exceed actual expenses less external funding. 
Total funding may not exceed the actual cost of expenses.  

IV. Application for funding must be routed through the SAP Concur online platform in 
advance. Travel funding will be made through budgeting allocations that preserve 
resources for fall, spring, and summer travel awards. 

 
Approved August 16, 2012: Council of Division Chairs 

Revised October 5, 2022: Council of Division Chairs 
Revised, October 18, 2023, Council of Division Chairs 

 
 
  



 

   
 

 

(4.15) Supplemental Travel Policy 
 
The Office of the Provost awards this fund to faculty who distinguish themselves and the 
University through major creative and scholarly activities. The fund assists faculty with travel 
expenses while presenting major scholarly papers and performances at important academic 
meetings and gatherings of learned societies, engaging in important and appropriate 
performance activities, and serving as the president or chief operating officer of national or 
international organizations, such as chairing or planning workshops and sessions for annual 
meetings. 
 
Priority will be given to events that are national or international in scope. 
 

I. Assumptions 
a. The purpose of this fund is to provide visibility for the University of North Texas, 

the College of Music and its faculty. 
b. Only full-time UNT faculty members on continuing appointments at any rank 

(Professor, Associate Professor, Assistant Professor, Principal Lecturer, Senior 
Lecturer, Lecturer and Resident Artist) are eligible to apply for supplemental 
travel. 

II. Funds are awarded on a competitive basis to faculty members who verify their level 
of involvement and state the purpose of the trip. No faculty member will be approved 
for more than one Supplemental Travel grant per academic year.  
Limitations and Priorities 
a. Funds are awarded only to supplement travel amounts provided by the College of 

Music, its divisions, or from external grants. Funds may not be used to 
supplement income earned for performances or other events that provide fees, 
travel, lodging, food, etc. beyond the level of appropriate reimbursable expenses. 
Travel funding may never be used to enable profit. 

b. Priority will be given to activities that are national or international in scope and 
significance. 

c. The only association office that is eligible for travel fund support is the presidency 
or chief operating officer of a national or international organization. 

d. If faculty do not take an approved trip, they must inform the College of Music travel 
office, and they may reapply for supplemental travel funds for another trip. 

III. Eligible Scholarly Activities 
a. Major performances, presentations and activities include general session papers, 

keynote addresses or other presentations made to a sizeable portion of those 
attending an academic meeting or gathering of a learned society. 

b. In general, papers and performances should be refereed, invited, or the result of 
some type of rigorous selection process. 

c. Support for performance activities will be made only for events that provide 
important visibility for the University of North Texas, the College of Music and its 
faculty such as concerts in major halls or at prestigious conferences. 

 
Approved September 4, 2012: Council of Division Chairs 

  



 

   
 

 

(4.16) Outside Employment 
 
Faculty who wish to engage in regular off-campus employment must seek approval from their 
Chair and the Dean via the Request for Approval of Outside Employment form on the UNT 
System website. There must be an officially approved request on file as a record of any 
outside employment. This request is separate from a request for approval of leave (e.g., 
faculty may participate in outside employment that never requires missing a class). 
 
Faculty are strongly encouraged to submit one form at the beginning of each year that names 
ongoing activities, including those taking place in the Metroplex (ex., a request could detail x 
number of Saturdays scattered throughout the academic year in which a faculty member is 
adjudicating, or a request could detail rehearsal and performance dates with the opera that 
require x number of days off-campus, but the lesson schedule is maintained). 
 
The purpose of this policy is not to discourage outside employment, but to comply with the  
Dual Employment and Other Activities Policy (University Policy Manual, Policy Number 
05.008). 
 
  

https://www.untsystem.edu/forms-library/dual-or-outside-employment-request.php
https://www.untsystem.edu/forms-library/dual-or-outside-employment-request.php
https://facultysenate.unt.edu/committee-committees
https://policy.unt.edu/policy/05-008


 

   
 

 

(4.17) Employee Information and Personal Data 
 
The University of North Texas (UNT) collects personal information from employees for the 
purpose of employment and benefits administration and protects this information from 
disclosure in accordance with federal and state law. Employees are responsible for updating 
personal information as needed or upon request. For further information regarding personnel 
files and employee information, see Employee Information and Personal Data, (University 
Policy Manual, Policy Number 05.023). 
 
College of Music Faculty Files 
 
Staff members or administrators receiving copies of documentation that belongs in the College 
of Music faculty file will be responsible for filing the documentation. Students should not 
access these files. A complete listing of the pertinent documents is below: 
 
Required Forms Upon Employment: 
Offer Letter 
Curriculum Vitae when initially hired  
Transcripts when hired  
 
Other Required Personnel Documentation: 
Annual Contract/Salary Letters 
Current Curriculum Vitae Summer 
Teaching Contracts Reappointment 
Letters 
Change of Rank and Tenure 
Notifications 
Leave Request Forms 
 
Other Forms (as pertinent): 
Request for Approval of Outside Employment Forms  
Regents Appointment Letter 
Faculty Development Leave Notification Letters 
Faculty Research Grant Award Letters 
Other Award Notification 
External Commendations (received by the college administration) 
Official Reprimands 
Other official personnel correspondences 
 
Faculty members may view the contents of their College of Music faculty file when 
accompanied by a designated staff member. Designated staff members to allow faculty access 
to the personnel files are the Assistant to the Dean, Academic Affairs and the Assistant to the 
Dean, Executive. 
 
Faculty members may request copies of the contents of their file and a designated staff 
member will arrange for a copy of the requested documents. Faculty may not remove 
documents from the official personnel file without the consent of the Dean. 

http://eagleimages.unt.edu/
https://policy.unt.edu/policy/05-023


 

   
 

 

 
The College of Music faculty files will be kept in locked file cabinets in or near the main 
office suite of the College of Music.  It should be noted that as of Fall 2021, faculty files are 
kept in electronic folders managed by the administrative assistant for the Senior Associate 
Dean for Academic Affairs. 
 
 
 

  



 

   
 

 

Section 5 
Teaching Assignments and Responsibilities 
 
(5.1) Faculty Workloads 
The responsibility for assigning faculty workloads rests with the dean, and typically will be 
delegated to the division chair. Workload assignments must be fair, equitable and transparent; 
assignments should also be consistent with the division, college and institutional mission. The 
policies and procedures listed below align with UNT’s policies on Academic Workload (06.027), 
Full-time Faculty and Academic Administrator Annual Review, and Academic Administrator 
Reappointment (06.007) and Reappointment, Tenure, Promotion and Reduced Appointment 
(06.004).  
 
Process for Assigning Workload 
 
While Policy 06.027 states that workloads are assigned annually, the division chair will 
nevertheless consult with faculty members prior to the start of each long semester to determine 
if workload adjustments need to be made and to ensure that the workload balance maximizes 
the goals of the college, division, and faculty member. For faculty, the areas of professional 
responsibility include teaching, research/creative activity, and service. Administrative roles 
held by faculty members should be reflected in the workload percentages. 
 
Generally, it is expected that a tenure-system faculty member will carry a balanced workload 
in the areas of teaching, research/creative activity, and service. Lecturer workloads do not 
include research/creative activity and therefore will typically be heavily weighted in teaching 
with less weight in the area of service. Percentage workload weights must be assigned to allow 
all faculty to fulfill their roles through a workload assignment that best reflects their efforts and 
contributions each semester. A faculty member’s total time and effort must always reflect a 
100% workload commensurate with full-time employment. 
 
In rare cases, semester workload assignments may account for uncompensated teaching in the 
Winter Session or Summer Session. However, all instructional needs in the long semesters 
must be met before considering either session as part of a faculty member’s workload. 
 
Workload Assignments 
 
Workload percentages for Teaching, Research/Creative Activity and Service vary according to 
rank (tenure-system/lecturer) and are determined by the Division Chair in consultation with 
each faculty member. Examples of possible workload balances are provided in Table 1 (see 
below). 
 
Workload percentages for each area of professional responsibility must first acknowledge the 

https://policy.unt.edu/policy/06-027
https://policy.unt.edu/policy/06-007
https://policy.unt.edu/policy/06-007
https://policy.unt.edu/policy/06-004
https://policy.unt.edu/policy/06-004


 

   
 

 

instructional needs of the College before determining percentages for scholarly/creative 
activity and service. To the greatest extent possible, workload percentages will be determined 
in a way the best reflects the faculty member’s academic goals and the mission of the College 
of Music. 
 

• Instructional settings in the College of Music are highly varied, ranging from large 
classroom lecture settings to private applied studio settings.  Collaborative teaching 
within the College of Music or with colleagues outside the College of Music are valued 
and should be considered when determining teaching percentages. The university 
defines minimum enrollments as 12 (undergraduate) and 8 (graduate) during the fall 
and spring semesters. The division chair should consult with faculty teaching classes 
with enrollments below the minimum to determine if the workload percentages should 
be adjusted. 

• Because there is extraordinary variance in the nature of scholarly/creative activity, 
workload percentages cannot be determined by quantifying hourly commitments or daily 
averages of time. Rather, to determine the percentage for scholarly/creative activity, 
faculty should draft a list of their projected activity for the semester/year to review with 
the Division Chair to decide the appropriate percentage. Typical activities in this area are 
defined in each division’s promotion and tenure guidelines (see Section 4.4 in the College 
of Music Faculty and Staff Handbook). 

• Percentages for service activity should be determined by the nature and time commitment 
of each service activity. A normal expectation for service activity would be 10%, or the 
equivalent of an average of 4 hours per week for service. Within a 15-week semester, this 
would be the equivalent of 60 hours per semester. Typical activities in this area are 
defined in each division’s promotion and tenure guidelines (see Section 4.8 in the College 
of Music Faculty and Staff Handbook). 

• Working with students on theses, dissertations, and special topics courses are part of a 
faculty member’s teaching duties and are not typically awarded a percentage weighting. 
Faculty members should consult their division chair to determine if any of these areas 
should be counted toward their percentage workload assignment. 

 
Online courses typically will count the same as a face-to-face course. However, faculty should 
consult with their division chair to determine if a greater percentage should be assigned. 
 

Revised September 1, 2025 
 
  



 

   
 

 

(5.1.1) Division of Composition Studies Faculty Workload Equity Guidelines 
 
I. Statement of Governing Principles 
The following faculty load policy in the Division of Composition Studies is a supplement to 
UNT Policy 06.027, Academic Workload, and is modeled after the ideals defined in the 
American Council on Education’s Equity-Minded Faculty Workloads: What We Can and Should 
Do Now (2022): 

• Transparency: Departments have widely visible information about faculty work 
activities available for department members to see. 

• Clarity: Departments have clearly identified and well-understood benchmarks for faculty 
work activities. 

• Credit: Departments recognize and reward faculty members who are expending more 
effort in certain areas. 

• Norms: Departments have a commitment to ensuring faculty workload is fair and have 
put systems in place that reinforce these norms. 

• Context: Departments acknowledge that different faculty members have different 
strengths, interests, and demands that shape their workloads and offer workload 
flexibility to recognize this context. 

• Accountability: Departments have mechanisms in place to ensure that faculty members 
fulfill their work obligations and receive credit for their labor. 
 

In the Division of Composition Studies, this document is intended to provide a consistent and 
accurate alignment between the actual time devoted to each of the defined workload categories 
and the workload percentages reported in the annual faculty updates.  Workload assignments 
take into account the various faculty strengths and skill sets, codifying how each faculty member 
contributes in a unique but equitable way to the overall mission of the unit and the institution 
overall.  Factors such as conditions of appointment, professional goals, and faculty rank will be 
taken into consideration when determining individual workload assignments.   
 
The primary challenge in such a task is balancing the various duties and contributions of diverse 
faculty in a way that is fair and mutually rewarding, while satisfying the needs of the unit as a 
whole.  To this end, faculty members are expected to be accountable for their part in the overall 
success of the unit within the established norms. 
 
II. Definitions for Teaching, Research, Service, and Administration 
While instructional needs of the academic unit and the College of Music take precedence over 
research/creative activity and service, it is important that workload assignments take into 
consideration how each faculty member in the unit contributes to each of these three areas in 
unique yet equitable ways.  
  
A. Teaching 
Teaching assignments within the Division of Composition Studies are generally divided into 
three categories:  

1. Classroom instruction (including lectures seminars); 
2. Individual instruction (lessons in composition, electronics, music technology, and other 

specialized topics at the graduate level); and  



 

   
 

 

3. Ensembles.   
 
While the instructional focus for each of these categories vary between undergraduate and 
graduate courses—and within undergraduate courses, between lower-level (1XXX-2XXX) and 
upper-level (3XXX-4XXX) courses—as well as between major and non-major cohorts 
(primarily in category b, individual instruction), teaching load percentages are generally 
consistent across the board, given that the overall time commitment within each of the above 
categories is fairly standardized.   The primary factor that impacts teaching load in this regard is 
new course preparation or significant overhauls to existing courses.  In these instances, faculty 
members will negotiate adjustments to the overall teaching load with the unit administrator, as 
detailed in section IV below.   
 
Course enrollment is typically not a factor when determining teaching loads within the Division 
of Composition Studies, as most of the classroom teaching consists of courses with enrollment 
ranging between 5 and 15 students.  In cases where enrollment exceeds 30 students (e.g., MUCP 
1180 — Contemporary Materials & Techniques), teaching assistants are assigned to address any 
additional workload discrepancies.   
 
The following chart includes all of the courses within the three categories indicated above, 
detailing load percentages and contact hours for each: 
  



 

   
 

 

 
  



 

   
 

 

B. Research, Creative, and Scholarly Activities 
Research, Creative, and Scholarly contributions vary widely among faculty members, and as a 
result, often present a challenge to accurately and fairly represent within the workload 
percentages.  For this reason, documentation of such activity in the annual faculty update is 
critical to justify this component of the overall workload.  While the standard workload 
percentage for Research/Scholarly/Creative activity is 40%, this load may be adjusted during the 
negotiation process detailed in section IV below if it is determined that the amount of time 
devoted to these activities falls above or below the established norms of the unit.  Modifications 
to the Research/Scholarly/Creative are typically accommodated through adjustments in the 
Service component of the faculty member’s overall workload assignment, although Teaching 
assignments may also be adjusted according to the needs of the unit at any given time. 
   
Research/Scholarly/Creative activities within the unit are detailed in section 4.5.1 of the UNT 
College of Music Faculty & Staff Handbook and must be adequately reflected in the 
documentation uploaded to the Faculty Information System for annual review of the faculty 
member.   
 
C. Service 
Service is an important component of the faculty workload in the Division of Composition 
Studies.  Because of the rather small faculty cohort relative to other units within the College of 
Music, it is critical that all faculty contribute to the service needs of the Division.  Service 
contributions are generally divided into four categories: 

1. Service to the Division: this includes attendance at regular meetings, juries, hearings, 
review sessions, recitals, search committees, and service on graduate committees other 
than major professor.  Because this category is the most critical to the general operation 
of the unit, it is important that all faculty members contribute equitably as their individual 
backgrounds and experience warrant.  Any adjustments to a faculty member’s service 
assignment generally do not impact service to the unit.   

2. Service to the College: faculty with assignments to committees within the College of 
Music that require representation from each Division (e.g., Music Undergraduate 
Curriculum Committee, COM Graduate Council) are generally exempted from serving on 
other COM committees in the interest of fairness and equitable distribution of service 
workload among the unit faculty.    

3. Service to the University: these assignments are factored into the service workload 
percentages accordingly; service requiring an excessive time commitment (e.g., officer in 
the Faculty Senate) will be accommodated by adjustments to service assignments within 
the College.   

4. Service to the Profession: faculty with significant professional service commitments (e.g., 
editorial boards, officers in professional societies, etc.) may be exempted from additional 
service to the College of University, as determined by the unit administrator prior to each 
academic year (se section IV below).   

 
Service is weighted by overall time commitment associated with each assignment.  In 
discussions with the COM Council of Division Chairs in preparation for this workload report, it 
was determined that committee assignments may be divided into three categories: 

1. High workload: defined as those that require monthly or biweekly meetings, 



 

   
 

 

significant written documentation (e.g., tenure letters, evaluations of student 
proposals), or frequent meetings with colleagues and administrators.  In the Division 
of Composition Studies, the following assignments fall into this category: 
a. College PAC/ RPTC 
b. Search Committees 
c. Faculty Senate officer 

2. “Medium workload” committees meet less frequently but require some written 
documentation (e.g., evaluations of student proposals, policy drafting, event 
organization).  In the Division of Composition Studies, the following assignments fall 
into this category: 
a. Division PAC/ RPTC 
b. Faculty Advisory Committee 
c. Undergraduate Curriculum Committee 
d. Recital committees 
e. Faculty Senate 

3. “Low workload” committees meet monthly or less frequently and require minimal 
written documentation.  In the Division of Composition Studies, the following 
assignments fall into this category: 
a. Graduate Council  
b. Advisor for student organization 
c. Faculty mentor 
d. TA/TF mentor 
e. Fine Arts Committee 

 
Service assignments beyond those listed above—e.g., chairing a search committee—will require 
discussion with the unit administrator to determine appropriate workload allocations.  
 
D. Administration 
Administration in the Division of Composition Studies is primarily restricted to two specific 
areas: 

1. Division Chair: the unit administrator is allotted a 50% workload for this assignment; the 
areas of Teaching, Research/Creative/Scholarly work, and Service account for half of a 
typical faculty member in the unit (i.e., 20%/20%/10%), although adjustments to any of 
the three categories may be made to address the non-administrative needs of the unit.  

2. Director of CEMI (Center for Experimental Music & Intermedia): this position, which is 
responsible for maintenance of facilities, oversight of 5-8 teaching assistants, concert 
production, and related duties, requires a significant time commitment and accounts for 
20% of the faculty member’s overall workload.  This percentage typically supplants the 
Teaching portion of the workload, resulting in an overall workload distribution of 
20%/40%/40%.  (Note: In the case of the CEMI director, this administrative workload is 
technically included under Service/(Administration).   

 
Other administrative assignments within the Division of Composition Studies—e.g., IARTA 
coordinator, Media Composition coordinator, Commercial Music coordinator, Electronics 
coordinator—require a lower time commitment and thus a lower workload percentage.  As with 
the CEMI director, these administrative assignments are reflected by an increase in the Service 



 

   
 

 

component of the faculty workload.  
 
III. Minimum Faculty Work Expectations  
Faculty workload distributions are generally assigned according to rank and career stage, taking 
into account among other factors the faculty member’s appointment status (e.g., research faculty 
vs. teaching faculty), tenure and promotion requirements, and area of expertise.  The following 
guidelines address each of four categories by rank.  

A. Lecturers: with an emphasis on teaching and no expectation for research or creative 
activity, the typical full-time workload is 80%/0%/20%; however, this may be adjusted 
for faculty with a higher service obligation.   

B. Probationary faculty (Assistant Professor, tenure-track): given the importance of research 
and creative activity in the promotion and tenure process, junior faculty workloads will 
include no less than 40% for research and creative activity; the typical workload is 
40%/40%/20%, but may be adjusted to increase research and creative activity (e.g., 
40%/50%/10%).   

C. Associate Professor: following the promotion & tenure process, faculty may request to 
adjust their workloads in accordance with their specializations and interests.  While the 
typical workload remains 40%/40%/20%, any of the three areas may be adjusted to better 
reflect the specific contributions of a given faculty member.  It should be noted that 
associate professors who wish to be considered for promotion to full professor are 
advised to maintain a research/creative percentage of at least 40%.     

D. Professor: As with associate professors, faculty at this rank typically carry a workload of 
40%/40%/20%, but may also request adjustments to reflect their specializations and 
interests without impacting other unit faculty.  

 
Minor fluctuations to these norms are not uncommon, as needs of the unit and faculty within the 
unit change semester to semester.  However, such variations are typically distributed across the 
faculty in such a way to promote equity and fairness and alleviate internal conflicts.   
 
Faculty members who request to increase the research/creative component of their workload 
must make a compelling case to do so, as this implies that their professional activity is 
significantly greater than that of other faculty within the unit.  It is important to note that any 
changes to a given faculty member’s workload must not adversely impact the workloads of other 
faculty members in the Composition Division.  This is an important consideration for the unit 
administrator when making any such adjustments.  
  
IV. Annual Process for Establishing Faculty Workloads  
UNT Policy 06.027—Academic Workload details the process by which individual faculty may 
determine annual workloads.  While these conversations may take place as early as the spring 
semester prior to the start of a given academic year, the final workloads are not typically 
confirmed until the month before the beginning of the academic year, as there are often 
circumstances that arise which will affect the final teaching load percentages.  For junior faculty, 
the assigned mentor may also be involved in these discussions.  In those cases, a priority is 
placed on establishing a workload that allows for adequate time to focus on those activities that 
are considered critical for success in the promotion and tenure process. 
  



 

   
 

 

  
In cases of special projects (such as significant commissions, grants, fellowships, etc.), 
workloads may be renegotiated with the unit administrator and adjusted accordingly.  This is also 
the case with instructional demands beyond the norm, such as new course preparation or 
significant overhauls to existing courses.  In these instances, the faculty member will meet with 
the unit administrator no later than two months prior to the start of the semester(s) in question to 
negotiate reasonable adjustments to the teaching load that do not unfairly impact other faculty 
within the unit.   
 
Any disputes concerning faculty load decisions may be filed by the faculty member in 
accordance with the College of Music grievance guidelines and procedures and the UNT Policy 
06.051 Faculty Grievance. 
 
V. Promotion and Tenure Standards & Annual Review Guidelines 
These guidelines for the Division of Composition Studies may be found in the September 2024 
edition of the UNT College of Music Faculty & Staff Handbook 
(https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf), 
specifically sections 4.4.1 (pp. 25-29) and 4.5.1 (pp. 66-73).  The current Handbook may be 
found on the UNT College of Music Website under “Resources for Faculty and Staff” 
(https://music.unt.edu/resources/faculty-and-staff/index.html).  
 
VI. Publication of Annual Workload Assignments 
Final workload distributions are published at the beginning of each semester, once the final 
studio assignments have been made for composition lessons, electronics lessons, and other 
individual instruction.  These assignments are provided to all division faculty by email to ensure 
transparency.  While the annual assignment is made at the beginning of each academic year, it is 
occasionally the case that teaching loads are distributed unevenly between the fall and spring 
semesters due to course rotations or fluctuations in lesson enrollment: for example, a faculty 
member with a 40% teaching load may be assigned 25% in the fall and 15% in the spring as a 
result of these instructional variances.  For this reason, it is important that workloads are posted 
each semester for the sake of clarity.   
 
VI. Review and Revision of Faculty Workload Policy 
Workload guidelines are subject to revision and may be discussed at any time during the regular 
Composition Division faculty meetings.  Revisions to the policies included herein must be 
approved by a vote of all full-time faculty members within the unit.  

Approved September 1, 2025 
  

https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/resources/faculty-and-staff/index.html


 

   
 

 

(5.1.2) Division of Conducting and Ensembles Workload Guidelines 
Equity-Minded Workload 
Per UNT policy 06.027, faculty members at the University of North Texas have a variety of 
duties and responsibilities associated with the mission of the institution, including the essential 
functions of teaching, research/scholarship/creative activities, and professional 
service/leadership. Work in these areas constitutes the faculty member’s professional obligation 
to the University and must reflect a 100%-time effort. 
 
UNT policy 06.027 states: Workload equity is supported by having a workload guideline that 
includes specific criteria that ensure faculty have equitable access to, communication of, and 
assignment of workload. 
 
The following policy is designed to promote the following ideals developed by the American 
Council on Education’s Equity-Minded Faculty Workloads: What We Can and Should Do Now. 
 

• Transparency—Departments1 have widely visible information about faculty work 
activities available for department members to see. 

• Clarity—Departments have clearly identified and well-understood benchmarks for 
faculty work activities. 

• Credit—Departments recognize and reward faculty members who are expending more 
effort in certain areas. 

• Norms—Departments have a commitment to ensuring faculty workload is fair and have 
put systems in  

• place that reinforce these norms. 
• Context—Departments acknowledge that different faculty members have different 

strengths, interests, and demands that shape their workloads and offer workload 
flexibility to recognize this context. 

• Accountability—Departments have mechanisms in place to ensure that faculty members 
fulfill their work obligations and receive credit for their labor is committed to principles 
of equity-minded faculty workload. 

 
(O’Meara, Culpepper, Misra, and Jaeger, page iv) 

 
I. Division Workload Guiding Principles 
The Division of Conducting and Ensembles faculty contributes to the mission of the University 
of North Texas College of Music through teaching, creative/research/scholarly activity, and 
service. Our division workload policy is guided by the principles of establishing equity and 
transparency in workload assignments, while recognizing the diverse ways our faculty members 
contribute to the work of the Division, College, University, and community. Workload 
assignments are made by the division chair, in consultation with each faculty, to provide an 
exceptional education to the students of the Division, and for the success of each faculty member 
in their individual teaching, creative/research/scholarly activity, and service goals.  
 

 
1 Though O’Meara, Culpepper, Misra, and Jaeger use “department” in this source, it should be understood as 
“division” for the purposes of the organization of the University of North Texas College of Music. 



 

   
 

 

Faculty workloads should be consistent with:  
• The teaching, creative/research/scholarly, and service mission of the Division 
• The Division expectations for tenure and promotion 
• The College of Music Workload Policy 
• The University Workload Policy    

 
II. Annual Workload Percentages 
According to the guidelines set forth by the University of North Texas, the standard annual 
workload distribution for all full-time tenured or tenure track faculty is 40% Teaching, 40% 
Creative/Research/Scholarly activity, and 20% Service.2 Workload is the responsibility of the 
Dean, who typically delegates the assignments to the chair per the College of Music Handbook 
(5.1). An individual faculty member’s overall workload division for a particular academic year, 
therefore, is determined by the division chair in consultation with the faculty member. The 
standard annual workload for a full-time, professional (non-tenure-track) faculty member is a 
teaching assignment of 80% with the balance of the workload comprised of 20% Service. 
 
A. Teaching 
As stated above, the standard annual workload distribution for tenured and tenure-track faculty is 
40% for teaching. This is equal to two three-credit lecture-courses per semester i.e., 10% x 2 = 
20% x 2 semesters = 40%. Regarding conducted ensembles, the percentage weighting is 15% per 
major laboratory (MULB) and 10% per laboratory or ensemble (MUEN) per semester. 
Regarding applied lessons, NASM recommends 18 hours of applied students being equal to a 
full teaching load per semester. The College of Music subtracts two hours from 18 to account for 
Studio Class and Departmental Recital. Therefore, 20% divided by an allocation of 1.25% for 
applied teaching = 16 students for one semester. 
 
Following the guidelines given in the College of Music Faculty Handbook (5.1), the Division of 
Conducting and Ensembles will assign the following load percentages for teaching: 
 
 
 
 
 
 
  

 
2 See Workload Model Table, p. 118, in The College of Music Faculty and Staff Handbook for guidelines used by 
the College of Music to determine the weighting of effort for instructional assignments and determining the 
appropriate workload percentage for teaching. 

https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf


 

   
 

 

Division of Conducting and Ensembles 
Annual Workload Percentages for Teaching 
 
CONDUCTING AND 
ENSEMBLES 
 COURSES3 

CREDIT 
HOURS  

CONTACT 
HOURS  

% WEIGHTING  
PER SEMESTER  
Tenured/Tenure 
Track faculty 
[40/40/20 load] 

% WEIGHTING  
PER SEMESTER  
Professional 
faculty  
[80/20 load] 

ENSEMBLES     
Major Laboratory 
MULB 1801, 1802, 
1805, 1806, 1807, 1809, 
1810, 1813, 1815, 1816, 
5171, 5172, 5173 

1  Variable, 
between 4 
and 6 

10–15%  Same 

Ensembles 
MUEN 5530 

1  3 10%  Same 

 CLASSROOM         
Class Conducting 
MUAG 3800, 3820, 
3870, 5800, 5805, 5850 

2  3  10%  Same 

Literature/Repertoire 
MUAG 4050, 5810, 
5811, 5812, 5815, 5820, 
5860, 5861 

2 3 10% Same 

Advanced Studies 
MUAG 5000, 6850 

3 3 10% Same 

APPLIED LESSONS       
Applied Lessons 
MUAM 5533, 6533 

3 1 1.25%  Same 

DISSERTATION        
MUGC 6954 
(DMA student in final 
semester; may claim 
only once per student.) 

   1.25% Same 

ADMINISTRATIVE        
Area Coordinator 
Choral, Early Music, 
Orchestral, Wind 

  2.5%  

     
 
 
If a faculty member receives salary augmentation for any part of their workload, the duties and 

 
3 Dual-listed courses, such as concurrent undergraduate and graduate sections of the same ensemble or class (ex. 
MULB 1801 and 5171), account for one course. 



 

   
 

 

responsibilities of the workload for which they receive compensation is expected to occur in 
addition to assigned workload rather than receiving additional load credit. If a faculty member 
deems that their work for an augmented task is larger than augmentation allows for, the faculty 
member should make note of this in their annual report. The faculty member may also negotiate 
a larger workload percentage with the division chair accordingly. Service as Associate Chair and 
Division Chair may be allocated both augmentation and load release as approved by the Dean of 
the College. 
 
B. Creative/Research/Scholarly Activities 
The typical Creative/Research/Scholarly Activity workload allocation for a Conducting and 
Ensembles tenured or tenure-track faculty member is 40% per year. This workload percentage 
may be negotiated with the Chair of the Division of Conducting and Ensembles for faculty who 
have special duties, responsibilities, and/or considerations. For a full-time, professional (non-
tenure-track) faculty member, there is not a Creative/Research/Scholarly workload assignment. 
 
Opportunities for professional recognition outside the University vary greatly in nature and 
extent among the various conducting disciplines represented in the Division of Conducting and 
Ensembles. Consequently, a faculty member in this Division shall be evaluated according to 
standards that are appropriate for the faculty member’s ensemble specialization. 
 
Creative and professional activity for members of this Division is normally centered on ensemble 
performance, either as conductor, or as a director preparing an ensemble for collaborative 
performance. Related activities, such as preparing compositions or arrangements, adjudication 
and clinics, seminars, workshops and camps are also part of this work. Though conductors are 
generally more involved in performance-related activities, appropriate recognition shall 
nonetheless be given for publications (books, articles, translations, program notes, educational 
materials, and commercially released CD and DVD recordings) and research (pedagogical and 
musicological, including public presentation of work in progress). 
 
Recognition shall also be accorded to awards and honors such as prizes and grants; participation 
in professional organizations (offices held or other professional contribution) shall be considered 
as evidence of positive professional recognition. Other creative and professional activities not 
herein enumerated which serve to enhance the reputation of the faculty member should also be 
given proper recognition. 
 
Significance shall be determined and/or negotiated for those activities, whether internal or 
external and not limited to UNT performing ensembles, which increase the regional, national 
and/or international reputation of the faculty member and the College of Music. Appropriate 
weight will be given to the level of the ensemble conducted, since the top ensembles have more 
opportunities. Work such as recordings, appearances at major conferences within the field must 
be considered. Collaborative efforts, both internally and externally will be considered. 
 
In all these categories, weight and significance shall be in proportion to the scope of the activity 
(local, regional, national and international) and the professional stature of the entity with which 
the activity is associated. 
 



 

   
 

 

Faculty must document their Research/Creative/Scholarly activity in the Faculty Information 
System (FIS) or platform currently in use. The following are examples of materials to upload to 
document activity in this area of evaluation: 

• Performances both on- and off-campus. 
• Conducting outside of UNT instructional responsibilities. 
• Audio or video recordings. 
• Master classes, clinics, guest lectures, and/or panel discussions, live, recorded, or on 

virtual platforms. 
• Serving as editor of a journal and/or series. 
• Scholarly and creative publications including reviews of books, articles, compositions, or 

performances; scholarly editions; essays; books or book chapters; workbooks; articles 
published in trade journals. 

• Original compositions or arrangements. 
• Industry consultation/development of new resources. 
• External adjudication. 
• Leadership of and/or contribution to professional organizations (may be listed in Service 

instead as desired and needed). 
• Grants, honors, and awards for research/creative activity. 
• Pursuit of faculty development opportunities. 
• Any other evidence of continued scholarly, creative, and professional growth. 

 
C. Service 
The typical Service workload allocation for Conducting and Ensembles faculty member (tenured, 
tenure-track, and full-time professional or non-tenure-track) is 20% per year. This workload 
percentage may be negotiated with the Chair of the Division of Conducting and Ensembles for 
faculty who have special duties, responsibilities, and/or considerations. Faculty must document 
their service activities in the Faculty Information System (FIS) or platform currently in use.  
 
Standard division service includes activities that are generally expected of faculty members, 
including, but not limited to, the following: 

• Attending and participating in division meetings. 
• Communicating in a professional and timely manner. 
• Being present on campus in a way that is appropriate to the teaching assignment. 
• Attending the faculty’s home area performances. 
• Designing and grading qualifying exams. 
• Participating in large ensemble placement auditions each year and/or semester, as 

applicable. 
• Communicating with prospective students. 
• Attending lectures by job candidates and guest artists. 
• Attending and participating in COM audition days and/or area-specific graduate 

auditions.  
• Participating in MM, DMA, and related field committees. 
• UNT-mandated trainings, commencements, events. 
• Serving as faculty mentor to students and student organizations. 
• Writing letters of recommendation and external reviews for non-UNT faculty. 



 

   
 

 

• Following division policies and procedures. 
 
This standard division service will comprise 6% of each Conducting and Ensemble faculty 
member’s service work. The chair and each faculty member will negotiate the additional 14% 
portion of service to optimize the benefit to the institution, the profession, and the faculty 
member. This service portion can encompass a combination of available college, university, and 
external service, as coordinated between the faculty member and chair.  
 
The Division of Conducting and Ensembles is committed to protecting pre-tenured and 
professional faculty from the burden of institutional service that does not directly relate to tenure 
or teaching. Senior and tenured faculty members will be the first to volunteer for these forms of 
service. Institutional service is defined as any service that occupies time for university matters, 
such as being a Senator while also serving on an ad hoc Senate committee. It is always advisable 
to consult with the chair before accepting additional committee work, especially if it may impact 
a pre-tenured faculty member’s teaching and research. 
 
Different types of service may be necessary for various faculty stages and tracks (e.g., lecturers 
versus assistant professors or full professors). Assistant professors should be allowed to negotiate 
service that can advance their research and performing activities.   
 
Lecturer service may look qualitatively different from the service of tenure-track members. 
Faculty who are lecturers should be allowed to negotiate service that could advance their skill 
sets. Negotiated service for professional faculty might include service within the practitioner 
domain; practitioner-related service shall hold equal value to scholarly activities evaluated 
through the Maximum/Moderate/Minimum scale below. 
 
Chair and faculty discussion sessions will be pivotal in accurately negotiating each faculty 
member’s scope of service activities. For instance, when combined, numerous minimum service 
activities may constitute moderate-level activity for a faculty member. The chair can guide 
faculty on activities that serve their best interest at various career stages. The chair and the 
faculty member should discuss details such as the amount of time required and the 
profile/reputation of the task while weighing the scope of service duties for the individual. The 
negotiation outcomes should be shared with the division’s PAC for full transparency. 
 
Examples of service activities that could qualify for a MAXIMUM level (8%) of service time 
include:  

• Serving on the division PAC or RTPC (as Chair, 10%). 
• Serving as a chair of a search committee (as Chair, 10%). 
• Serving on the GPDC as a committee member (as Chair, 10%). 
• Serving on DMA Dissertations/Advising if not part of Teaching load. 

 
Possible examples of service activities that would count for a MODERATE level (5%) of service 
time include: 

• Serving as a search committee member. 
• Serving as a peer review/external review committee member. 
• National and international clinics or workshops for lecturers (since there are no research 



 

   
 

 

or creative activity requirements, this can be counted as a service). 
• Coordinating a seasonal program (e.g., Conductors Collegium, Choral Conducting 

Workshop, Orchestral Conducting Symposium, All-State Choir Camp, UNT Blast, etc.). 
• Leadership of and/or contribution to professional organizations (may be listed in 

Creative/Research/Scholarly instead as desired and needed). 
• Serving on a university-level or college-level ad hoc committee. 

 
Possible examples of service activities that would count for a MINIMUM level (2%) of service 
time include: 

• Serving as an advisor to a student group. 
• Serving on an editorial board that reviews documents once a year. 
• Serving as a guest reviewer for a journal. 
• MM or DMA related field committees. 
• Serving on the Undergraduate Curriculum Committee. 
• College PAC or RTPC committee member. 
• Serving as a faculty mentor to a faculty colleague. 

 
Student ensemble travel and recording are considered part of the teaching load for those 
ensembles. However, when high-stakes performances are approaching, the faculty member and 
chair can negotiate the service percentage, recognizing that time is finite. 
 
 
III. Timeline for Workload Negotiation 
A faculty member negotiates their workload with the division chair, as indicated in UNT Policy 
06.027 Academic Workload. Each workload applies to the following academic year. 
 

A. The division chair sends the Conducting and Ensembles teaching and service workload 
percentage calculation tools to faculty the week prior to the start of classes each term. 

 
B. Each term, by 5 PM on the Monday following census date (Friday of the second week of 

classes), faculty will return their workload calculations for teaching and service to 
division chair as a starting point for workload determination for the term. A faculty 
member and chair will meet and/or correspond to finalize workload percentages for the 
term. 

 
C. If the division chair does not agree with or accept the workload forms submitted by a 

faculty member, the division chair must notify the faculty member in writing. The faculty 
member may file a grievance, following the division’s grievance guidelines and 
procedures, the college’s grievance guidelines and procedures, and UNT Policy 06.051 
Faculty Grievance. 

 
 
IV. Adjustment of Standard Annual Workload Percentages 
The standard workload percentages may be negotiated with the Chair of the Division of 
Conducting and Ensembles for faculty who have special duties and responsibilities. 
 



 

   
 

 

During the workload negotiation process, faculty may request an adjustment of standard annual 
workload percentages for various reasons (e.g., consistently superior performance, especially 
high demands, circumstances beyond the control of the faculty member, etc.). 
 
 
V. Publication of Workload Percentages  
A listing of committee assignments and workload percentages for all Conducting and Ensembles 
faculty will be available on a spreadsheet with names redacted in the Conducting and Ensembles 
Division tab on Microsoft Teams. 
 
 
VI. Annual Evaluation and Tenure and Promotion Standards 
The Division of Conducting and Ensembles Reappointment, Promotion, and Tenure Committee 
(RPTC) will evaluate faculty based on their performance in the areas of teaching, 
creative/research/scholarly activity, and service. The expectation for satisfactory performance 
will be determined by percentages assigned for the academic year. Annual review will follow the 
standards outlined in the College of Music Faculty Handbook, section 4.5.2. Tenure and 
promotion review will follow the division’s standards outlined in the College of Music Faculty 
Handbook, section 4.4.2. Faculty should keep in mind that satisfactory completion of annual 
review does not guarantee satisfactory completion of standards for tenure and promotion. In case 
of any discrepancy between this document and the College of Music Faculty Handbook, the 
faculty handbook will supersede. 
 
 
VII. Reviewing and Revising the Workload Guidelines 
Revisions to the Workload Guidelines will be approved by a vote of all full-time division faculty. 
 
 

Proposed April 13, 2025 
Approved September 1, 2025 

 
 
  

https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_4-1-2025.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_4-1-2025.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_4-1-2025.pdf


 

   
 

 

(5.1.3) Division of Instrumental Studies Workload Guidelines 
 

I. Equity-Minded Workload 
Per UNT policy 06.027, faculty members at the University of North Texas have a variety of 
duties and responsibilities associated with the mission of the institution, including the essential 
functions of teaching, research/scholarship/creative activities, and professional 
service/leadership. Work in these areas constitutes the faculty member’s professional obligation 
to the University and must reflect a 100%-time effort. 
 
UNT policy 06.027 states: Workload equity is supported by having a workload guideline that 
includes specific criteria that ensure faculty have equitable access to, communication of, and 
assignment of workload.  
 
The following policy is designed to promote the following ideals developed by the American 
Council on Education’s Equity-Minded Faculty Workloads: What We Can and Should Do Now. 
  

• Transparency – Departments have widely visible information about faculty work 
activities available for department members to see. 

• Clarity – Departments have clearly identified and well-understood benchmarks for 
faculty work activities. 

• Credit – Departments recognize and reward faculty members who are expending more 
effort in certain areas. 

• Norms – Departments have a commitment to ensuring faculty workload is fair and have 
put systems in place that reinforce these norms. 

• Context – Departments acknowledge that different faculty members have different 
strengths, interests, and demands that shape their workloads and offer workload 
flexibility to recognize this context. 

• Accountability – Departments have mechanisms in place to ensure that faculty members 
fulfill their work obligations and receive credit for their labor is committed to principles 
of equity-minded faculty workload.  

(O’Meara, Culpepper, Misra, and Jaeger, page iv) 
 
II. Annual Workload Percentages 
 
A. Instructional Load 
Instructional load is assigned percentages based on courses taught and duties corresponding to 
serving as a student’s major professor.  
 
Workload percentages must prioritize the instructional needs of the College of Music before 
determining percentages for scholarly/creative activity and service. To the greatest extent 
possible, workload percentages will be determined in a way that best reflects a faculty member’s 
academic goals in addition to the mission of the College of Music.  
 
Following the guidelines given in the College of Music Faculty Handbook, the Instrumental 
Studies Division allocates the following instructional load percentages: 
 

https://policy.unt.edu/sites/policy.unt.edu/files/06.027%20Academic%20Workload_0.pdf
https://policy.unt.edu/sites/policy.unt.edu/files/06.027%20Academic%20Workload_0.pdf
https://www.acenet.edu/Documents/Equity-Minded-Faculty-Workloads.pdf


 

   
 

 

 Tenure/ 
Tenure 
track 
faculty 

Professional 
faculty 
[80/20 load] 

 

1 hour applied lesson 1.25%  2%     
.5 hour applied lesson .625% 1%  
Chamber ensemble coaching 1.25% 2%   
MULB ensemble conducting 
Note: enter half this 
percentage if responsibilities 
are shared. 

10% 20% Assumes 3 credit hour course 

MUEN conducting 1.5% 4.8% Per weekly contact hour 
MUGC 6900 (DMA student 
final semester) 
Note: may only claim once per 
student per college policy. 

1.25% 2%  

Departmental or Studio Class 
Note: may only claim one or 
the other for instructional 
load. If faculty do both each 
term, one may count towards 
Service load. 
Note: enter half this 
percentage if class is shared. 

1.25% 2%  

MUAG 4360, 5360, 6360 or 
6370 
Note: enter half this 
percentage if class is shared. 

3.33%  6.67% 3.33% per weekly contact hour 
for classes with 5 or  
more students per state 
guidelines. Otherwise,  
class is defined as Independent 
Study. 

MUAG 6360/6370 
Independent Study 

1.25% 2%   

MUGC 4890/5890: Studies in 
Music (orchestral excerpt and 
repertoire classes-4+ students) 
Note: enter half this 
percentage if class is shared. 

1.5% 4.8% Per weekly contact hour 

ADMINISTRATIVE 
ASSIGNMENTS 

     

Area Coordinator 2.5% 8%    
Area Chamber Music 
Coordinator 

2.5% 8%   

 
If a faculty member receives salary augmentation for any part of their workload, the duties and 
responsibilities of the workload for which they receive compensation is expected to occur in 
addition to assigned workload rather than receiving additional load credit.  If a faculty member 



 

   
 

 

deems that their work for an augmented task is larger than augmentation allows for, the faculty 
member should make note of this in their annual report. The faculty member may also negotiate 
a larger workload percentage with the division chair accordingly.  Service as Associate Chair and 
Division Chair may be allocated both augmentation and load release as approved by the Dean of 
the College. 
 
B. Research/Creative/Scholarly  
Faculty must document their Research/Creative/Scholarly activity in the Faculty Information 
System (FIS) or platform currently in use. The following are examples of materials to upload to 
document activity in this area of evaluation: 

1. Performances both on- and off-campus.   
2. Audio or video recordings.  
3. Master classes, clinics, guest lectures, and/or panel discussions, live, recorded, or on 

virtual platforms.  
4. Scholarly and creative publications including reviews of books, articles, compositions, or 

performances; scholarly editions; essays; books or book chapters; workbooks; articles 
published in trade journals. 

5. Original compositions or arrangements.  
6. Conducting outside of UNT instructional responsibilities.  
7. Industry consultation/development of new equipment/resources.  
8. External adjudication.  
9. Serving as editor of a journal and/or series. 
10. Leadership of and/or contribution to professional organizations (may be listed in Service 

instead as desired and needed).  
11. Grants, honors, and awards for research/creative activity.  
12. Pursuit of faculty development opportunities.  
13. Any other evidence of continued scholarly, creative, and professional growth. 

 
 
The typical Research/Creative/Scholarly workload allocation for an Instrumental Studies faculty 
member is 40% per year. This workload percentage may be negotiated with the Chair of the 
Division of Instrumental Studies for faculty who have special duties, responsibilities, and/or 
considerations. 
 
C. Service    
Faculty must document their service activities in the Faculty Information System (FIS) or 
platform currently in use. The following are examples of materials to upload to document 
activity in this area of evaluation: 
 

1. University committee participation such as: Faculty Senate and Committees, Faculty 
Grievance, and Fine Arts Committees. 

2. College committee participation such as PAC/RPTC, FAC, GPDC, search committees, 
UGCC, GCC, colleague PDP committees, Concerto Committee, and Pi Kappa Lambda 
leadership. 

3. Division PAC/RPTC committee participation. 
4. Other division committee participation such as TA/TF selection committees.   



 

   
 

 

(e) Working for College of Music recruitment events. 
5. Documentation of prospective student lessons. 
6. Student recital, dissertation, and exam committee membership when a student is outside 

of one’s own studio.  
7. Adjudicating on-campus events such as chamber music concerts, concerto competition, 

Papich Competition, and ensemble placement auditions.  
8. Serving as faculty mentor.  
9. Serving as advisor to student organizations including music service fraternities.  
10. Service to the profession such as external reviews, providing reference letters for 

colleagues, and leadership or committee assignments in professional associations and 
organizations.  

11. Service to the community such as volunteer participation as a consultant or board 
member, committees, etc.  

12. Oversight, maintenance, and/or repair of instrument collections.  
13. Other special assignments or administrative duties.  
14. Other utilization of the professional abilities and expertise with nominal compensation or 

without compensation on behalf of continuing education in music or in the service of 
government agencies, citizen’s groups, educational, religious, and/or charitable 
organizations or institutions at the local, state, national, or international levels. 

 
The standard service load for an Instrumental Studies faculty member typically ranges between 
10% and 20%. The division chair and the faculty member will negotiate the service percentage 
along with consideration of instructional assignments and research/creative/scholarly activities.  
 
While Instrumental Studies faculty are encouraged to be of service within areas that best suit 
their inclinations and talents, faculty are also expected to participate regularly in committee work 
for the university, college, or division.  
 
Service to the division includes the following activities expected of all faculty members:   

• Actively participating in faculty governance at division, college, and/or university levels. 
• Regularly attending and participating in college, division, and area meetings. 
• Participating in MM, DMA, and/or PhD advisory committees when not serving as major 

professor. 
• Completing mandatory training (e.g., Cybersecurity, Ethics, FERPA, Title IX).  
• Adhering to university policies and providing timely administrative information.  

 
These standard activities will be given a 2.0% allocation per year for service workload. 
 
Instrumental Studies faculty must also engage in regular recruitment activities as follows: 

• Reviewing and evaluating prescreen and video auditions. 
• Attending College of Music audition dates and evaluating applicants. 
• Entering admission decisions into the GetAcceptd platform or the platform currently in 

use. 
• Responding to prospective student inquiries in a timely fashion. 
• Submitting scholarship and TA/TF decisions in a timely fashion. 
• Communicating with accepted students until subsequent enrollment. 



 

   
 

 

 
These expected recruitment functions are assigned a 3.0% allocation per year. Faculty on leave 
who continue participating in these activities during their leave will receive this allocation for the 
period of approved leave. 
 
Other service activities will be given an allocation based on the attached Instrumental Studies 
Service table. Since committee chairs often have added duties, serving as the chair of select 
committees will add to the percentage points of the workload accordingly as indicated in 
Instrumental Studies Service table. 
 
For service on any committee not listed, a faculty member will communicate with their chair, 
determine which division committee has the most similar workload, and receive the same 
percentage as that comparable committee. The general duties for each committee can be found 
on the Instrumental Studies Service table. 
 

Example: A faculty member serves the Executive Board of her instrument’s professional 
organization and spends 30 hours per year in the role. This will count for 3% of the 
annual service load.  

 
The remainder of a faculty member’s service load is derived from the list of service activities 
compiled in Division Annual Evaluation and Tenure and Promotion Standards. The summation 
of these activities will comprise a faculty member's total service allocation.  
 

Example: Same faculty member serves on a division search committee, is the search 
committee chair, serves on the IS PAC/RTPC, and served 20 graduate recitals outside 
their own student in the year. In addition, she serves on the Executive Board of her 
instrument’s professional organization.  
 
The service allocation is (2% basic service) + (3% recruitment) + (4% search 
committee) +(1% search committee chair) +(2% IS PAC/RPTC) +(2% recital 
committees) + (3% executive board)=17% total for year. Remaining 3% accounted for 
by other items on the list of service activities in Division Handbook. 

 
A faculty member will enter their service activities into the division service workload calculator 
before the beginning of each academic year to determine the basis for their service workload. 
The average workload of a faculty member over the past three years will be considered when 
allocating percentages. 
 
C. Administration 
Load will be assigned to some Instrumental Studies Division administrative roles as follows, 
notably faculty members who serve as Area Coordinator for Brass, Percussion, String, or 
Woodwind Areas and faculty serving as Chamber Music Coordinator for the College or for the 
Brass, String, and Woodwind Areas. Other administrative roles may receive load credit at the 
discretion of Division Chair. If a faculty member is serving in an administrative capacity not 
listed here, the Chair will determine which administrative role has a similar workload and will 
assign the same percentage for comparable work.  Duties of area and chamber coordinators are 



 

   
 

 

outlined in the attached governance document.  
Area Coordinator  2.5% per term 
Chamber Music Coordinator (Area) 2.5% per term 
Chamber Music Coordinator (College) 2.5% per term 

 
Duties of the area coordinator are outlined in the Instrumental Studies Area Coordinator 
governance document. 
 
In the Instrumental Studies Division, the typical workload distribution for tenure-track and 
tenured faculty members is 40% (instruction), 40% (research/creative/scholarly), 20% (service) 
per year. (20/20/10 per term). The typical workload distribution for professional faculty members 
is 80% (instruction)/20% (service). 
 
Faculty colleagues may consult with the division chair to determine if a different allocation best 
suits their current situation. 
 
III. Timeline for Workload Negotiation 
A faculty member negotiates their workload with the division chair, as indicated in UNT Policy 
06.027 Academic Workload. Each workload applies to the following academic year. 

A. The division chair sends the Instrumental Studies instructional and service workload 
percentage calculation tools to faculty the week prior to the start of classes each term. 

B. Each term, by 5 pm on the Monday following census date (Friday of the second week of 
classes), faculty will return their workload calculations for instruction and service to 
division chair as a starting point for workload determination for the term. A faculty 
member and chair or associate chair will meet and/or correspond to finalize workload 
percentages for the term. 

C. If the division chair does not agree with or accept the workload forms submitted by a 
faculty member, the division chair must notify the faculty member in writing. The faculty 
member may file a grievance, following the division's grievance guidelines and 
procedures, the college's grievance guidelines and procedures, and UNT Policy 06.051 
Faculty Grievance.  

  
IV. Adjustment of Standard Annual Workload Percentages 

A. The standard workload percentages may be negotiated with the Chair of the Division of 
Instrumental Studies for faculty who have special duties and responsibilities. 

B. During the workload negotiation process, faculty may request an adjustment of standard 
annual workload percentages for various reasons (e.g., consistently superior performance, 
especially high demands, circumstances beyond the control of the faculty member, etc).  

 
 
V. Publication of workload percentages and assignments 
A listing of committee assignments and workload percentages for all Instrumental Studies 
faculty will be available on a spreadsheet with names redacted in the Instrumental Studies 
Division tab on Microsoft Teams. 
 
VI. Annual Evaluation and Tenure and Promotion Standards 

https://music.unt.edu/sites/default/files/instareacoordinatorresponsibilitiesfinalfeb22.pdf
https://music.unt.edu/sites/default/files/instareacoordinatorresponsibilitiesfinalfeb22.pdf
https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf
https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf


 

   
 

 

The Instrumental Studies Division RPTC will evaluate faculty based on their performance in the 
areas of teaching, research, and service. The expectation for satisfactory performance will be 
determined by percentages assigned for the academic year. 
 
Annual review will follow the standards outlined in the College of Music Faculty Handbook, 
section 4.5.3. Tenure and promotion review will follow the division’s standards outlined in the 
College of Music Faculty Handbook, section 4.4.3.  
 
Faculty should keep in mind that satisfactory completion of annual review does not guarantee 
satisfactory completion of standards for tenure and promotion. In case of any discrepancy 
between this document and the College of Music Faculty Handbook, the faculty handbook will 
supersede.  
 
VII. Reviewing and Revising the Workload Guidelines 
Revisions to the Workload Guidelines will be approved by a vote of all full-time faculty. 
 
References 
American Council on Education. (2022). Equity-Minded Faculty Workloads: What We Can and 
Should Do Now. https://www.acenet.edu/Documents/Equity-Minded-Faculty-Workloads.pdf 
 
College of Music Faculty Handbook. https://music.unt.edu/facultyhandbook/section5#section5.1 
UNT Policy 06.027 Academic Workload. 
https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload_0.pdf 
 
Instrumental Studies Area Coordinator Governance Document 
https://music.unt.edu/sites/default/files/instareacoordinatorresponsibilitiesfinalfeb22.pdf 
 
 

Approved by a vote Division of Instrumental Studies Faculty-3/28/2025 
Approved September 1, 2025 

 
 
 
  

https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
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(5.1.4) Division of Jazz Studies Workload Policy 
 
I. Division Workload Guiding Principles 
The Division of Jazz Studies faculty contributes to the mission of the University of North Texas 
College of Music through teaching, creative/research/scholarly activity, and service. Our division 
workload policy is guided by the principles of establishing equity and transparency in workload 
assignments while recognizing the diverse ways our faculty members contribute to the work of 
the Division, College, University, and community. Workload assignments are made by the 
department chair, in consultation with each faculty, to provide an exceptional education to the 
students of the Jazz Division and for the success of each faculty member in their individual 
teaching, creative/research/scholarly activity, and service goals.  
 
Faculty workloads should be consistent with the following:  

• The teaching, creative/research/scholarly, and service mission of the Division 
• The Division expectations for tenure and promotion 
• The College of Music Workload Policy 
• The University Workload Policy    

 
II. General Criteria:  
The criteria for evaluation shall be consistent with the requirements as stated in the University 
Policy Manual, section 06.007 (Full-time Faculty and Academic Administrator Annual Review, 
and Academic Administrator Reappointment). 
 
This document is intended for use by tenure-track faculty as they plan their work on the path 
towards tenure and by those who evaluate them. To be maximally useful, it must clearly state the 
types of work to be assessed, what counts as evidence of achievement, and what standards will 
be used to evaluate it. It must determine when faculty work is meeting expectations fully, when it 
has fallen short, and when it has exceeded expectations. It must be reviewed often and revised 
according to changes in the types of work expected and their relative value. Finally, it must 
provide a framework for demonstrating increasing expectations as the program, the college, and 
the university work towards higher standards of excellence. It should be evident by comparing 
existing and proposed portions of the document that follows that if the faculty accept all or any 
of the proposed revisions, this will constitute a significant increase in rigor that provides the 
foundation for future gains. 
 
Each division in the College of Music has its criteria because the nature of teaching, research, 
and service and the balance among them are different in each music discipline. Faculty in Jazz 
Studies endorses the importance of producing a body of work that peers can evaluate. Faculty in 
Jazz Studies value teaching and research equally. While service receives secondary emphasis, it 
is considered necessary because it serves the institution's needs, the professional community, and 
society. 
 
These criteria should be used with an awareness of the history of the jazz studies program. The 
primary reason for the early prominence and continued excellence of the program is the early 
faculty's dedication to teaching. We maintain an even balance between teaching and research. 
We have a faculty who collectively are prominent nationally and internationally as performers, 



 

   
 

 

composers, conductors, and authors. We retain a core value and a commitment to our students' 
artistic and intellectual growth. Faculty are expected to focus their Teaching and 
Research/Creative activities on their respective area(s) of expertise. 
 
TEACHING 
Effective teaching in the Division of Jazz Studies shall be characterized by a commitment to 
excellence demonstrated by a measurable positive outcome.  
 
Types of work to be evaluated 

• Classroom teaching (faculty members may request observation of their teaching or the 
interview of their students by the chair and other faculty members to provide further 
evidence of teaching effectiveness) 

• Private instruction (including participation in juries and supervising departmental 
recitals) 

• Direction of ensembles (including participation in ensemble audition recordings) 
• Special lectures and presentations 
• Guiding student research (including master's pedagogy research, doctoral dissertation 

research) 
• Off-campus teaching or teaching directed towards learners other than UNT students 
• Advising students 
• Supervising graduate students 

 
Evidence of achievement 

• Class syllabi and other class-related documents 
• New course preparations 
• Revision of existing courses 
• Revision of degree programs 
• Revision of catalog requirements 
• Student evaluations (including documentation of effort expended to ensure the reliability 

of student evaluation to the extent that it is under the faculty member's control) 
• Awards and honors received by the faculty member 
• Significant student achievements, such as awards and honors, beyond completion of 

degree requirements. For significant student achievements, the types of research work to 
be evaluated for faculty performances, recordings, publications, unpublished items, etc. 
The degree to which students are prepared for successor courses will be considered as 
well 

• Other activities related to instruction 
• Peer evaluation: The area coordinator or chair will observe the teaching of untenured 

faculty members once per year for at least their first three years. A tenured professor shall 
request the observation of their teaching and the interview of their students by a tenured 
member of the division faculty; the observation will be communicated in writing and 
included in the portfolio at the discretion of the professor applying for promotion. 

 
Standards for evaluation 

• As a minimum, quality teaching requires: 



 

   
 

 

• Keeping current with artistic and scholarly work in the subjects taught. 
• Comprehensive coverage of material according to the course description. 
• Effective course design ensures that the students' pacing and difficulty level are 

appropriate. 
• Consistent and punctual attendance at classes, lessons, and rehearsals. 
• Accessibility to students. 

 
Explanation of Percentages 
As stated above, the standard annual workload distribution is 40% for teaching. This is equal to 
two three-credit lecture-courses per semester i.e., 10% x 2 = 20% x 2 semesters = 40%. 
Regarding applied lessons, NASM recommends 18 hours of applied students being equal to a 
full teaching load per semester. The College of Music subtracts two hours from 18 to account for 
Studio Class and the Departmental Recital. Therefore, 20% divided by an allocation of 1.25% for 
applied teaching = 16 students for one semester 
 
The teaching activity must be appropriate to the workload percentage assigned to it. 
In addition to meeting basic standards, Assistant Professors seeking promotion to Associate 
Professor and tenure must demonstrate the measurable positive outcome of teaching using the 
evidence outlined above as appropriate to the teaching assignment. For example, if areas for 
improvement are identified through student or peer evaluation, evidence of action taken to 
improve, and the effectiveness of the action must be provided. 
 
In addition to meeting basic standards, Associate Professors seeking promotion to professor must 
demonstrate quality teaching as outlined for Assistant Professors. In addition, they must show 
efforts to improve instruction at a level above that of the individual class, lesson, or ensemble in 
the form of curricular revision or other activity that demonstrates leadership in improving 
teaching. 
 
RESEARCH/CREATIVE/SCHOLARLY ACTIVITIES 
Because there is extraordinary variance in the nature of creative/research/scholarly activity, 
workload percentages cannot be determined by quantifying hourly commitments or daily 
averages of time. Rather, to determine the percentage for creative/research/scholarly activity, 
faculty should draft a list of their projected activity for the semester/year to review with the 
division chair to decide the appropriate percentage. Typical activities in this area are defined in 
each division’s promotion and tenure guidelines (see Section 4.4, p. 117 in the College of Music 
Faculty and Staff Handbook.) 
 
To document creative/research/scholarly activities, faculty may upload the following examples 
to the Faculty Information System (FIS) or platform currently in use as applicable: 
 
Types of work to be evaluated 

• Public presentation of works (concert performances, film screenings, sound installations, 
etc.) in professional, educational, or other venues.  

• Published recordings (as a performer, composer, arranger, or producer) 
• Publications (articles, books, compositions, and arrangements) 
• Unpublished compositions and recordings (provided that they are made available to a 



 

   
 

 

community of peers) 
• Research accomplishments, including research in jazz studies, pedagogy, musicology 

(broadly defined), and related disciplines, including conference presentations 
• Serving as an editor or peer reviewer of journals, articles, or books 
• Work in a professional organization that draws on the artistic or scholarly ability 
• Other forms of research that involve a community of professional peers, including 

collaborating with colleagues on research projects 
• New works created (composition, production) 

 
Evidence of achievement 

• Documentation of types of activity outlined above 
• Awards and honors such as prizes or grants for composition, performance, or research 
• Professional notices (brief communications from peers about professional activity, 

equivalent to citations) 
• Professional critiques (longer communications than a notice from peers about 

professional activity, equivalent to pre-or post-publication peer reviews) 
• For performance or composition: information about how the performance or composition 

originated (competition, invitation, source, commission, etc.) and the scope of its 
geographical impact (local, regional, national, international, etc.). It should be noted that 
the scope of geographical impact is not the same as location. A nearby performance can 
be of national impact, and a distant performance can be of only local impact in that 
location. 

• For scholarship: the stature of the press, distributor, or journal and the importance of the 
research. This may include documentation of significant citations by other scholars. 

• Participation in professional organizations (offices held or contributions made to) shall be 
considered evidence of a positive professional reputation. 

 
 
 
Standards for evaluation 
As a basic standard, the faculty member must present evidence of research or creative activity 
that has made the faculty member's work available to a community of peers. This must be done 
in both forms of work described in the preamble: the practice of jazz in a community of peers 
and the embodiment of professional activity in works that are available for peer evaluation. 
Significance will be given to activities, both on and off-campus, that increase the professional 
reputation of the faculty member and reflect positively on the division. In addition, the research 
activity must be appropriate to the workload percentage assigned.  
 
In addition to meeting the basic standard, Assistant Professors seeking promotion to Associate 
Professor and tenure must present evidence of an emerging national reputation. 
 
In addition to meeting the basic standard, Associate Professors seeking promotion to professor 
must present evidence of the realization of a national reputation. 
 
SERVICE 
Service within the Division of Jazz Studies will be addressed in a consultation session involving 



 

   
 

 

each faculty member and the Division Chair. This session will highlight each individual's unique 
strengths and the diverse benefits that service can bring to the institution and the profession at 
various stages of a faculty member’s career. Considering their roles and personal characteristics, 
the chair will carefully and strategically safeguard all faculty from over-service issues. 
 
As stated in the division’s Promotion and Tenure Evaluation criteria document, “to meet the 
basic standard, Assistant Professors seeking promotion to Associate Professor and tenure must 
demonstrate a commitment to service that corresponds to their teaching assignment, level of 
research activity, and the percentage of workload assigned to service. In addition to meeting this 
basic standard, Associate Professors seeking promotion to Professor must also demonstrate a 
commitment to service that aligns with their teaching assignment, level of research activity, and 
workload percentage assigned to service, and they must provide evidence of leadership in service 
activities.” 
 
The standard service load for a Jazz Division faculty member ranges from 10% to 20% of the 
faculty member’s total workload. The division chair and the faculty member will negotiate the 
annual service percentages. Generally, service will not exceed 20% of a faculty member’s total 
load. 
 
Standard division service (6% of overall service) includes activities that are generally expected 
of faculty members, including, but not limited to, the following: 

• attending and participating in division meetings 
• communicate in a professional and timely manner 
• be present on campus in a way that is appropriate to the teaching assignment 
• attendance at student performances, including Syndicate and LB performances 
• designing and grading qualifying exams 
• coordinating and/or participating in Lab Band placement auditions each semester 
• communicating and giving lessons to prospective students 
• attending lectures by job candidates and lecture series artists 
• attending and performing in jazz division faculty recitals 
• attending and participating in COM audition days (undergraduate and graduate) 
• participating in DMA committees and related field committees 
• serving as a guest lecturer in the Jazz Capstone course offered in Fall & Spring 
• UNT mandated trainings, commencements, events 
• serving as faculty mentor to students and student organizations 
• collaborate with colleagues on productive uses of facilities and equipment 
• writing letters of recommendation and external reviews for non-UNT faculty 
• writing letters of recommendation and external reviews for UNT students and alums 
• follow policies the division agreed upon as critical to accomplishing its mission  

 
This standard division service will comprise 6% of each Jazz Division faculty member’s service 
work. The chair and each faculty member will negotiate the additional 14% portion of service to 
optimize the benefit to the institution, the profession, and the faculty member. This service 
portion can encompass a combination of available college, university, and external service, as 
coordinated between the faculty member and chair.  



 

   
 

 

 
The Division of Jazz Studies is committed to protecting pre-tenured and professional faculty 
from the burden of institutional service that does not directly relate to tenure or teaching. Senior 
and tenured faculty members will be the first to volunteer for these forms of service. Institutional 
service is defined as any service that occupies time for University matters, such as being a 
Senator while also serving on an ad hoc Senate committee. It is always advisable to consult with 
your chair before accepting additional committee work, especially if you feel it impacts your 
teaching and research. 
 
Different types of service may be necessary for various faculty stages and tracks (e.g., lecturers 
versus assistant professors or full professors). Assistant professors should be allowed to negotiate 
service that can advance their research and performing activities.   
 
Lecturer service may look qualitatively different from the service of tenure-track members. 
Faculty who are lecturers should be allowed to negotiate service that could advance their skill 
sets. Negotiated service for professional faculty might include service within the practitioner 
domain; practitioner-related service shall hold equal value to scholarly activities evaluated 
through the Maximum/Moderate/Minimum scale below. 
 
Chair and faculty discussion sessions will be pivotal in accurately negotiating each faculty 
member’s scope of service activities. For instance, when combined, numerous minimum service 
activities may constitute moderate-level activity for a faculty member. The chair can guide 
faculty on activities that serve their best interest at various career stages. The chair and the 
faculty member should discuss details such as the amount of time required and the 
profile/reputation of the task while weighing the scope of service duties for the individual. The 
negotiation outcomes should be shared with the division’s PAC for full transparency. 
 
 
Examples of service activities that could qualify for 5% include: 

• coordinating the Master's or DMA program 
• serving on the division PAC or RTPC as Chair 
• serving as a chair of a search committee as Chair 
• serving on the GPDC as Chair 
• serving as coordinator of Jazz Chamber Music with no TA help 

 
Examples of service activities that could qualify for a MAXIMUM level (4%) of service 
time include:  

• serving on the division PAC or RTPC 
• serving on a search committee 
• serving on the GPDC as a committee member 
• serving as co-coordinator, along with the Chair, of Gomez residency  
• DMA Dissertations/Advising COMMITTEE Member NOT as the PROFESSOR 

 
Examples of service activities that would count for a MODERATE level (3%) of service 
time are: 

• serving as coordinator of Jazz Chamber Music with TA help 



 

   
 

 

• serving as a search committee member 
• serving as the Lab Band Coordinator 
• serving as a peer review/external review committee member 
• national and international clinics or workshops for lecturers (since there are no research 

or creative activity requirements, this can be counted as 3% service) 
• coordinating a seasonal program (e.g., Jazz Combo Workshop, Vocal Jazz Summer 

Workshop, Vocal Jazz Educator Workshop, Double Bass Workshop). 
• serving on the board or as a committee member of a music society or organization such 

as the Jazz Education Network. 
• Serving on a university-level or college-level ad hoc committee 
• Serving as a screener for competitions, grants, etc. 

 
Examples of service activities that would count for a MINIMUM level (1%) of service time 
are: 

• serving as an advisor to a student group 
• serving on an editorial board that reviews documents once a year. 
• serving as a guest reviewer for a journal 
• DMA related-field committees 
• undergraduate curriculum committee 
• college PAC or RTPC committee member 
• faculty mentor 
• Supervising TAs/TFs 
• Pro-bono performances off campus or online 
• Hosting online forums 

 
Annual Evaluation and Tenure and Promotion Standards 
The division PAC/RPTC will evaluate faculty based on their performance in teaching, 
creative/research/scholarly activity, and service. The expectation for satisfactory performance 
will be determined by percentages assigned for the academic year. 
 
The annual review will follow the standards outlined in the Division of Jazz Studies Guidelines 
for Merit Evaluation. Tenure and promotion review will follow the division’s standards outlined 
in the Division of Jazz Studies Guidelines for Promotion and Tenure. 
 
Faculty should remember that satisfactory completion of the annual review does not ensure 
satisfactory completion of standards for tenure and promotion. In the event of any discrepancy 
between this document and the University of North Texas College of Music Faculty and Staff 
Handbook, the faculty handbook will take precedence.  
 
Student ensemble travel and recording are considered part of the teaching load for those 
ensembles. However, when high-stakes performances are approaching, the faculty member and 
chair can negotiate the service percentage, recognizing that time is finite. 
 
III. Timeline for Workload Negotiation 
 

https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf


 

   
 

 

A faculty member negotiates their workload with the division chair, as indicated in UNT Policy 
06.027 Academic Workload. Each workload applies to the following academic year. 

A. The division chair sends/directs the division faculty to the instructional and service 
workload percentage calculation tools and a workload percentage worksheet at least three 
weeks before the end of each long semester. The chair may ask the faculty to describe 
anticipated creative/scholarly/research, teaching, and service activities that will affect the 
workload of the next term. 

B. By the end of finals week in each long semester, the faculty member will send the 
workload percentage worksheet pertaining to the next semester to the chair, who then 
responds (within 5 days) with any questions or comments. 

C. The chair and faculty member will meet and/or correspond to finalize workload 
percentages for the next term. The faculty member may file a grievance, following the 
division's                      grievance guidelines and procedures, the college's grievance 
guidelines and procedures, and         UNT Policy 06.051 Faculty Grievance. 

 
IV. Adjustment of Standard Annual Workload Percentages 

A. The standard workload percentages may be adjusted during workload negotiation for 
faculty who have special duties and responsibilities. 

B. During the workload negotiation process, faculty may request an adjustment of standard 
annual workload percentages for various reasons (e.g., consistently superior performance, 
especially high demands, circumstances beyond the control of the faculty member, and so 
forth).  

 
V. Publication of workload percentages and assignments 
A listing of committee assignments and workload percentages for PAC Committee or all division 
faculty will be available on a spreadsheet with names redacted in the DVS tab on Microsoft 
Teams. 
 
VI. Annual Evaluation and Tenure and Promotion Standards 
The division PAC/RPTC will evaluate faculty based on their performance in the areas of 
teaching, creative/research/scholarly activity, and service. The expectation for satisfactory 
performance will be determined by percentages assigned for the academic year. 
 
Annual review will follow the standards outlined in the Division of Jazz Studies Guidelines for 
Merit Evaluation. Tenure and promotion review will follow the division’s standards outlined in 
the Division of Jazz Studies Guidelines for Promotion and Tenure. 
 
Faculty should remember that satisfactory completion of annual review does not guarantee 
satisfactory completion of standards for tenure and promotion. In case of any discrepancy 
between this document and the University of North Texas College of Music Faculty and Staff 
Handbook, the faculty handbook will supersede.  
 
VII. Reviewing and Revising the Workload Guidelines 
 

Workload service area approved by the Jazz Studies faculty April 13, 2025 
Approved September 1, 2025 

https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf
https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf


 

   
 

 

 

 
(5.1.5) Division of Keyboard Studies Workload Guidelines 
These guidelines are in accordance with UNT Policy 06.027 regarding workload reporting. The 
intent is to clarify and standardize the expectations for faculty workloads in the areas of teaching, 
creative/professional, and service, to promote equity and transparency in assigning and 
evaluating faculty efforts. Each division in the College of Music has the responsibility to develop 
its own policies and procedures.  
 
Definitions for the Division of Keyboard Studies 
 
Teaching includes: 

• Applied instruction and all activities associated with private teaching, such as weekly 
private lessons, studio classes, thesis advising (major and related field) 

• Chamber music coaching 
• Student advising  
• For those assigned classroom teaching, this includes: 
• Classroom instruction 
• Grading of assignments, exams, term papers, etc. 
• Regular office hours 
• Summer workshops on campus (if uncompensated) 
• Participate in BM or MM Recital Hearing 
• Serve as committee member for a DMA recital  
• Serve as committee member for a student’s dissertation  

 
 
Creative/research includes: 

• Solo recital (or solo appearances) by invitation 
• Significant collaborative role (demanding chamber music parts, continuo for important 

baroque or classical work) by invitation 
• Masterclass instruction by invitation 
• Commercial recording 
• Broadcast performance 
• Research and/or publication leading to articles and books 
• Preparation of performance editions 
• Summer off-campus workshops/festivals 

 
Service includes: 

• Committee work at Divisional, College, or University level- (serving as chair earns 
additional credit) 

• Participation on graduate performance committees (recital evaluation), graduate 
examinations, and DMA document committees within the Keyboard Division 

• Participation in UG or MM recital hearings 
• Participation at area auditions and evaluation of screening auditions 
• Hold a significant office (or duty) in a professional organization  



 

   
 

 

• Social media, website, and marketing management 
• Hosting guest artists 
• Adjudicating on-campus events such as chamber music concerts, concerto competition, 

Papich Competition 
• Serving as faculty mentor  
• Serving as advisor to student organizations  
• Professional service such as external reviews, providing reference letters for colleagues, 

and leadership or committee assignments in professional associations and organizations 
• Community service such as volunteer participation as a consultant or board member, 

committees, etc.  
• Recruiting activities for the studio and college such as prescreen, live, and video entrance 

auditions 
• Prospective student lessons or masterclasses 
• Correspondence including calls, letters, texts, emails, handwritten notes 
• Working for College of Music recruitment events  
• Other special assignments or administrative duties  
• Utilization of the professional abilities and expertise without compensation or with 

nominal compensation on behalf of continuing education in music or in the service of 
government agencies, citizen’s groups, educational, religious, or charitable organizations, 
or health care institutions at the local, state, national, or international levels  

• Faculty recitals  (if not counted under creative/professional activities) 
 
 
Administration includes: 

• Serving as area coordinator 
• Serving as TF/TA supervisor 
• Organization of departmental recital programs 
• Organization of departmental attendance 
• Instrument maintenance supervision  
• Participation in divisional administrative duties  

 
Percentage weightings 
To ensure equity in workload assignments, the following weightings have been approved by the 
Keyboard faculty. All percentages assume a full time equivalent for one semester totaling 50% 
for full time faculty.  Percentages for each category may be adjusted for rank and career stages in 
consultation with the Division Chair and in accordance with the instructional/service needs of the 
Division.  
 
Teaching 

• Private instruction  1 hour lesson = 1.25%  1/2 hour lesson = 0.625% 
• One hour of chamber music coaching =  1.25% 
• Classroom teaching   3 clock hour class = 10%   2 clock hour class = 6.6%  1 clock hour 

class = 3.3% 
• Laboratory (1 hour credit, 4 contact hours) = 10% 
• Major ensemble (1 hour credit, 4+ contact hours) = 15% 



 

   
 

 

• Serve as third committee member for a DMA recital  
• Serve as third committee member for a student’s dissertation  
• Serve as related field professor  

 
Creative/Research 
For every 20% of load credit claimed: any four of the following activities in one semester (all 
events may fall within the same category.)  

• Solo recital (or solo appearances) off campus 
• Significant faculty performance on campus 
• Significant collaborative role (demanding chamber music parts, continuo for important 

baroque or classical work) by invitation 
• Masterclass instruction by invitation  
• Instructional video 
• Commercial recording  
• Broadcast performance 
• Research and/or publication leading to articles and books 
• Preparation of performance editions  
• Serving on editorial boards 

 
 
Service 
For the purpose of balancing committee work, the following classifications should be used: 

• High time commitment: Faculty Senate, Faculty Grievance, Graduate Performance 
Degree Committee. These count as 5%  

• Medium time commitment: Faculty Advisory Committee, Faculty Search Committee, 
Undergraduate Curriculum Committee, Graduate Council, Division PAC. These count as 
2.5% 

• Low time commitment: Fine Arts Committee, Concerto committee, Chamber Music 
Committee. These count as 1.25% 

• Chairing a committee counts as an additional 2.5% 
 
Administration: 

• Division Chair 25% 
• Area Coordinator 3.75% 
• TF Supervisor 1.25% 

 
Timeline for Workload Negotiation 
The faculty member negotiates the workload with the division chair, as indicated in UNT Policy 
06.027 Academic Workload. Each workload applies to the following academic year. 
The department chair sends a proposed workload percentage allocation to faculty member. 

• A faculty member schedules a meeting with the department chair to discuss the workload 
percentages. 

• After the faculty member receives the workload allocation, they may give a counter-
proposal and justify it in writing.  

• If there is a major change to a faculty member's workload at the start of the new semester, 

https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf
https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf


 

   
 

 

they may write to the chair and request an adjustment. 
• If the department chair does not accept the workload forms submitted by a faculty 

member, the department chair must notify the faculty member in writing. The faculty 
member may file a grievance, following the department's grievance guidelines and  
procedures, the college's grievance guidelines and procedures, and UNT Policy 06.051 
Faculty Grievance.  

 
Adjustment of Standard Annual Workload Percentages 

• The standard workload percentages may be adjusted during workload negotiation for 
faculty who have special duties and responsibilities. 

• During the workload negotiation process, faculty may request an adjustment of standard 
annual workload percentages for various reasons (e.g., consistently superior performance, 
especially high demands, circumstances beyond the control of the faculty member, and so 
forth). Faculty provide the supporting information on the desired workload adjustment(s) 
in the workload negotiation documents. 

 
Annual Evaluation and Tenure and Promotion Standards 
The RTPC will evaluate faculty based on their performance in the areas of teaching, research, 
and service. The expectation for satisfactory performance will be based on the percentage 
assigned for the academic year. 
 
Annual review will follow the standards outlined in the College of Music Faculty Handbook, 
section 4.5.7 (page 93 ff.). 
 
Tenure and promotion review will follow the division’s standards outlined in the College of 
Music Faculty Handbook, section 4.4.7. Faculty should keep in mind that satisfactory completion 
of annual review does not guarantee satisfactory completion of standards for tenure and 
promotion.  
 
In case of any discrepancy between this document and the College of Music Faculty Handbook, 
the faculty handbook will supersede.  
 
Reviewing and Revising the Workload Guidelines 
Revisions to the Workload Guidelines will be approved by a vote of all full-time faculty. 
 
Publication of workload percentages and assignments 
The committee assignments and workload percentages for all faculty will be available on a 
spreadsheet in the division tab on Microsoft Teams, found in the “Keyboard Division Committee 
Assignments” folder found at the following link: Keyboard Division | General | Microsoft Teams 
 

Approved September 1, 2025 
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(5.1.6) Division of Music Education Workload Policy 
 
I. Division Workload Guiding Principles 
 
The Division of Music Education faculty contributes to the mission of the University of North 
Texas College of Music through teaching, research, and service. Our Division workload policy is 
guided by the principles of establishing equity and transparency in workload assignments, while 
recognizing the diverse ways our faculty members contribute to the work of the Division, 
College, University, and community. Workload assignments are made by the department chair, 
in consultation with each faculty member, to provide an exceptional education to the students of 
the Division, and for the success of the Division faculty, both as a unit and as individuals, in 
teaching, research, and service production. 
 
Faculty workloads should be consistent with:  

• The teaching, research, and service mission of the Division 
• The Division expectations for tenure and promotion 
• The College of Music Workload Policy 
• The University Workload Policy   

 
II. Division Definitions of Teaching, Research, and Service (from UNT College of Music 
Faculty Handbook Section 4.4.6 Music Education Guidelines for Promotion and Tenure) 
 
A. Teaching 
Regardless of other professional activities, high quality teaching is mandatory for tenure and 
promotion to Associate Professor and Full Professor. Assessment of the quality of teaching must 
take into account (1) thorough coverage of concepts and skills as specified by course syllabi and 
their alignment with course catalog descriptions, (2) use of effective teaching strategies suited to 
the subject matter, and (3) positive student/teacher interpersonal relationships. The teacher is 
expected to be fair, impartial, conscientious, consistent, well prepared, thoroughly competent in 
knowledge of subject matter, informed regarding current trends in the field, and able to engender 
the respect of students. The Reappointment, Promotion, and Tenure Committees (including the 
Division Chair, Dean and Provost) will determine the quality of teaching through such 
mechanisms as student appraisals of teaching, peer observations, teaching awards, and other 
supporting documentation.  
 
 
B. Research 
The Division of Music Education must be composed of individuals who ceaselessly improve 
their professional expertise, continually develop their individual scholarship, and perpetually 
advance their professional visibility and influence. Further, it is each faculty member’s 
responsibility to augment and expand the body of knowledge in music education. For promotion 
and tenure, scholarly, creative, and professional activities are of primary importance. Evidence of 
achievement in the area of scholarly, creative, and professional activities may be demonstrated 
through a variety of means. However, these activities must reflect high standards of scholarship 
and/or artistry in order to qualify as appropriate reflections of achievement. The professional 
activities of each faculty member will be evaluated in terms of quality and quantity, importance, 

https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_4-1-2025.pdf
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and scholarly significance. It is incumbent upon the individual to provide evidence that will 
enable the Reappointment, Promotion and Tenure committees to properly evaluate these 
activities.  
 
C. Service 
Service to the Division, College, University, Community, and Profession is expected of all 
faculty members (at some level) and shall be evaluated on the basis of the extent and significance 
of the contribution. For all faculty, indicators of achievement in this area include awards for 
service, certificates of appreciation, and similar honors. Music education community engagement 
experiences are essential in the Division of Music Education; experiences that engage faculty 
with K-12 teachers, students, and the community in the local area and the state are especially 
important.  
 
III. Minimum Work Expectations 
   
A. Teaching 
 

1. Tenure-Track and Tenured Professors of all ranks will have a standard 40% teaching 
load, which is equivalent to two three-credit lecture courses per semester (2:2). A 
combination of courses with various credit may apply (e.g., one three-hour course, one 
two-hour course, and one one-hour course per semester). The faculty member, in 
consultation with the chair, may negotiate a teaching load that does not perfectly align 
with this formula, if it is determined that the teaching load is equivalent (e.g., a new 
course with high preparation or enrollment, field components, or a teaching duty that is 
not given an official credit-hour designation, such as the UNT String Project). 
Additionally, a reduction of the teaching load may be negotiated, in consultation with the 
Chair and Dean, for special circumstances (e.g., high profile service work, extraordinary 
research projects). 

2. Lecturers of all ranks will have a standard 80% teaching load, which is equivalent to four 
three-credit lecture courses per semester (4:4). A combination of courses with various 
credit may apply (e.g., three three-hour course, one two-hour course, and one one-hour 
course per semester). The faculty member, in consultation with the chair, may negotiate a 
teaching load that does not perfectly align with this formula, if it is determined that the 
teaching load is equivalent (e.g., a new course with high preparation or enrollment, field 
components, or a teaching duty that is not given an official credit-hour designation, such 
as coordinating student teaching placements and teaching the student teaching seminars). 
Additionally, a reduction of the teaching load may be negotiated, in consultation with the 
Chair and Dean, for special circumstances (e.g., high profile service work). 

 
B. Research   
The standard workload percentage for research for those tenured/tenure track faculty ranges 
between 40% and 50%. Because there is extraordinary variance in the nature of research work, 
workload percentages cannot be determined by quantifying hourly commitments or daily 
averages of time. Rather, each faculty member is expected to consistently produce research 
products that align with expectations of rank as outlined on the Division Promotion and Tenure 
Guidelines (see above). Faculty, in consultation with the Chair, may negotiate an adjustment to 



 

   
 

 

the research workload percentage (in relation to teaching and service workloads) based on 
documentation of recent research productivity and planned research activity for the upcoming 
year. Faculty should document their research activity by keeping their profile in the Faculty 
Information System (FIS) (or platform currently in use) up to date. 
 
C. Service 
 

1. The standard service load for faculty of all titles and ranks ranges between 10% and 20%. 
Faculty, in consultation with the Chair, will negotiate annual service percentages. Service 
will generally not exceed 20% of a faculty member’s total load. 

 
2. Service in the Division of Music Education should be negotiated in a consultation session 

between each faculty member and the Division Chair to highlight the unique strengths of 
each person and the differential benefits that service can provide to the institution and the 
profession at different stages in a faculty member’s career. The chair will conscientiously 
and strategically protect all faculty from over-service abuse, considering roles and 
personal characteristics. 

 
3. As stated in the Division’s Promotion and Tenure Evaluation criteria document, “music 

education community engagement experiences are essential in the Division of Music 
Education; experiences that engage faculty with K-12 teachers, students, and the 
community in the local area and the state are especially important.” 

 
4. Service to the Division includes activities that are generally expected of faculty members, 

including, but not limited to, the following: 
• attending and participating in Division meetings 
• designing and grading qualifying exams for non-MUED students 
• assisting with student teacher placements as needed 
• communicating with prospective students 
• attending lectures by job candidates, when possible 
• attending Division faculty and guest lectures 
• attending and participating in COM audition days (undergraduate and graduate) 
• participating in MA, MM, DMA, and PhD committees (Phase I, II, and 

Dissertation) when not the major professor 
• attending PhD colloquium (tenured and tenure-track faculty) 
• serving as faculty mentor to students (tenured and tenure-track faculty) 
• Acting as a liaison between Music Education and other departments within and 

outside the College of Music (lecturers) 
 

5. This standard Division service will count for 6% of each music education faculty 
member’s service work. Each faculty member and the Division Chair will negotiate the 
other portion of service to maximize the benefit to the institution, to the profession, and 
to the faculty member. The other portion of service can be a combination of available 
college, university, and external service as negotiated between the faculty member and 
chair.  

 



 

   
 

 

6. The Division of Music Education is committed to protecting pre-tenured and professional 
faculty from bearing the weight of institutional service that does not directly relate to 
tenure/teaching. Senior and tenured faculty members will be the first to volunteer for 
these forms of service. 

 
7. Different types of service may be important for various faculty stages and tracks (e.g., 

lecturers versus assistant professors or Full Professors). Faculty who are Assistant 
Professors should be allowed to negotiate service that can advance their research.  
Research writing and presenting that falls within the research domain for tenure should 
be prioritized over national/international research service so that assistant professors can 
be on a directed path to obtain tenure. 

 
8. Lecturer service may look qualitatively different from the service of tenure-track 

members. Faculty who are Lecturers should be allowed to negotiate service that could 
advance their skillsets. Negotiated service for professional faculty may include service 
within the practitioner domain; practitioner-related service shall hold equal value to 
scholarly activities evaluated through the High/Medium/Low scale below. 

 
9. Chair and faculty consultation sessions will be pivotal to an accurate negotiation of the 

scope of service activities for each faculty member. For instance, many low-level service 
activities in combination may constitute medium-level activity for a faculty member. The 
Division Chair can assist in guiding faculty on which activities may be in their best 
interest at various stages of their career. The Division Chair and faculty member should 
discuss details such as amount of time needed and the profile/reputation of the task when 
weighing the scope of service duties for an individual. The details of the outcome of the 
negotiation should be shared with the Division’s PAC for full transparency. 

 
10. Possible examples of service activities that would count for a high level of service time 

are  
• coordinating the master's or Ph.D. program 
• coordinating a year-round program (e.g., Early Childhood Program, String 

Project, New Horizons) 
• serving as a chair of a search committee 

11. Possible examples of service activities that would count for a medium level of service 
time are  

• serving as a search committee member 
• serving on a national board that meets once a month 
• reviewing one article a month for a journal 
• national/international clinic/workshop for lecturers 
• coordinating a seasonal program (e.g., Marching Percussion Camp, All-State 

Choir Camp, Jazz Summer Workshop). 
• serving on a TMEA College Division committee 
• Serving on a university-level or college-level ad hoc committee 

12. Possible examples of service activities that would count for a lower level of service time 
are  

• serving as an advisor to a student group 



 

   
 

 

• judging a solo and ensemble contest 
• serving on an editorial board that reviews documents once a year. 
• serving as a guest reviewer for a journal 

 
IV. Process and Timeline 
 
A faculty member negotiates their workload with the Division Chair, as indicated in UNT Policy 
06.027 Academic Workload. Each workload applies to the following academic year. 
 

A. The Division Chair sends/directs the Division faculty to the instructional and service 
workload percentage calculation tools and a workload percentage worksheet at least three 
weeks before the end of each long semester. The Division Chair may ask the faculty to 
describe anticipated research, teaching, and service activities that will affect the workload 
of the next term. 

 
B. By the end of finals week in each long semester, the faculty member will send the 

workload percentage worksheet pertaining to the next semester to the Division Chair, 
who then responds (within five days) with any questions or comments. 

 
C. The Division Chair and faculty member will meet and/or correspond to finalize workload 

percentages for the next term. The faculty member may file a grievance, following the 
Division's grievance guidelines and procedures, the College's grievance guidelines and 
procedures, and UNT Policy 06.051 Faculty Grievance. 

 
V. Guidelines for Annual Review 
 
This workload policy is consistent with UNT College of Music Faculty Handbook policy 4.5.6 
Division of Music Education’s Guidelines for Merit Evaluation. 
 
VI. Publication of workload percentages and assignments 
 
A listing of committee assignments and workload percentages for all Division faculty will be 
available on a spreadsheet with names redacted in the Music Education tab on Microsoft Teams. 
 

Approved September 1, 2025 
 

 
 
 
 
  

https://vpaa.unt.edu/tp/files/com/com_annual_review_final.pdf
https://vpaa.unt.edu/tp/files/com/com_annual_review_final.pdf


 

   
 

 

(5.1.7) Division of Music History, Theory and Ethnomusicology Workload Equity 
Guidelines 
 
Standard Workload Percentages 
 Pre-Tenure Tenured Lecturer 
Research 50% 45% 0% 
Service 10% 15% 20% 
Teaching 40% 40% 80% 

 
I. Statement of Governing Principles  

A. The following policy is designed to promote the following ideals, which have been 
developed by the American Council on Education’s Equity-Minded Faculty Workloads:  
What We Can and Should Do Now (2022, page iv). 
• Transparency – Departments have widely visible information about faculty work 

activities available for department members to see. 
• Clarity – Departments have clearly identified and well-understood benchmarks for 

faculty work activities. 
• Credit – Departments recognize and reward faculty members who are expending 

more effort in certain areas. 
• Norms – Departments have a commitment to ensuring faculty workload is fair and 

have put systems in place that reinforce these norms. 
• Context – Departments acknowledge that different faculty members have different 

strengths, interests, and demands that shape their workloads and offer workload 
flexibility to recognize this context. 

• Accountability – Departments have mechanisms in place to ensure that faculty 
members fulfill their work obligations and receive credit for their labor. 

B. In the MHTE division, this document has been governed by an understanding of 
workload equity as the opportunity for faculty to reconcile the reality of their time 
commitments to the workload percentages they are recorded each year. 

 
II. MHTE Definitions of Teaching, Research, and Service (From UNT College of Music 
Faculty Handbook Section 4.4.7 Music History, Theory, and Ethnomusicology Guidelines for 
Promotion and Tenure) 
 
A. Research 

1. In general, any evidence of continued study and growth indicates the research of a faculty 
member, including, but not limited to, peer-reviewed public presentation and publication, 
participating in professional activities, progress toward monographs or scholarly 
publications, other scholarly and creative projects (such as a critical edition of a major 
work including the entire scholarly apparatus), multi-media or digital works, as well as 
collaborative works, applied projects, digital humanities, or comparable work. 

2. Faculty members choose whether pedagogical research falls under their research, 
teaching, or service workload. 

 
B. Teaching 

1. As a minimum, teaching includes (1) keeping abreast of current scholarly work in the 

https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_6-25-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_6-25-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_6-25-2024.pdf


 

   
 

 

subjects taught, (2) faithful meeting of classes, (3) comprehensive coverage of material 
according to the course description, and (4) accessibility to students.   

2. Teaching may also include (1) advising of dissertations and theses and participation on 
other degree committees, (2) managing or mentoring TAs and TFs for courses, and (3) 
designing and grading student placement, language, and qualifying exams.  

C. Service 
1. Service to the Division, College of Music, and University includes participating in 

committees, attending and participating in divisional and area meetings, reviewing and 
commenting on applications for admission, and communicating with prospective 
students.  

2. Service to the profession includes serving external societies related to the MHTE 
discipline, sitting on editorial boards of journals, and the like. This service will be 
evaluated by the faculty member’s role and time commitment. 

 
III. MHTE Definition of Administration 

A. Administration includes any activity that involves coordinating, managing, or mentoring 
the professional development of colleagues and students. It may involve maintaining 
budgets and/or participating in the distribution of employment contracts, such as those for 
TAs and TFs. 

B. Administration as an area coordinator of Music History, Theory, Ethnomusicology, or the 
Critical Studies in Music and Society program will account for up to 20% of the faculty 
member’s total workload and will grant the faculty member one course release.  

C. Administration percentages of 10–15% may be allocated for roles managing TAs/TFs 
and graders across an area or division. 

D. Administration percentages of 5–10% may be allocated for managing the division’s 
Czech Music initiative. 

E. Administrative percentages of 1-3% may be allotted for overseeing the development, 
implementation, and revision of University Core Classes, institutional effectiveness 
initiatives, and similar tasks. 

 
IV. Minimum Work Expectations by Rank and Career Stage 

A. The minimum 5% service workload recognizes faculty's: 
1. Attendance and participation in division and area meetings. 
2. Attendance and participation in division or area activities such as lectures, 

presentations by job candidates, and prospective student recruitment events.  
B. Tenure-Track Assistant Professors: 

1. Should be assigned a research workload of no less than 50% to maintain a level of 
research productivity commensurate with the Division’s standards for tenure and 
promotion outlined in Section 4.4.7 of the UNT College of Music Faculty 
Handbook.  

2. Teach a 2:2 (minimum 40%) courseload. Tenure-track faculty receive two course 
releases during their probationary period in addition to any teaching workload 
reductions related to Section V.   

3. Participation in exams such as language, qualifying, and related fields is expected 
but should be led by tenured faculty to the extent that this is possible. If a tenure-
track faculty member’s time is drawn upon extensively due to their expertise, for 



 

   
 

 

example a language or research specialization in high demand among graduate 
students, then this should be reflected in a higher teaching percentage. 

4. Tenure-track faculty should be assigned minimal service duties (5–10%). 
 

C. Tenured Associate and Full Professors:  
1. Teach a 2:2 (minimum 40%) courseload unless serving in an administrative 

capacity that allows for a course release or earning another college or university 
status that affects courseload.  

2. Tenured faculty should be assigned a service workload of 15%; if the service time 
commitment is more, other workload percentages would require adjustment.  

D. Lecturers, Senior Lecturers, and Principal Lecturers should: 
1. Teach a 3:3 (60%-80%) courseload, unless serving in an administrative capacity 

that allows for a course release, in which case the courseload will be 3:2 (50%-
70%).  

2. Lecturers should be assigned a service workload of 20%; if the service time 
commitment is more, other workload percentages will require adjustment. 

 
V. Teaching Workload Adjustments 

A. 10% is a minimum faculty workload for one course, however, recognizing the uneven 
time commitments of different courses, faculty may raise this percentage per course to as 
much as 20% based on the following factors: 

1. High enrollment  
2. Intensive mentorship 
3. New or intensive preparations 
4. Management of several TAs and graders 
5. Accommodation of student special needs such as alternative or supplemental 

course materials 
6. Re-accreditation of online courses 
7. Professional development activities including university workshops, mentorship 

programs, and institutes for the improvement of pedagogy. 
 
VI. Definition of service assignment workload intensities. 

A. Before elections each year, faculty members may request from the division chair that 
their name be removed from college-level ballots due to existing service commitments. 

B. The following are suggested service time commitments, which may be adjusted in 
consultation with the chair. 

C. “High workload” committees are defined as those that require monthly or biweekly 
meetings, significant written deliverables including tenure letters and evaluations of 
student proposals, or frequent meetings with colleagues and administrators. In 
consultation with the chair, faculty may choose to apply existing college-level service 
percentages for each committee. 

1. GPDC 
2. RPTC/PAC (Division and College) 
3. Search Committee 

D. “Medium workload” committees meet less frequently but require some written 
deliverables such as evaluations of student proposals, policy drafting, or event 



 

   
 

 

organization. 
1. GADCom 
2. FAC 

E. “Low workload” committees meet monthly or less frequently and require minimal 
written deliverables. 

1. Lecture Committee 
2. Graduate Council 
3. BA-CSMS 
4. Undergrad curriculum committee 
5. Grad admissions committee 
6. Undergrad admissions committee 
7. Advisor to student group 

  
VII. Annual Process for Establishing Workloads 
A. The faculty member negotiates the workload with the division chair, as indicated in UNT 
Policy 06.027 Academic Workload. Each workload applies to the following academic year. 
When possible, workload negotiation will take place in May, before the start of the following 
academic year, and service assignments and percentages will be made public before the start of 
the academic year. 

1. Faculty must have access to this document and a document summarizing the 
support to which their courses are entitled, including: 

a. Allocation guidelines for TAs and graders 
b.CLEAR or ODA support for course design and materials preparation 
c. Library reserves 
d.Copy Room and Printing Access 
e. Classroom selection  
f. Technology support  

This document is currently found in the MHTE Division tab on TEAMS in the 
General Folder: Information on rooms, copy office, and TAs (for new teachers 
and lecturers).docx 
 

2. Tenure-track faculty should review the materials in Section VII. A. 1. with a 
faculty mentor before receiving a proposed workload percentage from the division 
chair. 

3. The department chair sends a proposed workload percentage allocation to faculty.  
4. Faculty member may give a counterproposal and justify it in writing.  
5. Faculty member may schedule a meeting with the department chair to discuss the 

workload percentages. Faculty member may bring an advocate or advisor of their 
choice to the meeting. 

6. After the faculty member receives the workload allocation, they may give a 
second counterproposal and justify it in writing.  

7. Should the department chair deny the workload forms submitted by a faculty 
member, the department chair must notify the faculty member in writing. The 
faculty member may file a grievance, following the department's grievance 
guidelines and procedures, the college's grievance guidelines and procedures, and 
UNT Policy 06.051 Faculty Grievance.  

https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf
https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf
https://myunt.sharepoint.com/:w:/r/sites/MHTE377/Shared%20Documents/General/Information%20on%20rooms,%20copy%20office,%20and%20TAs%20(for%20new%20teachers%20and%20lecturers).docx?d=w21757786893f484bb210d0b16bd4612e&csf=1&web=1&e=Ps4PiZ
https://myunt.sharepoint.com/:w:/r/sites/MHTE377/Shared%20Documents/General/Information%20on%20rooms,%20copy%20office,%20and%20TAs%20(for%20new%20teachers%20and%20lecturers).docx?d=w21757786893f484bb210d0b16bd4612e&csf=1&web=1&e=Ps4PiZ


 

   
 

 

8. Should there be a major change to a faculty member's workload at the start of a 
new semester, they may write to the chair and request an adjustment. 

 
VIII. Adjustment of Standard Annual Workload Percentages  
The standard workload percentages may be adjusted during workload negotiation for faculty who 
have special duties and responsibilities. During the workload negotiation process, faculty may 
request an adjustment of standard annual workload percentages for various reasons (e.g., 
consistently superior performance, especially high demands, circumstances beyond the control of 
the faculty member, and so forth). Faculty provide supporting information on the desired 
workload adjustment(s) in the workload negotiation documents. 
 
IX. Publication of Workload Percentages and Assignments  
In the interest of transparency, service assignments and workload percentages will be publicly 
available to all MHTE faculty. The assignments and workload percentage allocations will be 
placed on a spreadsheet that will be available on a file sharing site such as Microsoft Teams. The 
workload assignments are currently found in the MHTE division tab in the folder “MHTE 
Committee Assignments” folder: MHTE Faculty Committee Assignments 
 
X. Annual Evaluation and Tenure and Promotion Standards  
The RTPC will evaluate faculty based on their performance in the areas of teaching, research, 
and service. The expectation for satisfactory performance will be based on the percentage 
assigned for the academic year. Annual review will follow the standards outlined in the College 
of Music Faculty Handbook, section 4.5.7 (page 93 ff.). Tenure and promotion review will 
follow the division’s standards outlined in the College of Music Faculty Handbook, section 
4.4.7. In case of any discrepancy between this document and the College of Music Faculty 
Handbook, the faculty handbook will supersede.  
 
XI. Reviewing and Revising the Workload Guidelines  
Revisions to the Workload Guidelines will be approved by a vote of all full-time faculty and by 
approval of the division chair. 
 
 
  

https://myunt.sharepoint.com/:f:/r/sites/MHTE377/Shared%20Documents/General/MHTE%20Faculty%20Committee%20Assignments?csf=1&web=1&e=U6i2Qh
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_6-25-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_6-25-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_6-25-2024.pdf


 

   
 

 

(5.1.8) Division of Vocal Studies 
 
I. Division Workload Guiding Principles 
The Division of Vocal Studies faculty contributes to the mission of the University of North 
Texas College of Music through teaching, creative/research/scholarly activity, and service. Our 
division workload policy is guided by the principles of establishing equity and transparency in 
workload assignments; while recognizing the diverse ways our faculty members contribute to the 
work of the Division, College, University, and community. Workload assignments are made by 
the department chair, in consultation with each faculty, to provide an exceptional education to 
the students of the Division, and for the success of each faculty member in their individual 
teaching, creative/research/scholarly activity, and service goals.  
 
Faculty workloads should be consistent with:  

1. The teaching, creative/research/scholarly, and service mission of the Division 
2. The Division expectations for tenure and promotion 
3. The College of Music Workload Policy 
4. The University Workload Policy    

 
 
II. Annual Workload Percentages      
A. Teaching 
Instructional settings in the College of Music are highly varied, ranging from large 
classroom lecture settings to private applied studio settings. The university defines minimum 
enrollment for lecture settings as 12 (undergraduate) and 8 (graduate) during the fall and spring 
semesters. The division chair should consult with faculty teaching classes with enrollments 
below the minimum to determine if the workload percentages should be adjusted.  
 
According to the guidelines set forth by the University of North Texas, the standard annual 
workload distribution for all full-time tenured or tenure track faculty is 40% Teaching, 40% 
Creative/Research/Scholarly activity, and 20% Service.4 Workload is the responsibility of the 
Dean, who typically delegates the assignments to the chair per the College of Music Handbook 
(5.1). An individual faculty member's overall workload division for a particular academic year, 
therefore, is determined by the UA/chair in consultation with the faculty member. The standard 
annual workload for a full-time, non-tenure-track faculty member is a teaching assignment of 
80% with the balance of the workload comprised of 20% Service.  
 
Example of Percentages for Teaching: 
As stated above, the standard annual workload distribution is 40% for teaching. This is equal to 
two three-credit lecture courses per semester i.e., two courses multiplied by 10% per course 
equals 20% of the workload, which for two semesters equals 40%. Regarding applied lessons, 
20% divided by an allocation of 1.18% for applied teaching equals 16 students and a weekly 
Studio Class for one semester. For other teaching percentage scenarios, see below. 

 
4. See Workload Model Table, p. 118, in The College of Music Faculty and Staff Handbook for guidelines used by 
the College of Music to determine the weighting of effort for instructional assignments and determining the 
appropriate workload percentage for teaching. 
 

https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf


 

   
 

 

 
Following the guidelines given in the College of Music Faculty Handbook on page 118, the 
Vocal Studies Division will assign the following load percentages for teaching: 
 
DVS Annual Workload Percentages for Teaching 
DVS COURSES CREDIT 

HOURS  
CONTACT 
HOURS 

% 
WEIGHTING  
PER 
SEMESTER  
Tenured & 
Tenure Track 
faculty 

% 
WEIGHTING  
PER 
SEMESTER  
Professional 
faculty  
[80/20 load] 

MUEN 3040, 5040, 
5040Z,   
Overseeing of the NA 
(non-availability) 
process 

1  Variable  5 – 20%  Same 

Advanced Diction,   
Collaborative Piano, 
Opera Lit., Opera 
Stage Directing, 
Operatic Acting-
Fundamentals of 
Singing-Acting 
Techniques, Oratorio 
Rep., Pedagogy, 
Vocal Concert Rep., 
Vocal Literature  

3  3  10%  Same 

Topics in Vocal 
Literature  

2  3  10%  Same 

UG Diction with 
graduate section  

1  3  10%  Same 

   2  2  6.6%  Same 
Eng-Fr-Ge-Ital 
Diction   

1  2  6.6%  Same 

   1  1  3.3%  Same 
         
APPLIED LESSONS          
MUAM, MUAC  
Applied lessons  
(Includes students in 
the Capstone course) 

1-hour 
lesson   

   1.18%  1.95% for 
additional 
students above 20 

Coaching,  
MUAS   

1/2-hour 
lesson    

    0.59%  0.97% for 
additional 
students above 20 



 

   
 

 

         
MUGC 6954   
(DMA student in final 
semester; may claim 
only once per student.)  

    1.18%  

Studio Class       1.18%  
 

EXAMPLES 
(Percentages reflect an academic year.) 

*Contact hour 
 
40% Teaching = 
a) 16 students taking 1-hour applied lessons each semester 
b) 8 students taking applied lessons each semester, and one 3 c.h.* class  
c) 11 students taking applied lessons each semester, and one 2 c.h. class (= 41%) 
 
50% Teaching = 
a) 20 students taking 1-hour applied lessons each semester 
b) 12 students taking applied lessons each semester, and one 3 c.h. class  
c) 14 students taking applied lessons each semester, and one 2 c.h. class (= 49%) 
  
60% Teaching =  
a) 24 students taking 1-hour applied lessons each semester 
b) 16 students taking applied lessons each semester, and one 3 c.h. class 
c) 19 students taking applied lessons each semester, and one 2 c.h. class (= 61%)  
 
 
B. Creative/Research/Scholarly Activities 
Because there is extraordinary variance in the nature of creative/research/scholarly activity, 
workload percentages cannot be determined by quantifying hourly commitments or daily 
averages of time. Rather, to determine the percentage for creative/research/scholarly activity, 
faculty should draft a list of their projected activity for the semester/year to review with the 
division chair to decide the appropriate percentage. Typical activities in this area are defined in 
each division’s promotion and tenure guidelines (see Section 4.4, p. 117 in the College of Music 
Faculty and Staff Handbook.). 
 
To document creative/research/scholarly activities, faculty may upload the following examples 
to the Faculty Information System (FIS) or platform currently in use as applicable: 
 

1. The record of musical performances both on- and off-campus: collaborative piano, 
conducting (outside of UNT instructional responsibilities), directing, and singing. 

2. Audio and video recordings. 
3. Scholarly publications. 
4. Creation of digital media including podcasts, video series, websites etc. 
5. Master classes taught, guest lectures, papers read or presented, panel memberships, 

and/or contest adjudications. 



 

   
 

 

6. Professional activity related to the collaborative piano, coaching, conducting, directing, 
and vocal disciplines, including committee positions and/or offices in professional 
organizations, chairing sessions at professional conferences and meetings, editorial 
responsibilities, reviews, and/or publications on professional organizational activity. 

7. Scholarly and creative activity not resulting in publication or performance. 
8. Honors, awards, and grants (or contracts, etc.) for creative/research/scholarly, or 

professional activity. 
9. Other evidence of continuing creative/research/scholarly, and professional growth. 

 
 
C. Service 
Explanation of Percentages for Service: 
Percentages for service activity should be determined by the nature and time commitment of 
each service activity. A normal expectation for service activity would be 10%, or the equivalent 
of an average of 4 hours per week for service. Within a 15-week semester, this would be the 
equivalent of 60 hours per semester. Typical activities in this area are defined in each division’s 
promotion and tenure guidelines (see Section 4.8, p. 117 in the College of Music Faculty and 
Staff Handbook). 
 
Note: The percentages used for computing teaching load are explained above and are not derived 
from the same numerical system used for determining service percentages which are based upon 
a 40-hour work week. This was approved by the Chairs in 2025: 30 weeks multiplied by 40 
hours per week equals 1200 hours per academic year. Calculate the Service activity percentage 
by dividing the total hours of the activity in an academic year by 1000 (1,200 rounded down), 
and move the decimal to the left by two places for the percentage. 
 
 

1. Documenting Service to the Faculty Information System (FIS) 
For documenting Service, faculty are encouraged to use the listings found below as a 
checklist for documenting their activities. They should upload the following to FIS as 
applicable:  

a. University committee membership such as: Faculty Senate, Faculty Development 
Leave Committee, Faculty Grievance, Grad Council, and Fine Arts Committees. 

b. College Committee membership such as PAC/RPTC, FAC, GPDC, Search 
Committees, UGCC, GCCC, and Pi Kappa Lambda.  

c. Division Committee membership such as: PAC/RPTC.  
d. Studio administrative and management tasks such as TA/TF and adjunct faculty 

supervision; social media, website, and marketing management; hosting guest 
artists.  

e. Adjudicating on-campus events such as the concerto competition for another area 
f. Serving as faculty mentor. 
g. Serving as advisor to student organizations.  
h. Professional service such as external reviews, providing reference letters for 

colleagues, and leadership or committee assignments in professional associations 
and organizations.  

i. Community service such as volunteer participation as a consultant or board 

https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf


 

   
 

 

member, committees, etc.  
j. Recruiting activities for the studio; prospective student lessons or masterclasses; 

correspondence including calls, letters, texts, emails, handwritten notes; working 
for College of Music recruitment events.  

k. Conducting pre-screening, live, and video entrance auditions, and reviewing TF 
applications. 

l. Other special assignments or administrative duties.  
m. Utilization of the professional abilities and expertise without compensation or 

with nominal compensation on behalf of continuing education in music or in the 
service of government agencies, citizen’s groups, educational, religious, or 
charitable organizations, or health care institutions at the local, state, national, or 
international levels.  

 
The standard service load for a division faculty member is between 5% and 20%. The division 
chair and the faculty member will negotiate their service percentage along with consideration of 
instructional assignments and creative/research/scholarly activities. 
 
While division faculty are encouraged to be of service within areas that best suit their 
inclinations and talents, faculty are also expected to participate regularly in committee work for 
the university, college, or division. 
 

2. Specific Activities and Percentages 
a. Allocation of Service Percentage Across the Division 

• Service to the division includes activities that are expected of all faculty 
members, Collaborative Piano, Opera, and Applied Voice: 

• Attending and participating in area and division meetings. 
• Attending and participating in college convocations, retreats, and meetings. 
• Participating in MM, DMA, and/or PhD advisory committees, i.e., MM and 

DMA oral exams when not serving as the major professor (non-recital 
committees). For dissertation and recital activity as a committee member, see 
below, letter “f”. 

• Senior Recital Hearing panelist (Applied Voice only). 
• Serving as faculty mentor to students, e.g., career advising, diction coaching, 

dissertation topic discussion, student lesson upon referral from a colleague 
etc., when not the major professor. 

• Completing FIS documentation and university mandated training by the date it 
is due. 

• Attendance at Undergraduate College of Music Commencement and Graduate 
Commencement if responsible for hooding a DMA student. 

 
For these activities, assuming compliance, all division faculty will be given a 2.0% allocation per 
academic year toward their service workload. Faculty on leave do not participate in these 
activities and therefore will not receive this allocation for the semesters they are on leave. 
 

b.  Allocation of Additional Service Percentage for Applied Voice Faculty Applied 
Voice faculty must also engage in regular recruitment activities as follows: 



 

   
 

 

• Expected Attendance at Departmental Recitals (No FIS entry necessary.) 
• Reviewing and evaluating prescreen and video auditions. 
• Attending College of Music audition dates and evaluating applicants. 
• Entering admission decisions into the GetAcceptd platform or the platform currently in 

use. 
• Responding to prospective student inquiries in a timely fashion. 
• Providing reference letters for current and former students. 
• Submitting scholarship and TA/TF decisions in a timely fashion. 
• Communicating with accepted students until subsequent enrollment. 

 
For these expected recruitment functions Applied Voice faculty typically will be assigned a 5% 
allocation per year; however, this allocation is not automatic and will be dependent upon the 
faculty member reporting these activities in the Faculty Information System. Faculty on leave 
who continue participating in these activities during their leave will receive this allocation for the 
period of approved leave. 
 
 
c. Allocation of Additional Service Percentage for Collaborative Piano Faculty Collaborative 

Piano faculty must also engage in regular recruitment activities as follows: 
• Reviewing and evaluating prescreen and video collaborative piano auditions. 
• Attending College of Music audition dates and evaluating collaborative piano 

applicants. 
• Entering admission decisions into the GetAcceptd platform or the platform currently 

in use. 
• Responding to prospective student inquiries in a timely fashion. 
• Providing reference letters for current and former students. 
• Submitting scholarship and TA/TF decisions in a timely fashion. 
• Communicating with accepted students until subsequent enrollment. 

 
For these expected recruitment functions Collaborative Piano faculty typically will be assigned a 
2.0 % allocation per year, however, this allocation is not automatic and will be dependent upon 
the faculty member reporting these activities in the Faculty Information System. Faculty on leave 
who continue participating in these activities during their leave will receive this allocation for the 
period of approved leave. 
 
d. Allocation of Additional Service Percentage for Opera Faculty 
Opera faculty must also engage in regular recruitment activities as follows:  

• Attending the live auditions or viewing the video recordings of College of Music 
graduate applicants. 

• Communicating with accepted students until subsequent enrollment. 
• Providing reference letters for current and former students. 

 
For these expected recruitment functions Opera faculty typically will be assigned a 2% allocation 
per year; however, this allocation is not automatic and will be dependent upon the faculty 
member reporting these activities in the Faculty Information System. Faculty on leave who 
continue participating in these activities during their leave will receive this allocation for the 



 

   
 

 

period of approved leave. 
 
 

e.  Current Division Workload Service Opportunities 
These activities are currently recognized as meeting some percentage of the 
Service Workload within the Division of Vocal Studies. 

 
  



 

   
 

 

f. DVS Service Opportunities 
 Est. Total AY Hrs. AY Percentage 
Larger Time Commitment   
Depart. Recital/Guest Artist/Concerto Comp. 
Committee 

43 4.3% 

Departmental Recital Program Coordinator 50 5% 
Division PAC/RTPC member 20 2% 
Division PAC/RTPC Chair 25 2.5% 
Recruitment Coordinator 40 4% 
Scholarship Committee Chair 95 9.5% 
Student Council Faculty Advisor 30 3% 
   
Smaller Time Commitment   
Participation on MM, GAC, DMA degree recital 
committees, and dissertations as the non-major 
professor - (Number of hours divided by 1000 = 
the %) 
 
Faculty are encouraged to calculate a projected 
number of recital committee hours based on the 
average of their activity from the previous two 
years listed on FIS. 

Variable  

Participation as the Related Field professor for 
Written Qualify Exams - (Number of hours divided 
by 1000 = the %) 

Variable  

Departmental Recital / Audition Videography 
Supervisor 

5 .5% 

Lyric Diction Placement Exam Coordinator 5 .5% 
Nuventive (TracDat) Committee 5 .5% 
Scholarship Committee Member 5 .5% 
Vocal Literature Placement Exam Coordinator 5 .5% 
Vocal Pedagogy Placement Exam Coordinator 5 .5% 
Vocal Arts Advisory Committee 3 .3% 
TA/TF Supervision (two hours per student) 
(Number of hours divided by 1000 = the %) 

Variable  

Recruiting: trial lessons, meetings with prospective 
students. 
(Number of hours divided by 1000 = the %) 
 
Faculty are encouraged to calculate a projected 
number of recruitment hours based on the average 
of their recruitment activity from the previous two 
years listed on FIS. 

Variable 
 

 

 



 

   
 

 

g.  Collaborative Piano Service Opportunities 
 Est. Total AY Hrs. AY Percentage 
Playing for Departmental 
Recitals 

60 (3 hrs. Weekly x10 x 2 
semesters = 60) 

6.0% 

Playing for graduate 
auditions 

Approximately five three-
hour sessions 

Examples 
Three hours = .3% 
Six hours = .6% 
15 hours = 1.5% 

Collab Piano – Assigning of 
TA pianists 

30 3.0% 

 
 

h.  Opera Service Opportunities 
 Est. Total AY Hrs. AY Percentage 
Opera Scholarship 
Committee 

25 2.5% 

Marketing 64 (two hrs. Per week) 6.4% 
Design work 32 3.2% 
Production Management 
Supervision 

64 6.4% 

Transporting 
furniture/props/lights etc. 

32 3.2% 

Liaising with other colleges 
at UNT - College of Arts and 
Design, Theater, Dance 

32 3.2% 

Scheduling and 
Administration of Weekly 
Opera Schedule 

150 15.0% 

Coordinating Orchestral 
Staffing 

60 
 

6.0% 

Opera Admin TA and Pianist 
TA Supervision 

Variable  

 
 
Administrative Assignments 
Division Chair    50% 

Collaborative Piano Area 
Coordinator 

 10% 

 
 
  



 

   
 

 

 
Assigning Workload Percentages 
In the Division of Vocal Studies, the typical workload distribution for tenure-track and tenured 
faculty members is 40% Teaching, 40% Creative/Research/Scholarly activity, and 20% Service. 
The typical workload distribution for professional faculty members is 80% Instruction and 20% 
Service. 
 
Unit administrators, in consultation with the individual faculty member, ensure workload equity 
when assigning workload percentages by considering the conditions of the faculty member’s 
appointment, the faculty member’s goals, and the length of the faculty member’s work contract. 
However, the broader needs/priorities of the academic unit(s) to which each faculty member is 
assigned (as determined by the unit administrator and/or dean), as well as of the University as a 
whole (as determined by the provost and president), must take precedence. Workload 
assignments do not necessarily guarantee that faculty’s professional or academic goals or input 
on workload will be accommodated (UNT Policy 06.027 Academic Workload, IV. D. 4). 
 
III. Timeline for Workload Negotiation 
A faculty member negotiates their workload with the division chair, as indicated in UNT Policy 
06.027 Academic Workload. Each workload applies to the following academic year. 
 
A. The division chair sends/directs the division faculty to the instructional and service workload 
percentage calculation tools and a workload percentage worksheet at least three weeks before the 
end of each long semester. The chair may ask the faculty to describe anticipated 
creative/scholarly/research, teaching, and service activities that will affect the workload of the 
next term. 
 
B. By the end of finals week in each long semester, the faculty member will send the workload 
percentage worksheet pertaining to the next semester to the chair, who then responds (within 5 
days) with any questions or comments. 
 
C. The chair and faculty member will meet and/or correspond to finalize workload percentages 
for the next term. The faculty member may file a grievance, following the division's grievance 
guidelines and procedures, the college's grievance guidelines and procedures, and UNT Policy 
06.051 Faculty Grievance. 
 
IV. Adjustment of Standard Annual Workload Percentages 
A. The standard workload percentages may be adjusted during workload negotiation for faculty 
who have special duties and responsibilities. 
 
B. During the workload negotiation process, faculty may request an adjustment of standard 
annual workload percentages for various reasons (e.g., consistently superior performance, 
especially high demands, circumstances beyond the control of the faculty member, and so forth).  
 
V. Publication of Workload Percentages and Assignments 
A listing of committee assignments and workload percentages for PAC Committee or all division 
faculty will be available on a spreadsheet with names redacted in the DVS tab on Microsoft 

https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf
https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf
https://policy.unt.edu/sites/default/files/06.027%20Academic%20Workload.pdf


 

   
 

 

Teams. 
 
VI. Annual Evaluation and Tenure and Promotion Standards 
The division PAC/RPTC will evaluate faculty based on their performance in the areas of 
teaching, creative/research/scholarly activity, and service. The expectation for satisfactory 
performance will be determined by percentages assigned for the academic year. 
 

Annual review will follow the standards outlined in the Division of Vocal Studies 
Guidelines for Merit Evaluation. Tenure and promotion review will follow the division’s 
standards outlined in the Division of Vocal Studies Guidelines for Promotion and Tenure. 

 
Faculty should remember that satisfactory completion of annual review does not guarantee 
satisfactory completion of standards for tenure and promotion. In case of any discrepancy 
between this document and the University of North Texas College of Music Faculty and Staff 
Handbook, the faculty handbook will supersede.  
 
VII. Reviewing and Revising the Workload Guidelines 
Revisions to the Workload Guidelines will be approved by a vote of all full-time faculty. 
 

Approved by a vote of the Division of Vocal Studies faculty – 03/25/2025 
Revised and approved by a vote of the Division of Vocal Studies faculty – 08/18/2025 

Approved September 1, 2025 
 

 

 
 
  

https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf
https://music.unt.edu/files/default/files/faculty_staff_handbooks/handbook_9-18-2024.pdf


 

   
 

 

(5.2) Part-time Teaching Loads for Adjunct Instructors 
 

I. Part-time faculty teaching loads in the College of Music will be based on the normal 
teaching load of a lecturer. A full load for part-time faculty or for a lecturer is four 3 
semester credit hour courses or a minimum of 20 hours in applied music. 

II. Part-time faculty members will have the following responsibilities in addition to 
teaching assignments: 
A. Fulfill instructional duties attendant to degree recitals. 
B. Participate in division/area activities and divisional/area voting at the discretion of 

the division/area faculty. 
1. Participation in applied music examinations (juries) will be determined by the 

Division Chair at the time of the appointment. 
2. Attendance at entrance auditions, College of Music committee assignments, and 

other such functions will be at the discretion of the Division Chair and Area 
Coordinator. 

III. Attendance at College of Music faculty meetings is at the discretion of the part-time 
faculty member. 

 
  



 

   
 

 

(5.3) Summer Teaching 
 
The College of Music follows the summer school policies established by the University. In 
order to prepare the summer instructional budget for the College of Music, faculty will be 
asked to submit their summer school teaching plans to their Division Chair during the fall 
semester, which will then be approved by the Senior Associate Dean for Academic Affairs. 
Compensation for summer school teaching will follow University guidelines. For more 
information on Summer Teaching, visit the Summer School Compensation page at the 
provost’s website. 
 
Salary 
Full-time summer salaries are calculated at the rate of 2.77% of their 9-month budgeted salary 
per semester credit hour.  Compensation rates for summer teaching may change according to 
university policy. 
 

(a) two 3-credit courses (100% FTE) 
(b) 16 hours of applied lessons (100% FTE) 
(c) a combination of lessons and courses that would equal 100% FTE Applied Lessons 

 
Individual applied lessons are not offered during the summer, but faculty members may wish to 
develop courses based on applied work, which will function according to the principles 
governing all other classes. Any decision to offer such courses should be made in consultation 
with the faculty member’s Division Chair. 
 
Academic Courses 
 
Summer salaries for courses that do not the meet minimum enrollment standards established 
by the state are subject to salary reduction. Faculty will have to agree to a salary reduction or 
opt to cancel the course prior to the start of the summer semester. 
 
  

https://vpaa.unt.edu/resources/recruitment/compensation-summer


 

   
 

 

(5.4) Teaching Assistants and Fellows 
 
Positions for Teaching Fellows (TF) and Teaching Assistants (TA) are distributed to the 
College of Music on an annual basis. The Assistant Dean for Enrollment Management 
allocates positions to each Division. In most cases, allocations will be based on the previous 
year’s allocation. The Division Chair is responsible for distributing positions to each area 
according to enrollment needs or strategic initiatives. 
 
Appointments for TF/TAs must follow the university guidelines for recruitment and selection, 
which can be found in the University Policy Manual, Recruitment and Selection of Teaching 
Fellows and Teaching Assistants (section 06.020) and Orientation, Supervision, and Evaluation 
of Academic Assistants (section 06.021). 
 
Teaching Fellow/Teaching Assistant positions are offered either as 50% (20 hours per week) 
or 25% (10 hours per week). Funded positions that are 50% FTE are considered full-time and 
include certain benefits and in-state tuition. For complete information on full-time positions, 
see the University Policy Manual, Exemptions and Waivers from Tuition and Fees (section 
10.001).  Positions funded separately from the TA/TF budget (referred to as “unfunded 
positions) do not come with tuition benefits. 
 
Stipends for TF/TAs are based on the UNT Graduate Student Recruitment and Retention 
Plan: https://vpaa.unt.edu/resources/retention.  
 
  

https://policy.unt.edu/policy/06-020
https://policy.unt.edu/policy/06-020
https://policy.unt.edu/policy/06-021
https://policy.unt.edu/policy/06-021
https://policy.unt.edu/policy/10-001
https://vpaa.unt.edu/resources/retention


 

   
 

 

(5.5) Teaching Fellow Credentials 
 
A graduate student with fewer than 18 credits can serve only as a Teaching Assistants and a 
regularly appointed faculty member must be instructor of record. The faculty member is 
responsible for ensuring the delivery of proper instruction. 
 
  



 

   
 

 

(5.6) Teaching Assistant and Fellow Appointment and Renewal 
 
Renewal 
The regular appointment letter and contract do not offer any guarantee of renewal beyond the 
academic year of appointment and is made contingent upon enrollment. Given satisfactory job 
performance, and under normal circumstances, salaried graduate employee appointments are 
made within the following limits: 
 

• 2 years total appointment for a student seeking a master’s degree; 
• 3 years total appointment for a student seeking a doctoral degree; 

 
A division may request an exception to these college-imposed limits by providing the Senior 
Associate Dean for Academic Affairs with a rationale based on critical instructional need or 
extenuating circumstances in the student’s academic status. Likewise, the faculty of an area may 
impose stricter renewal limits, but only by policy established and announced to an applicant 
before making the initial appointment. 
 
There will be an early Spring semester deadline for Teaching Assistant and Fellow 
applications, typically around February 15 of the academic year preceding the year of 
appointment. Current appointees must apply for renewal by the deadline. Since 
consideration of these applications by the faculty takes place alongside scholarship 
consideration, the Assistant Dean for Enrollment Management will establish an 
advisory deadline by which the faculty should submit renewal decisions for all eligible 
Teaching Assistants and Fellows. When renewal of a current Teaching Assistantship 
or Fellowship is not recommended by the faculty, one of the following reasons must 
be given for non-renewal: 
 

• Total eligibility has been exhausted; 
• The Teaching Assistant or Fellow is graduating or for other reasons leaving their UNT 

program of music study; 
• Performance of duties during the current year has been unsatisfactory; or 
• The Teaching Assistant or Fellow has not made satisfactory progress toward the 

graduate degree sought. 
 
In the case of the latter two reasons, the faculty member will be asked to provide 
documentation of the nature of the shortcoming and indication that the Teaching Assistant or 
Fellow has been counseled about their performance well before being informed of the non-
renewal recommendation. Identifying other applicants of greater promise in the program is not 
acceptable grounds for non-renewal of a Teaching Assistant or Fellow. 
 
Appointment 
 
Once renewals have been established, division chairs and area coordinators will then determine 
new appointments. This should be done as soon as possible to maximize the recruitment impact 
of the appointment offer in concert with scholarship offers. Typically, only full fellowships and 
assistantships for which there will be assured enrollment and funding will be authorized for 
appointment in the Spring. As with renewal recommendations, new appointment 



 

   
 

 

recommendations representing group faculty decisions must come from an Area Coordinator or 
Division Chair. 
 
Once each new or renewal appointment is approved by the Assistant Dean for Enrollment 
Management, the College of Music Graduate Studies Office will be authorized to generate 
appointment letters and contracts for each appointee. The appointment letters and contracts 
will state the deadline for the appointee to accept the appointment and all required 
documentation. 
 
Orientation and Mentoring 
 
All new and returning music teaching fellows and assistants will be required to attend a 
mandatory division or area-wide orientation before the start of Fall semester classes. 
 
Each will then be assigned specific loads in their division and supervised according to the 
guidelines of the College of Music Teaching Assistant and Fellow Mentoring Policy (see 
Section 5.7). 
 
  



 

   
 

 

(5.7) Teaching Assistant and Fellow Mentoring 
 
The College of Music Mentoring Program is committed to quality educational experiences for 
Teaching Assistants, Fellows, and their students. Through the mentoring program, the College 
of Music will ensure that Teaching Assistants and Fellows receive proper guidance intended to 
serve two objectives: 
 

1. To ensure that students are taught by qualified and committed Teaching Assistants and 
Fellows in an effective classroom or studio environment 

2. To prepare Teaching Assistants and Fellows for careers as educators 
 
Selection Process 
 
Teaching Fellowships and Assistantships available in the College of Music require specific 
areas of expertise. Applications are reviewed by Division Chairs, Area Coordinators, or other 
appropriate faculty (see Section 5.6, Teaching Assistant and Fellow Appointment and 
Renewal). 
 
Orientation 
 
A mandatory orientation is held for new and returning Teaching Assistants and Fellows at 
the beginning of the fall semester as described in Section 5.6. Appropriate university policies 
and procedures will be distributed and discussed. Each Teaching Assistant or Fellow will be 
assigned a mentor teacher whose expertise is in the applicable subject area. Specific 
responsibilities for Teaching Assistants and Fellows are outlined in each division or area’s 
orientation guidelines. 
 
Syllabus Development 
Instructors of record are responsible for developing course syllabi. The university requires 
consistent elements in each syllabus, including UNT specific requirements and institutional 
academic requirements, which mirrors legislatively mandated information. 
 
Instructors can find the list of required syllabi elements in the UNT Course Syllabi Requirements 
Policy. Instructors can also find the standard syllabus statements via this link, as well. The 
Course Syllabi Requirements Policy (Policy Manual, section 06.049) also includes information 
on optional syllabi statements, along with suggested language, and additional policies regarding 
the creation, distribution, and usage of course syllabi. We encourage all instructors to read the 
policy in its entirety to stay up to date on university and legislative syllabi requirements. 
 
Applied lessons will begin by the second week of classes at the latest. Each student will receive a 
minimum of 13 lessons per semester. Syllabi for applied lessons must include the following 
statement: “Applied lessons will begin no later than during the second week of classes. Each 
student will receive a minimum of 13 lessons per semester. Students missing more than 5 lessons 
may not receive course credit.” 
 
 
 

https://policy.unt.edu/policy/06-049


 

   
 

 

Observation & Assessment 
 
Mentor teachers or other approved faculty will observe all Teaching Fellows with teaching 
responsibilities at least once per long semester. Teaching Assistants should be observed, as 
deemed appropriate. University-wide in-service opportunities will be provided to enhance 
teaching skills. Teaching Assistants and Fellows with teaching responsibilities must meet 
deadlines for submitting grades. After the student evaluations have been processed, the 
Division Chair will review the evaluations and determine if additional mentoring is needed. 
 
  



 

   
 

 

(5.8) Teaching Fellows: Applied Studio Teaching 
 
Responsibilities for full-time applied Teaching Fellows are based on the following: 

• 50% (full) TF appointments have an expected workload of 20 hours per week; 
• The ratio for those with applied Teaching Fellowships is 2:1 – for every two hours of 

instruction TFs will receive one hour for preparation. Therefore, a standard TF 
assignment might include 10 hours of applied instruction, 5 hours of preparation, and 5 
hours of additional work assigned by the division chair or other designated faculty 
member. However, a larger number of teaching hours may also be assigned to fill out the 
20 hours. 

• Students who are Teaching Fellows may be assigned to perform in a music laboratory or 
ensemble as part of their instructional duties in cases where insufficient numbers of 
players are available to meet laboratory demands. In these cases, the student will not 
enroll for credit in the ensemble, and a typical 20-hour con- tract will comprise 8 hours of 
instruction, 4 hours of preparation and 8 hours for rehearsals and preparation for the 
ensemble. Decisions to require music laboratory participation without enrollment must be 
approved by the Chair of the Instrumental Studies, Voice, or Keyboard Divisions with the 
consultation of ensemble directors and applied instructors. 

 
Note: Teaching Assistants who meet the conditions outlined in the third bullet may also have 
contact hours counted into their workload. 
 
  



 

   
 

 

(5.9) Office Hours 
 
Each faculty member is required to identify, post, and maintain office hours so that students can 
have time to meet with them. These office hours must be consistent with department and 
college policy and must be indicated on the semester schedules submitted to division and 
college administrative offices (see Section 4.12). 
 
The office hours scheduled may reflect differences between levels and types of classes, but 
assurances must be made that each faculty member is available on an appropriate, regular, 
student-convenient basis. Compliance with this requirement will be taken into account in annual 
merit evaluation procedures. 
 
So that the division and college level administrative offices can function efficiently and 
effectively, faculty members should inform division administrative assistants and the College of 
Music Main Office Manager of their schedules, office hours, and any subsequent changes. 
Schedules should be submitted to these administrative offices at the beginning of each semester 
or term. Such communication will ensure the orderly transaction of instructional and 
administrative activities. 
  



 

   
 

 

(5.10) Faculty Studio Assignments 
 
This policy is set forth to determine faculty studio space assignments for new/incoming 
faculty members and for the reallocation of studio space for current faculty members and 
those transitioning to modified service. 

1. Large studio spaces, especially large, windowed studios, should be assigned by the 
following priorities: 
a. Rank 
b. Seniority 
c. Instrumental needs 

2. At the beginning of their modified service, faculty will move into a new shared space 
with other non-full-time teaching faculty. 

3. Non-tenure-track faculty will be assigned to non-windowed space in the main music 
building, or in the music annex. The size of the room will be determined by 
instrumental need and availability. 

4. Faculty who hold deanships should share a studio with other non-full-time teaching 
faculty. 

5. Windowed studios of any size should not be used as practice rooms. As space 
allows, smaller non-windowed rooms can be used as designated practice rooms, 
especially for larger instrument needs. 

 
The Associate Dean of Operations should consult with the Chair of the Council of Division 
Chairs and the Faculty Advisory Committee on unresolved issues pertaining to the assignment 
of faculty studio space. 
 
 

  



 

   
 

 

Section 6 
Faculty Professional Development 
 
(6.1) Development Leave 
Development Leave (UNT Policy Manual, section 06.010) is authorized for the primary 
purpose of increasing the value of the recipient’s sustained contribution to the university by 
providing them an opportunity for professional growth. Such developmental leaves are not 
to be understood as deferred compensation, nor are they to be anticipated simply on the 
basis of longevity at the university, alone. Development leave may be granted, upon 
application, for study, research, writing, field observations or other suitable purposes. 
Development 
 leave can be for full-time faculty or staff (including professional librarians) whose duties 
include teaching, research, administration, or the performance of professional services. 
 
Faculty and staff, as defined in the preceding paragraph, shall be eligible for a development 
leave if the individual has served the university for at least six consecutive academic years 
following initial employment or return from a development leave, and the individual is not in 
the terminal year of employment at UNT. 
 
  

https://policy.unt.edu/policy/06-010


 

   
 

 

(6.2) Getty Funding for Special Events 
College of Music Getty funds are intended to be used to provide funding assistance in support 
of special events that are significant in their scope and provide interest across the entire 
college. In terms of the level of funding, the Getty account funds cannot be depleted to a level 
below the amount of the most recent gift from the Getty Foundation. 
 
Applications for funding are accepted by the Council of Division Chairs each Fall semester. 
Funds are awarded by vote of the Council of Division Chairs. 
 
Applicants should be prepared to provide the information below when applying for Getty 
Funding: 
 

• Name(s) of the guest(s) or event. 
• Funding request amount, and any other funding sources available for the project. 
• Provide a short biography of the guest(s), if applicable. 
• Describe the sessions to be presented at UNT, listing the times, the places, and the 

significance of the guest(s) or event to the College of Music. Please note that funding 
priority will be given to those guests or events that will be meeting the needs of the 
majority of the College of Music student body. 

 
  



 

   
 

 

(6.3) University Libraries 
The Libraries of the University of North Texas hold major collections of electronic journals, 
books, and databases. The University Libraries consist of five campus facilities which house 
approximately six million cataloged holdings including books, periodicals, maps, documents, 
microforms, audiovisual materials, music scores, full-text journals and books. 
 
Music Library 
The UNT Music Library (Willis Library, Fourth Floor) supports the scholarly and 
performance research needs of the College of Music by collecting and preserving 
monographs, reference works, periodicals, printed music and sound recording formats, as 
well as subscribing to electronic databases for research and streaming music. Special 
collections are a particular strength of the Music Library’s holdings, emphasizing the many 
genres classified under Western art music and jazz, but also popular music and various 
sub-genres. Ten full-time staff and around 30 student assistants also provide reference and 
access services, ensuring that the College of Music and all outside researchers are able to 
locate and access music materials. 
 
Selected Services 

3. Course Reserves 
The UNT Libraries holds and distributes course reading materials, including 
some textbooks, for students as requested by instructors. These materials are 
placed at a service desk within the libraries or are made available online and can 
include books, articles, chapters of books, sample tests, videos, CDs, and 
DVDs. 

4. Music Reference Services 
UNT Libraries provide reference services in several areas, including music, to 
help patrons gain access to materials and direction in the use of library 
materials.   

5. Electronic Resources 
The UNT Libraries subscribe to many databases to help faculty and students 
with research and class work; several of these databases are music specific. The 
resources are web-based, but are not free websites, and cannot be accessed by 
finding them on search engines. In order to access them, you must click on 
special URLs that restrict access to the UNT community. Most can be accessed 
from the UNT Libraries home page. 

 
For information about additional services, visit the Music Library website. 
 
Media Library 
The Media Library (Chilton Hall, Room 111) contains the UNT Libraries’ non-print, 
audiovisual, tabletop games and video games collections. The Media Library also has 
The Nest, which is an e-sports and game design space. The mission of the UNT Media 
Library is to support the instructional and research needs of UNT faculty, staff, and 
students by collecting, maintaining, and providing access to media materials that 
represent all academic disciplines and all genres of film. A list of services may be found 
online at the Media Library website. 

 

https://library.unt.edu/
https://library.unt.edu/music/
https://library.unt.edu/
https://library.unt.edu/media/
https://library.unt.edu/media/nest/


 

   
 

 

(6.4) Faculty Information System 
The Faculty Information System (FIS) is a web-based faculty productivity tool powered by 
Digital Measures that is used to collect, manage, and report faculty teaching, research, and 
service activities, along with other professional accomplishments. All UNT instructors of 
record have an FIS profile. 
 
  

https://facultyinfo.unt.edu/


 

   
 

 

(6.5) Office of Research and Innovation 
The Office of Research and Innovation offers several services to help faculty members pursue 
funding for research and creative activities both internally and externally. The   office houses 
several entities which oversee research and innovation, research integrity and compliance, grant 
general grant and contract administration, grant and contract accounting, and information 
systems. 
 
  

https://research.unt.edu/


 

   
 

 

(6.6) Intramural Seed Funding 
Research seed grants are intended as a mechanism to collect preliminary data, conduct pilot 
studies and/or complete scholarly activities that will facilitate external funding applications by 
making the applications more competitive during external review. 
 
  

https://research.unt.edu/research-funding-opportunities/intramural-seed-funding


 

   
 

 

(6.7) External Funding 
External research funding is available from a variety of sources, including government 
agencies, non-profit organizations, and corporations. Typically, external funding can best be 
broken down into a few sponsor types. 
 
 
  

https://research.unt.edu/research-funding-opportunities/external-funding-opportunities


 

   
 

 

(6.8) Eminent Professorships 
UNT recognizes three Eminent Professorships (UNT Policy Manual, Section 06.015). The 
University Distinguished Teaching Professorship award recognizes tenured faculty who perform 
outstanding teaching, teach at the introductory levels of their disciplines, promote the continuous 
development of teaching excellence, and promote improved teaching among their colleagues in 
the UNT community.  The University Distinguished Research Professorship award recognizes 
tenured faculty at the rank of professor who have achieved an exceptionally outstanding record 
of creative activities or research productivity and who demonstrate a record of continued 
extraordinary productivity. The purpose of the Regents’ Professorship award is to provide 
recognition and salary support for individuals at the rank of professor who have performed 
outstanding teaching, research, and service to the profession and to the University of North 
Texas, and who have achieved a high level of national and international recognition. 
 
  

https://policy.unt.edu/policy/06-015


 

   
 

 

(6.9) UNT International Affairs 
UNT International Affairs directs and supports the activity of six constituent units: Global 
Engagement, International Recruitment, International Student and Scholar Services, International 
Programs and Communication, the Intensive English Language Institute, and Study Abroad. Its 
mission to support the university’s global endeavors and international initiatives. They support 
international teaching, research and service in the provision of expertise and assistance to 
faculty, staff, students and administrators. 
 
  

https://international.unt.edu/


 

   
 

 

(6.10) Summer Workshops 
Summer workshops and camps can extend the educational mission of the College of Music to 
those not usually attending summer school, enhance the image of the school as a provider of 
innovative and specialized instruction, and serve as recruiting opportunities for future student 
enrollment. They can also offer summer employment opportunities to music faculty, if 
financially profitable. Since the faculty, facilities, and reputation of the College will be 
involved, some oversight in the planning and execution of workshops is required, as well as 
some return of profits to the College for future workshops. Please note that no money may be 
paid to UNT faculty until all expenses have been met at the conclusion of the workshop. 
 
It is the policy of the College of Music that scheduled classes have priority over workshops in 
the scheduling of facilities. Priority amongst workshops is determined by the Dean of the 
College of Music in consultation with the Associate Deans and is determined by considering a 
number of criteria including information contained in the workshops’ planning documents with 
particular emphasis on how the workshop benefits the University, College Division and/or 
Area. 
 
NOTE: Workshops held on the UNT campus may be subject to a facilities usage tax payable to 
the University through the Office of Conference and Event Services. 
 
Office of Conference and Event Services 
The UNT Division of Student Affairs Office of Conference and Event Services offers on and 
off campus event management ranging from summer camps to international conferences. 
This office can arrange meeting and recreational space, housing, dining services, 
transportation and social events, and all the support services that may be needed for a 
successful event. 
 
Proposals for New Workshops 
Proposals for new summer workshops may be initiated by individual faculty members, 
areas, divisions and/or administrators of the College of Music. Tentative dates should be 
cleared and scheduled through the College of Music Office Manager and Scheduling Office. 
All proposals should be endorsed by the appropriate division faculty members and 
submitted to the Dean and the Council of Division Chairs for approval. Proposals are due at 
the beginning of the Spring semester, approximately 18 months prior to the proposed 
workshop. Proposals can be considered later than this time, but will be subject to space 
commitments already made. 
 
Planning Documents 
The detailed plan, with dates, facilities and equipment requested, and estimated budget of 
expenses and income should be prepared by the faculty member making the proposal and the 
Division Chair, in consultation with Office of Conference and Event Services staff. The plan 
is required of all new and continuing workshops. The final plan should be approved by the 
Associate Dean for Operations and the Dean of the College of Music. Plans are due at the 
beginning of the Spring semester, approximately 18 months prior to the proposed workshop. 
 
The plan should include: 
 

https://studentaffairs.unt.edu/plan-an-event


 

   
 

 

1. Detailed request for needed facilities; 
2. Estimate of expenses, including publicity and mailing, rental equipment, salaries of 

outside faculty and temporary help, copying/printing, etc.; 
3. Proposed budget including provisions for the assignment of net profits (reserve for 

future workshops, scholarship fund, Division/College publicity and promotion, 
instructor fees, etc.); 

4. Workshop fee and the number of participants necessary to cover the expense budget; 
5. Cut-off date for cancellation if target number is not reached; 
6. Contingency plans: cut back on scope and expenses for a smaller number of 

participants; 
7. Extension credit fee for workshops offering college credit; 
8. Risk Management compliance plan for all workshops. NOTE: Special requirements 

must be met for workshops in which participants may be under the age of 18; 
9. Housing arrangements with the appropriate number of monitors or dormitory 

counselors if necessary (coordinated through the Office of Conference and Event 
Services). 

 
Scheduling Meeting 
The Associate Dean for Operations will hold a workshop scheduling meeting at the end of the 
Spring semester, approximately one year prior to the proposed workshops. All new and 
continuing workshop organizers are required to attend the scheduling meeting. 
 
 



 

   
 

 

Section7 
 

Admissions, Scholarships and Academic Advising 
(7.1) Admissions and Award Overview 
Admissions 
Admissions procedures for undergraduate and graduate students are explained in detail at the 
College of Music website (College of Music— For Prospective Students—Admissions— 
Admissions Tools). Click the links below for direct access to these instructions: 
 

Undergraduate Admissions 
Graduate Admissions Procedures and Audition Requirements 
International Student Admissions Procedures 

 
Scholarships 
Any UNT competitive scholarship of $1,000 or more per academic year includes a waiver of 
non-resident tuition. The recipient would receive half of the total award per long semester and 
be allowed to pay in-state tuition rates for one academic year, including summer sessions. 
 
Scholarship awards are determined by area faculty during the spring semester, with budgets 
based on scholarship income earned in the previous calendar year. Scholarship budgets are 
determined by the Assistant Dean for Enrollment Management and External Affairs and 
approved by the Dean of the College of Music. 
 
Teaching Assistantships and Fellowships 
The offer of a graduate assistantship or fellowship (including those that include tuition 
benefits) should be made in consultation with the faculty member’s Area Coordinator and 
Division Chair. Coordinating the award decisions enables scholarship dollars to be used more 
effectively by the division and the college. 
 
Salaried graduate student salaries at UNT are determined by the student’s level of educational 
attainment, whether employed in one/two academic terms and FTE (full-time equivalent). 
Stipends fall into three levels. The chart below gives an overview of the levels and rates of pay: 
  

https://music.unt.edu/admissions/undergraduate
https://music.unt.edu/admissions/graduate
https://music.unt.edu/admissions/international
https://tgs.unt.edu/future-students/funding/teaching-fellows-and-assistants


 

   
 

 

 

Position Title Job Code Monthly 
Salary 

9-Month 
Salary  
(50% FTE) 

9-Month  
Salary  
(25% FTE) 

Description 

Teaching 
Assistant/Fellow 
Level 1 

811/N/A $1,222.22 $11,000.00 $5,500.00 First year students without 
experience in a graduate degree 
program. Teaching assistants are 
graduate students who do not have 
primary responsibility for teaching a 
course for credit; they perform under 
the instructor’s direct supervision 
and provide general assistance to the 
instructional process, such as 
grading, tutoring, etc. Teaching 
assistants may not be listed as 
instructor of record. 

Teaching 
Assistant/Fellow  
Level 2 

812/802 $1,422.22 $12,800.00 $6,400.00 Students pursuing a master’s 
degree or seeking a doctoral degree 
with at least 18 graduate credits 
completed. Teaching assistants are 
graduate students who do not have 
primary responsibility for teaching a 
course for credit; they perform under 
the instructor’s direct supervision 
and provide general assistance to the 
instructional process, such as 
grading, tutoring, etc. Teaching 
assistants may not be listed as 
instructor of record. 

Teaching 
Assistant/Fellow  
Level 3 

813/803 $1,635.56 $14,720.00 $7,360.00 Doctoral students who have 
advanced to candidacy or have all 
but dissertation (ABD) status. 
Teaching assistants are graduate 
students who do not have primary 
responsibility for teaching a course 
for credit; they perform under the 
instructor’s direct supervision and 
provide general assistance to the 
instructional process, such as 
grading, tutoring, etc. Teaching 
assistants may not be listed as 
instructor of record. 

 
 



 

   
 

 

(7.2) College of Music Scholarship Policy 
 

1. Scholarship policy within the College of Music conforms to laws and rules in the Texas 
Education Code 54.213, Texas Higher Education Coordinating Board Rule, Chapter 21, 
Subchapter SS, Section 21.2263, and University of North Texas Policy Manual, Policy 
number 07.005, Coordination of University Scholarship Administration. Any 
discrepancies between the contents of this policy and state law/university policy are 
unintentional. In all such cases, university policy and/or state law will prevail. 
 

2. The College of Music Council of Division Chairs oversees the recommendation of 
awards by various scholarship working committees, ensures the integrity of College of 
Music scholarship policy and processes, and authorizes the issuance of awards by the 
college. 
 
The Council of Division Chairs is a standing committee of the college, established in 
section 2.3 of the UNT College of Music Charter and Bylaws. Selection of members, 
committee composition, and length of term are dictated by the appropriate sections of 
the College of Music Charter and Bylaws and the UNT Policy manual governing the 
appointment, terms and reappointment of chairs. 
 
The Council of Division Chairs meets weekly and considers scholarship matters as 
needed, but no less than twice each year. 
 

3. Music scholarship recipients must be recommended by music faculty working groups 
established from within each division/area. Each working group will document their 
selection process in support of their award recommendations. The documentation must 
include a numeric rating of all current or prospective students being newly evaluated 
for merit award eligibility and a recommendation for the amount of awards based on 
the numeric ratings. Students with award renewals only do not need to be rated, since 
they must comply with scholarship renewal requirements such as enrollment and 
minimum GPA. 

4. Merit-based music scholarships are competitive and awarded based on the audition, 
portfolio, and/or interview. Place of residency must not be a determining factor for any 
College of Music scholarship. Any awards made to a student outside the established 
competitive process do not carry with them out-of-state tuition waivers. This includes 
awards dedicated for specific students or specific faculty members’ students. 

5. Music scholarships will be awarded only to students majoring in music at the 
undergraduate or graduate levels. An exception to this requirement may be made for 
awards granted in collaboration with other colleges within the university. Exceptions 
require the approval of the Office of the Dean. 

6. Students must meet all terms and conditions of the scholarship policy. 
7. Program needs will be considered in scholarship awards. 
8. All scholarship awards are contingent on available funding. 
9. Types of music scholarship awards: 

Performance scholarships are those awards recommended by voice applied faculty, 



 

   
 

 

keyboard applied faculty, instrumental applied faculty or ensemble directors to music 
students, regardless of the recipient’s major within music. 
 
Jazz scholarships are those awards recommended by the jazz applied faculty or ensemble 
directors to music students, regardless of the recipient’s major within music. 
 
Undergraduate music education scholarships are those awards recommended by the 
music education faculty for undergraduate students with a major in music education. 
 
Non-performance scholarships include those awards recommended by music faculty in 
the divisions of composition and music history, theory and ethnomusicology that are not 
associated with participation in an ensemble fielded by these divisions. Awards 
recommended by the music education faculty for graduate students with a major in music 
education are also considered non-performance awards. 

 
Conducting scholarships are those awards recommended by the conducting faculty to 
students enrolled as conducting majors. Awards recommended by this faculty for students 
enrolled in other music majors are considered performance scholarships. 
 
Travel/performance scholarships are non-competitive awards that may be issued to music 
students representing the college at competitions, conferences, and events. 

 
10. Students receiving performance, jazz, undergraduate music education, and conducting 

scholarships must be continuously enrolled in applied lessons each long semester. 
This requirement may be waived for undergraduate students who take applied lessons 
at the concentration level and have passed their Concentration Proficiency. This 
concentration- proficiency policy applies to students with majors in jazz, music 
education, music theory, and composition, as well as students in the Bachelor of Arts 
degree program. Progress in applied lessons must be continuous. 

 
11. Students receiving performance, jazz or undergraduate music education scholar- ships 

must agree to accept assignment by the College of Music and enroll in as many as two 
performance laboratories (MULBs) appropriate to their degree preparation each 
semester. This requirement is waived for master’s and doctoral students in keyboard 
performance and classical guitar performance, as well as doctoral candidates (all but 
dissertation completed) while enrolled in dissertation (3 hours per semester). 
Assignment to a second laboratory will be made in consultation with and approval of 
the student’s applied music instructor. In the case where a teaching fellow is the applied 
instructor, the consultation and approval will be made with the teaching fellow’s 
applied faculty mentor. 

 
12. For vocal performance students in master’s and doctoral programs, participating in the 

Graduate Opera Theater or Collegium Singers as assigned by applied and ensemble 
faculty may be accepted in fulfillment of the performance laboratory requirement 
described in section 11. 

 



 

   
 

 

13. For percussion majors, enrolling and participating in a College of Music classical 
percussion ensemble and/or Indoor Drumline Ensemble (MUCM - undergraduate or 
MUEN - graduate) may be accepted in fulfillment of the performance laboratory 
requirement described in section 11 at the discretion of percussion faculty and the 
ensemble directors. 

 
14. All performance scholarship students, except those exempted in section 11, must 

audition for the appropriate ensemble faculty. Assignments to laboratories are made by 
the ensemble directors and take precedence over any commitments outside the UNT 
College of Music. 

 
15. Students receiving non-performance scholarships are required to enroll in appropriate 

courses as determined by the division(s)/area(s). 
 

16. All scholarship recipients, except those exempted below in this section, are expected to 
maintain full-time enrollment at the University each long semester, unless the student has 
fewer than twice the number of hours required to be full time remaining in their degree 
program. Full-time enrollment consists of: 

 
 
 
 

Students who are majoring in music education will be required to enroll in only 6 
credits during the student teaching term. 
 
Doctoral candidates (all but dissertation completed) are exempt from this requirement 
while enrolled in dissertation (3 hours per semester). 

 
17. All scholarship recipients must show timely progress towards their degree and must 

maintain the following minimum grade point averages (GPA): 
 

Level Music GPA Overall GPA 
Undergraduate 3.00 2.50 
Graduate 3.50 N/A 

 
18. All scholarship award letters must articulate whether the scholarship is renewable. If a 

renewable scholarship is not renewed, the appropriate faculty committee must show 
reasonable cause for non-renewal. 

a. Scholarships for study at the undergraduate level may held for up to a total of 
4 years. 

b. Scholarships for study at the master’s level may be held for up to a total of 2 
years. 

c. Scholarships for study in the graduate artist certificate in performance pro- 
gram may be held for up to a total of 2 years. 

d. Scholarships for study at the doctoral level may be held for up to a total of 3 
years. This may be extended by 2 years for doctoral students with a 90-hour 

Level Semester Credit Hours 
Undergraduate 12 
Graduate 9 



 

   
 

 

requirement. 
e. Transfer student renewals will be evaluated on an individual basis. 

 
Exceptions may apply in certain disciplines in which the normal course of study 
exceeds the established time limit. 

 
19. Students failing to meet the terms and conditions of the scholarship award pertaining to 

GPA, timely progress toward degree completion, and acceptable progress in applied 
lessons may have a one-semester probationary period in which significant progress 
toward full compliance with the terms and conditions of the music scholarship must be 
demonstrated. Progress in applied study must be demonstrated to the satisfaction of the 
applied faculty during the next regularly scheduled jury. 
 
Failure to meet other scholarship terms and conditions including laboratory ensemble 
participation, applied lesson enrollment, and participation or enrollment in other 
courses/activities required by the awarding division/area (non-performance awards) 
may be grounds for immediate scholarship termination. 
 
Failure to adhere to College of Music scholarship award procedures within the 
prescribed timeframes may also be cause for immediate cancellation or non-renewal of 
an award. 

 
20. Students whose scholarships are canceled or not renewed for reasons other than 

exhaustion of eligibility will have cause communicated to them. Students have the 
opportunity to appeal the cancellation or non-renewal decision as described in section 
21 below. 

 
21. Students who face circumstances (such as student teaching, graduation, internship, 

illness, etc.,) that prevent them from fulfilling the obligations of their awards 
(including laboratory enrollment and participation, applied lesson enrollment and 
progress, timely progress towards degree, exhaustion of eligibility, failure to meet 
GPA requirements, and procedural violations) and face the cancellation of their awards 
may file an appeal in order to retain their scholarships. Once the completed College of 
Music Appeal Form is received, it will be reviewed and recipients will be notified of 
the appeal decision. 

 
22. An audit report of students not meeting scholarship obligations pertaining to GPA, 

minimum numbers of credit hours, and applied lesson enrollment will be prepared for 
the Office of the Dean and copies distributed to all Division Chairs. 

 
Revised and Approved, College of Music Council of Division Chairs, February 5, 2018 
  



 

   
 

 

(7.3) Placement Examinations 
 
Undergraduate Music Placement Exams 
During the week before classes begin each fall and spring semester, undergraduate students have 
the opportunity to take credit by exam tests in music theory and piano.  These tests are not 
required. More information can be found at: https://mhte.music.unt.edu/core-theory-credit-exam-
cbe  and https://piano.music.unt.edu/piano-placement-examinations 
 
Graduate Placement Examinations (GPE) 
All new College of Music graduate students must take the GPE or sign a waiver stating that they 
will complete the courses for each examination waived. The GPE covers theory, music history 
and literature. The examination will be given each long semester during the week of registration 
and orientation. If remedial coursework is assigned based on the results of the GPE, the student 
must enroll in these courses in the first semester they are offered. 
 
More information may be found in the Graduate Admissions section of the College of Music 
Website 
 
Graduate Piano Literature Exam 
All graduate piano performance majors are required to pass the Graduate Piano Literature 
Exam. The examination will be given each semester during the week of registration and 
orientation. If remedial coursework is assigned, the student must enroll in these courses in the 
first semester they are offered. 
 
Please contact the Piano Area Coordinator for further details 
 
Graduate Composition Examination 
 
All graduate composition majors are required to take the Graduate Composition 
Examination. This 60-minute diagnostic examination assesses the student’s knowledge of 
contemporary composers and repertoire (through score and listening identification), 
terminology, bibliographic resources, and other information pertinent to composition in the 
twentieth and twenty-first centuries. Results of this examination will be used to advise 
students in curricular matters and to determine placement in composition-related courses. 
Please contact the Division of Composition Studies Chair for further details. 
 
  

https://mhte.music.unt.edu/core-theory-credit-exam-cbe
https://mhte.music.unt.edu/core-theory-credit-exam-cbe
https://piano.music.unt.edu/piano-placement-examinations
https://music.unt.edu/admissions#graduate


 

   
 

 

(7.4) Jury and Student Recital Requirements 
Jury and recital requirements vary by area and degree plan within the College of Music. 
Requirements for may be found in the College of Music Area Handbooks section of the 
college website, the UNT Graduate Catalog, or the UNT Undergraduate Catalog. 
 
Juries are held during the last week of classes during the “pre-finals week” of each semester. 
Jury times and locations are posted on area and division bulletin boards prior to the pre-finals 
week. 
 
Recitals must be scheduled during the Fall, Spring, Summer I, or Summer II Terms, and 
cannot be scheduled during the pre-final or final exam period. Recitals may not be 
scheduled during the 3 Week 1 summer term or between terms. 
 
For additional scheduling requirements for student recitals, see the College of Music 
Scheduling Policy, Section 10.6. 
 
  

https://music.unt.edu/student-handbooks
http://catalog.unt.edu/index.php
http://catalog.unt.edu/index.php


 

   
 

 

(7.5) Academic Advising 
Location: College of Music Student Services Center, Chilton Hall, Room 211, 940-565-3860 

Undergraduate Advising 
The College of Music Undergraduate Advising Office provides academic advising to all 
undergraduate students interested in pursuing a major or minor in music at UNT. Four full- 
time academic advisors assist students in understanding the processes and requirements   for 
completing a bachelor’s degree in music. By working with an academic advisor, students learn 
about the many resources available to UNT students and how to best utilize these resources to 
make informed decisions regarding their education. 
 
There are several tools available online to assist students as they progress through their course 
of study. Below are three key resources: 
 
Online Degree Audit—an online tool that allows a continuing student to monitor their progress 
toward their degree, showing a list of all the student’s degree requirements with a simple user 
interface. 
 
College of Music and Division/Area Student Handbooks—all current handbooks for the 
college and individual divisions/areas are available online at the College of Music website. 
They are contained on the advising website and the “current student” tab of the main site. 
 
University Core Courses for Music Degrees—lists the university’s core course requirements for 
music majors with a link to the current schedule of classes so that students can check course 
availability. 
 
Graduate Advising 
The College of Music Graduate Studies website makes available online most of the forms 
graduate students will need during the course of completing a graduate degree, as well as 
handbooks for each graduate program of study. A graduate academic advisor is also available 
there during regular business hours. 
  

https://music.unt.edu/advising/current
https://registrar.unt.edu/online-degree-audit
https://music.unt.edu/student-handbooks
https://music.unt.edu/advising/core-curriculum
https://graduate.music.unt.edu/


 

   
 

 

(7.6) International Student Advising 
(International Students are described as non-US resident students who will need to acquire a 
student visa in order to attend school in the USA. Most will apply for an F-1 Student Visa.) 
 
All applicants seeking full-time study in the College of Music must be accepted by the 
University and the College of Music through separate application processes. The Music 
Admissions Office and the Music International Liaison and Academic Advising Office work 
closely with ISSS-International Studies at UNT to coordinate the processes. All inquiries 
should be directed to their offices. 
 
Please refer all requests to the Music International Liaison and Academic Advising Office. 
 
Admission for full-time Study at UNT (International Students) 
 

1. Summary of the admission process. The student will apply to the University and also 
to the College of Music Admissions. Upon completion of a successful audition and 
meeting all University admission and immigration requirements, the prospective 
student will receive a UNT I-20 document, which is then used to apply for the student 
visa in their home country. The entire admission process can take several months to 
complete. Full admission instructions are provided on the College of Music 
Admissions webpage: music.unt.edu. 

 
2. Proficiency in English. For students who are not native English speakers, proof of 

English Proficiency is required for admission to UNT and the College of Music. The 
Test of English as a Foreign Language (TOEFL) is the most common test for 
proficiency. Other tests are also acceptable. A minimum TOEFL score of 79(ibt) is 
required. Full details on proficiency test standards may be found at: International 
Admissions | University of North Texas (unt.edu) 

 
3. Exceptions for English Proficiency 

 
a. English proficiency is waived for applicants to the Graduate Artist Certificate in 

Music Performance (GACMP) Program; however, a TOEFL score must be 
submitted with the application. 

 
b. If a student has completed a degree in the US already, the proficiency 

requirement will be waived. 
 

c. Students who have already completed Freshman English Composition I and II 
with a grade of B or better from an accredited US college or university (not 
ESL courses) will have the proficiency requirement waived. 

 
4. Intensive English Language Institute (IELI). A demanding immersion curriculum 

is offered through International Studies at UNT for students who need to learn English. 
The IELI curriculum is for both written and spoken English. The curriculum includes 
six units, each 8 weeks long. Depending on the individual’s skill level, as much as two 
years of full-time study may be required. IELI tuition is equivalent to full-time 

https://music.unt.edu/
https://admissions.unt.edu/international
https://admissions.unt.edu/international


 

   
 

 

university enrollment – about $3,000 USD per IELI unit or $6,000 USD per semester 
(2 terms of IELI). Full-time IELI enrollment meets the student visa requirement for 
being enrolled full-time. 

 
5. IELI + University Courses. While enrolled in IELI, students cannot begin their   

degree courses. If a student has progressed to an advanced level of IELI and has 
passed our audition, they may see the Music International Liaison (Music Advising 
Office) to request permission to enroll in non-degree, undergraduate applied music 
while completing IELI. This accommodation has been arranged with International 
Studies, recognizing the need for musicians to continue their applied study. 
Satisfactory progress in IELI will be required. Only undergraduate coursework will be 
allowed. 

 
6. Applying without credentials for English Proficiency—The College of Music does not 

recommend students come to UNT for English-only study unless they have already 
passed our audition and have significant facility with written English (prior TOEFL 
scores, etc.). As of August 2010, the College of Music will hold their audition 
standing for one year. If they cannot complete IELI within one year, they will be 
required to re- audition, with no guarantee of being accepted. 

 
Music scholarships will not be awarded to students who are not English-proficient. Students 
enrolled in IELI are not eligible to receive music scholarships. 
 
Resources for New and Continuing Students 
UNT International Programs, located on the campus in Marquis Hall, provides ample 
resources for University Admission and Immigration Advising. International Graduate and 
Undergraduate applications and visas are processed through these offices. The ISSS website is 
an excellent reference for requirements, forms and explanations for UNT international 
students: Welcome Page | International Affairs (unt.edu) 
 
Liaison Advising 
In the College of Music, the Music International Liaison is available for assistance as 
liaison to prospective and continuing international music students (undergraduate and 
graduate students). The advisor assists students in understanding the college’s special 
requirements, and the overall academic process. 
 
International Forms 
Many ISSS forms require the signature of the student’s academic advisor. Please refer ALL such 
requests to the Music International Liaison. 
 
Student Employment for International Students 
International students may work on campus up to 20 hours weekly without seeking special 
permission. Off-Campus Work is not permitted for F-1 visa holders except for Curricular 
Practical Training (CPT). Refer all CPT inquiries to the Music International Liaison. CPT 
permission will be coordinated with the major professor, the employer and International 
Advising. CPT work must be requested and approved in advance of the employment period. 
Students must be in good standing and may not work more than 20 hours/week during the school 

https://international.unt.edu/


 

   
 

 

term. 
(7.7) Applied Lesson Policy for IELI Students (Performance Majors) 

Any undergraduate or graduate student enrolled in IELI may be considered for applied lessons 
(MUAS – undergraduate 1 credit) with the approval of the major professor, Division Chair, 
and Senior Associate Dean for Academic Affairs. In subsequent semesters, a student may not 
re- enroll in applied lessons if any portion of IELI is not passed. 
 
Performance juries are not required for students enrolled concurrently in IELI and applied 
lessons. 
 
All IELI students requesting applied lessons must submit the Statement of Understanding 
Form with all necessary signatures. The form can be obtained from the College of Music 
International Liaison and Academic Advising Office. 
 
Approved: Council of Division Chairs, April 7, 2011 
  



 

   
 

 

(7.8) Guidelines for College of Music International Doctoral Performance Majors 
These guidelines are only applicable to College of Music international doctoral 
performance majors for the purpose of recognizing their full-time enrollment when they 
reach their final dissertation course (MUGC 6954). This will only involve a small number 
of international performance doctoral students and is not expected to involve all 
international performance doctoral majors. 
 
To be recognized as enrolled full time by the Graduate School, the following criteria must be 
met: 

1. The student has a doctoral degree plan on file in the Graduate School; 
2. The student has successfully completed the doctoral qualifying examinations; 
3. The student has successfully passed the first three dissertation courses (MUGC 6951, 

6952, 6953); 
4. The student must be enrolled only in MUGC 6954.  

 
Students who qualify under the above criteria will be approved and recognized as being in 
full-time status by the Graduate School upon petition from the College of Music. The 
Graduate School will notify personnel in the office of International Student Programs of 
students should be recognized as being full time for enrollment purposes. 

  



 

   
 

 

(7.9) Establishing Texas Residency (students) 
A person who has enrolled in an institution of higher education prior to domiciling in the state 
for 12 months and who has been classified as a non-resident upon first enrollment in an 
institution of higher education is presumed to be a non-resident for the period during which 
he/she continues as a student. 
 

However, after residing in the state for 12 consecutive months, the student may apply for 
reclassification as a resident for tuition purposes provided unequivocal proof of establishment of 
domicile in Texas can be provided. Materials to the determination of the establishment of a 
domicile in Texas are business or personal facts or actions unequivocally indicative of a fixed 
intention to reside permanently in the state (see “Documentation to Support Domicile and 
Residency.pdf”). The student must complete a set of Core Residency Questions and provide 
supporting documentation. Any Core Residency Questions that are submitted without sufficient 
documentation is subject to denial. In-state reclassification is not granted on a retroactive 
basis. 
 
For additional information about reclassification as a Texas resident including a list of 
documents that may be used to demonstrate residency and residency of minors and dependents, 
please visit the UNT Office of the Registrar website. Students may also visit the College for All 
Texans Residency Information Page for details about establishing residency.

https://registrar.unt.edu/sites/default/files/documentation-to-support-domicile-and-residency.pdf
https://registrar.unt.edu/sites/default/files/documentation-to-support-domicile-and-residency.pdf
https://registrar.unt.edu/transcripts-and-records/residency-information
http://www.collegeforalltexans.com/index.cfm?objectid=6d1466d9-aea5-de00-c12f3f75e7367718


 

   
 

 

Section 8 
Teaching: Administrative Procedures 

 
(8.1) Course Prerequisites 

Enforcement of all course prerequisites remains in the hands of each division and individual 
instructors. 
  



 

   
 

 

(8.2) Laboratory Ensemble Requirement 
Each student with a major in music participates in laboratories each semester in residence.  
Laboratory participation is not required if a student has chosen to be in part-time status. 
  



 

   
 

 

(8.3) Copyright Compliance 
It is the policy of the University of North Texas that all faculty, staff, and students respect the 
rights of ownership of intellectual property by adhering to United States copyright laws. To 
support this effort, the university has established the Copyright Resources Website to answer 
common questions faculty, students, and staff may have regarding copyrights.  
  

http://iii.library.unt.edu/search/p
https://library.unt.edu/media/copyright-resources/


 

   
 

 

(8.4) Mode of Instruction and Use of Technology 
 
Distributed Learning 
Distributed learning is a mode of instruction whereby students are instructed via electronic 
transmissions, often utilizing electronically published course materials. Please see the Research 
Intellectual Property Policy (University Policy Manual, Policy Number 08.003). To the extent 
this policy conflicts with the University Copyright Policy on issues involving distributed 
learning, this policy prevails Online Courseware Intellectual Property (University Policy 
Manual, Policy Number 06.032) 
 
Center for Learning Experimentation, Application and Research (CLEAR) 
The Center for Learning Experimentation, Application and Research (CLEAR) was 
established in 1998 as a service to assist faculty with the development and delivery of 
distributed learning at UNT. Since that time, CLEAR has expanded services to support all 
types of instruction at UNT.  The Center combines technology resources with expert 
consultation and personnel in course design/redesign, assessment, pedagogy and many other 
topics in an effort to provide faculty with "one-stop" support for creating quality courses - 
regardless of the instructional delivery method.  
  

https://policy.unt.edu/policy/08-003
https://policy.unt.edu/policy/08-003
https://policy.unt.edu/policy/06-032
https://clear.unt.edu/


 

   
 

 

(8.5) Textbooks 
 
Faculty members choose the textbooks each semester for the following semester. Textbook 
deadlines are announced via email by the UNT Bookstore (Barnes and Noble). A textbook 
request along with the number of students expected in the class is given to the UNT Bookstore 
by the Textbook Coordinator for each division of the College of Music. Within the College of 
Music, the Division Administrative Assistants perform the duties of the Textbook 
Coordinator. The UNT Bookstore stocks all books required by the academic departments. 
 
  

https://unt.bncollege.com/shop/unt/home


 

   
 

 

(8.6) Auditing Class Rolls 
Instructions for Auditing Class Rolls can be found through the Eagle Student Services Center 
website at the link above. 
 
  

https://registrar.unt.edu/faculty/audit-rolls


 

   
 

 

(8.7) Incompletes and Incomplete Grade Contracts 
A grade of incomplete may be assigned only if 75% of the coursework has been completed and 
the student is passing the course. Students must initiate the process by first completing the 
Incomplete Grade Contract Form. The course instructor must sign the form and provide 
information that outlines the work must be completed. 
 
Incompletes in an undergraduate and a graduate course will default to an “F” after one 
year if the instructor does not designate a different grade. 
 
For both graduate and undergraduate courses, it is necessary to record on the Incomplete Grade 
Contract Form what is required to change an “I” to a grade. The details are necessary in the 
event the instructor is not on campus when the student completes the work, since the Division 
Chair will be responsible for completing the process in that event. The Division Chairs will 
need to ensure that sufficient information concerning what is required to complete the 
semester’s work for a grade is recorded on the contract form. Teaching Fellows must consult 
with the Division Chair before giving an “I.” 
  

https://music.unt.edu/sites/default/files/IncompleteGradeContractForm.pdf


 

   
 

 

(8.8) Ensemble Tour and Travel Policy 
 

I. Purpose 
The ensembles of the College of Music represent the quality and scope of the 
institution’s programs and students in a most dramatic and impressive way. 
Appearances by these ensembles before audiences of educators, potential students, 
and others of influence for our profession is one of the best and most convincing ways 
to demonstrate the excellence of our programs. The increased visibility resulting from 
such performances is essential to enhancing our reputation for innovation and 
excellence, regionally, nationally, and internationally. The College also considers the 
educational value of the experience of tour performance to be very great and   an 
important justification for off-campus ensemble travel. It shall be the goal of the 
Division of Conducting and Ensembles to promote and support the widest range of 
performance activities by college ensembles which effectively serves these objectives. 

 
II. Coordination of Performances, Travel Requests, and Field Trips 

Just as there is a need for coordinating and scheduling on-campus performances, there 
is a parallel need for coordinating and scheduling off-campus performances, tours, 
and fieldtrips by College of Music sanctioned ensembles and classes so as to avoid 
potential conflicts due to (1) overlapping of student personnel and (2) demands on 
financial resources. 

 
A. It will be the responsibility of the Division of Conducting and Ensembles to 

oversee the master calendar of off-campus performances, tours, and field trips, 
which will be maintained by the College of Music Scheduling Office. 
All ensembles planning to travel will schedule their travel with the Division of 
Conducting and Ensembles through their Division Chair. 

 
B. When an ensemble is applying for appearance at major national or regional 

conferences, the director of the ensemble should also notify the Division of 
Conducting and Ensembles of their intent to apply. 

 
C. All requests for travel funds should be received by April 1 for review by the 

Conducting and Ensembles scheduling committee that will make 
recommendations to the College of Music Division Chairs for the allocation of 
travel funds. 

 
D. The Conducting and Ensembles scheduling committee will consist of the 

members of the Conducting and Ensembles division with the addition of two 
ensemble directors from outside the division. 

 
III. Travel Criteria 

In assessing the relative importance of any proposed travel, the Conducting and 
Ensembles scheduling committee will consider the following factors: 

o The performance venue and its potential for providing the College of Music 
with positive visibility; 



 

   
 

 

o The audience(s) who will attend performances and their potential for positive 
influence on the music profession; 

o The potential to attract new students to the College of Music through 
performances; 

o Other potential for advancing the interests of the College of Music through 
performances. 

 
IV. Funding 

A. Performing groups that are representing the College of Music with performances 
at major national or regional conferences, and were selected through a 
competitive application process, may seek funding in-full from College of Music 
travel funds, including the standard per diem for meals as established through 
State of Texas travel policies. The actual allocation will be contingent upon the 
availability of funds for ensemble travel and the number of other funding 
commitments. 

 
B. Travel by performing groups representing the College of Music at other events 

shall receive a secondary priority in the allocation of available travel funds. Funds 
designated to offset travel of this nature should be applied to travel costs, 
accommodations, and meal per diem, in that order. Additional funding support for 
secondary travel may be applied from external resources to offset these costs, at 
the discretion of the director. Student participants may be expected to bear the 
additional costs for such travel. Every effort must be made by the director and the 
College of Music to ensure that no student participant is excluded from travel due 
to a demonstrated inability to pay the supplemental costs. 

 
Travel for performances that are related primarily to development efforts by the College of 
Music or the University should be supported from funds generated by those development 
events or from development sources. 
  



 

   
 

 

(8.9) Student Absences 
 
Approved Absences for Groups and Ensembles 
All travel by students off campus for the purpose of participation in music ensembles, 
exhibitions, conventions, and field trips must be authorized by the Senior Associate Dean for 
Academic Affairs. The faculty sponsor must complete an Authorized Class Absence Form 
attaching an absence list. The forms should be approved by the Division Chair and sent to the 
Assistant to the Senior Associate Dean for Academic Affairs in advance of the travel date. The 
form is forwarded to the UNT Dean of Students.  The forms are not distributed to the entire 
music faculty. However, as a courtesy to the faculty, the faculty sponsor should send a group 
list to the faculty with as much advanced notice as possible. The faculty sponsor should also 
require students to notify their teachers in advance. 
 
After returning from each trip, students may bring their ID cards to the office of the Dean of 
Students (University Union, Suite 320) to obtain authorized absence cards for instructors who 
request documentation.  
 
For further information regarding authorized class absences, please visit the Dean of Students 
website. 
 
Absences for Professional Reasons, Individual Students 
NOTE: This policy statement is not intended to apply to absences from large ensembles for 
professional reasons. These instances are governed by policies set forth in the course 
syllabus. 

1. A student who must be absent from a class for verified professional reasons is 
entitled to be excused from any punitive action (such as penalization of grade) for 
non-attendance; 

 
2. The student may be held responsible for any material presented in any class for which 

there is a professional excuse; 
 

3. Any assignments due during the time of absence must be turned in either in 
advance or at a time after returning to be designated by the instructor; 

 
4. If a test is scheduled during an excused absence, the student is entitled to a make- 

up examination to be administered at the convenience of the instructor; 
 

5. The student must notify the instructor of an anticipated absence in advance of class 
and establish any make-up examination or assignment dates, if appropriate. 

 
Verification of the absence shall consist of a letter of explanation signed and dated by the 
sponsoring professor and the division chair, a copy of which shall be given the instructor. 
  

https://studentaffairs.unt.edu/dean-of-students


 

   
 

 

(8.10) Student Travel Funding 
 
There are three primary sources of funding available to students needing help with the expense 
of travel for performances, competitions, and conferences. Complete funding of all travel 
expenses cannot be guaranteed. For all funding from areas or the College, a Student 
Travel/Performance Scholarship Request form must be completed so that the expenditure can 
be accurate. 
 
Toulouse Graduate School Travel Funding 
The Graduate School offers a limited number of competitive awards to selected graduate 
students who are in good academic standing. All applications must be completed before the 
deadline to be considered for a travel grant award.  Information and instructions can be found 
on the Toulouse Graduate School website. 

 
College of Music Travel Funding 
The College of Music offers Travel/Performance Scholarships to students participating in 
significant competitions, conference presentations, or performances. Students must have the 
support of their principal instructor and division chair in order to qualify for funding. 
Normally, some division level funding will be expected as a means of demonstrating an 
appropriate level of support for the student’s project. A completed Student 
Travel/Performance Scholarship Request must be completed for student requests to be 
considered. Any funds authorized become available after travel has been completed.  The form 
can be completed online:  https://media.music.unt.edu/travel/  
  

https://tgs.unt.edu/new-current-students/travel-grants
https://media.music.unt.edu/travel/


 

   
 

 

(8.11) Course Safety 
The instructor must report to the Division Chair, and the chair in turn must report to the 
Associate Dean for Operations, any course that has safety issues of any sort, identifying what 
safety procedures are in place. This information must also be included in course syllabus. 
  



 

   
 

 

(8.12) Prevention of Hearing Loss 
The College of Music provides information to students about the resources available to them 
to help monitor and protect their hearing. This information is provided to students through 
their major ensembles and other avenues as appropriate in order to reach as many students as 
possible.  
 
 
  



 

   
 

 

(8.13) Students with Disabilities 
In accordance with university policies and state and federal regulations, the university is 
committed to full academic access for all qualified students, including those with disabilities. To 
this end, all academic units are willing to make reasonable and appropriate adjustments to the 
classroom environment and the teaching, testing, or learning methodologies in order to facilitate 
equality of educational access for persons with disabilities. 
 
Disability Accommodation for Students and Academic Units (UNT Policy Manual, section 
16.001) 
 
A student seeking accommodation for a disability should follow the steps provided on the Office 
of Disability Access website. 
  

https://policy.unt.edu/policy/16-001
https://studentaffairs.unt.edu/office-disability-access
https://studentaffairs.unt.edu/office-disability-access


 

   
 

 

(8.14) Final Examinations 
Faculty members are expected to administer final examinations at the designated times during 
the exam week of each long semester and during the specified day of each summer term. Any 
deviation from the published schedule of final examinations must be approved in advance by 
the appropriate academic dean. Students who have as many as three final examinations 
scheduled on one day may appeal to their academic dean to reschedule one of those 
examinations on another day during the final examination period. (University Policy Manual, 
Pre-Finals Days, Reading Day, and Final Examinations, section 06.031) 
  

https://policy.unt.edu/policy/06-031


 

   
 

 

(8.15) Changing Teacher/Major Professor 
This statement is intended to address faculty and student responsibilities with regard to working 
relationships in major or concentration applied lessons, composition major study, and graduate 
thesis direction. 
 
The College of Music recognizes the individual rights of all students to act independently in 
the pursuit of knowledge and to seek varying points of view. Students have the right to 
change teachers for the types of study listed above, but should follow the recommended 
procedure: 
 

1. The present teacher should be notified in a timely fashion, no later than the final 
day of the semester before the change is to occur. A student may notify his/her 
teacher solely in writing, if desired; 

 
2. The faculty member requested by the student is asked to wait until this notification 

has taken place before promising acceptance. It is understood that students shall 
suffer no negative repercussions as a result of changing teachers; 

 
3. Faculty members are expected to respect extant major-professor relationships and thus 

are not permitted to solicit a student directly or through any other person for the 
purpose of influencing a change of major professor. 

 
(8.16) Reporting Grades 
Grade Reporting is a function of the Records area of the Registrar’s Office. The Records area 
coordinates the processing of all grades and their subsequent permanent storage and upkeep. 
The process of Grade Reporting occurs at the end of each semester and is as follows: 
 

• All faculty are notified of Faculty Grade Roster availability prior to final exams with 
detailed instructions on how and when to submit student grades electronically via 
my.unt.edu. Instructions for submitting student grades electronically can be found at 
http://essc.unt.edu/eis/faculty.htm. The Records area of the Registrar’s Office 
coordinates the finalization of final grades submitted electronically by faculty. The 
deadline for submission of grades is usually the first working day after graduation. 

• The Records area coordinates the finalization of final grades submitted electronically 
by faculty. The deadline for submission of grades is usually the first working day after 
graduation. 

• Final Grades are usually approved two working days after graduation. After grades have 
been finalized, a student may access grades at My UNT. 

  

https://my.unt.edu/
http://essc.unt.edu/eis/faculty.htm
https://my.unt.edu/


 

   
 

 

(8.17) Academic Integrity 
As a student-centered public research university, the University of North Texas promotes the 
integrity of the learning process by establishing and enforcing academic standards. The policy 
on Student Academic Integrity (University Policy Manual, section 06.003) is based on 
educational principles and procedures that protect the rights of all participants in the 
educational process and validate the legitimacy of degrees awarded by the University. The 
Student Academic Integrity policy applies to current and continuing students of the 
University.  Each college on campus, including the College of Music, has an identified 
Academic Integrity Liaison. 
  

https://policy.unt.edu/policy/06-003


 

   
 

 

(8.18) Student Privacy Rights 
 
FERPA 
The University is required to follow the Family Educational Rights and Privacy Act of 1974 
(“FERPA”), as amended. The purpose of FERPA is to afford certain rights to students 
concerning their educational records. In essence, FERPA grants students the right to inspect and 
review their educational records, to seek to have their records amended and to have limited 
control over the disclosure of information contained in the records. See the FERPA policy 
(University Policy Manual, section 07.018) for further details. 
 
University Privacy Policy 
It is the policy of the University to inform individuals about information it collects about 
them unless the information may be withheld pursuant to state or federal law and to provide 
individuals the opportunity to correct information about them in the University’s possession. 
The Privacy Policy (University Policy Manual, section 14.009) provides guidance for 
notifying individuals of their right to be informed, to obtain and to correct information 
collected about them. 
  

https://policy.unt.edu/policy/07-018
https://policy.unt.edu/policy/14-009


 

   
 

 

(8.19) Grade Appeals 
The University of North Texas has established the Grade Appeals policy (University Policy 
Manual, section 06.040) in order to assist students and faculty in resolving issues that arise 
when a student feels an awarded grade was done so inequitably. 
  

https://policy.unt.edu/policy/06-040


 

   
 

 

(8.20) Special Problems Courses 
Special Problems or Special Topics Courses are arranged with individual professors and may 
consist of individual projects in writing or performance, group projects in performance, or 
special seminars to pursue a particular topic. Final approval will be based on availability of 
regularly scheduled courses, feasibility of the project, appropriate semester hour credit, and 
instructor load. 
 
The procedures students must follow and the forms for both undergraduate and graduate 
students are below: 

  



 

   
 

 

Section 9 
Assistance for Faculty, Staff and Their Family Members 
(9.1) Equal Opportunity and Title Ix (EO/TIX) Office 
Equal Opportunity & Title IX is the primary office at the University of North Texas 
responsible for enforcing the University's equal opportunity policies and for investigating 
complaints of discrimination, harassment, retaliation, and sexual misconduct.  
 
The University of North Texas (University) prohibits discrimination and harassment on the 
basis of race, color, national origin, religion, sex, sexual orientation, gender identity, gender 
expression, age, disability, genetic information, veteran status, or any other characteristic 
protected under applicable federal or state law in its application and admission processes; 
educational programs and activities; employment policies, procedures, and processes; and 
University facilities. The University takes active measures to prevent such conduct and 
investigates and takes remedial action when appropriate. The University also prohibits and 
takes actions to prevent retaliation against individuals who report or file a charge of 
discrimination, harassment, or sexual misconduct; participate in an investigation, or oppose 
any form of discrimination, harassment, or sexual misconduct. 

 
  

https://titleixeo.unt.edu/


 

   
 

 

(9.2) Employee Assistance Program 
UNT has contracted with Alliance Work Partners (AWP) to provide an employee assistance 
program that gives UNT retirement eligible employees, retirees, household members and 
dependents free, confidential problem assessment, counseling (up to 4 sessions per problem, per 
year) and referrals. AWP also has a robust website it refers to as HELPNET with a wide array 
of web-based training, assessments, articles, tips, and resources including access to a law library 
and financial calculators. For more information about the Employee Assistance Program please 
click on the link above. 
 
  

https://hr.untsystem.edu/benefits/eap/index.php


 

   
 

 

(9.3) Assistance with Employee Benefits 
The University of North Texas seeks to offer a competitive and well-rounded benefits 
program. UNT’s Group Benefit Program is administered by ERS (Employees Retirement 
System of Texas) on behalf of the State of Texas and serves nearly a half million employees, 
retirees and family members. 
 
The benefits staff members provide the following services: 

• Consultations with individuals and departments 
• Training regarding the University’s benefit programs 
• Guidance and informational resources 

 
For general information about the types of benefits available to UNT employees, please visit the 
Benefits website. 
  

https://hr.untsystem.edu/benefits


 

   
 

 

(9.4) Employee Tuition Benefit (ETB) 
The University of North Texas offers an Employee Tuition Benefit to all eligible UNT and UNT System 
component institution employees, and dependents. Employees/dependents must meet all eligibility 
requirements as of the 12th class day (Fall/Spring) or 4th class day (Summer).  

https://studentaccounting.unt.edu/employee-tuition-benefit.html


 

   
 

 

(9.5) Child Care at the UNT Center for Young Children 
The UNT Center for Young Children is an early childhood program within the College of 
Education. The center uses a play-based, emergent curriculum built on the interests, curiosities 
and experiences of children ages 3-5. As part of a commitment to nurture children’s divers 
cultural background and home languages, the center will be offering a bilingual program for 
children from Spanish speaking families. 
 
Additional information and the interest form can be found at the center’s Website.  
   

https://centerforyoungchildren.unt.edu/


 

   
 

 

Section 10 
College of Music Scheduling and Facilities 
(10.1) College of Music Facilities 
 
The UNT College of Music consists of a six-building complex, and three additional buildings in 
which the college shares occupancy with other university entities.  
  
The buildings that are primarily used by the College of Music are: the College of Music 
Building, College of Music Annex, The North Music Practice Building, The South Music 
Practice Building, The Murchison Performing Arts Center, Bain Hall, and The Murchison 
Performing Arts Center Annex. The shared buildings are Chilton Hall, and the Main Auditorium.  
  
Within these buildings are a number of venues used for performances and special events: 
 
Music Building 
Paul Voertman Concert Hall, Recital Hall, Lab West, Merrill Ellis Intermedia Theater, Graham 
Green Room, Music Commons, Myers Conference Room, Hybrid Arts Lab, Spec’s Charitable 
Foundation Courtyard. 
 
Murchison Performing Arts Center 
Winspear Performance Hall, Lyric Theater, Instrumental Rehearsal Room 
 
Main Auditorium Building 
Main Auditorium 
 
Access to the above facilities and the scheduling of space within them are regulated by the 
policy statements, procedures, and guidelines below. 
 
Note: In addition to these spaces, the University has venues that are sometimes used for 
performances and special events such as the University Union, Gateway Center, DATCU 
Stadium and the Coliseum. 
  



 

   
 

 

(10.2) Building Hours 
Students and guests of the College of Music are required to observe the College of Music 
building hours. Faculty and staff may enter the building after hours but are responsible for 
securing the building upon exiting. 
 
Students and guests of the college are not permitted in the building after hours without 
faculty/staff supervision and must leave when asked by staff. To increase personal safety when 
the building is closed, and thus not supervised by university monitoring staff, exterior doors 
must not be propped open. 
  



 

   
 

 

(10.3) Building Access and Keys 
The regulation of access to College of Music Building is governed by the Access Control 
policy (University Policy Manual, section 11.005) and the Key Control Policy below. 
  

https://policy.unt.edu/policy/11-005


 

   
 

 

(10.3.1) Key Control Policy 
 

1. All faculty members are to receive keys to their studio/office and the building entrance. 
They may also request keys to the Recital Hall, Paul Voertman Concert Hall, and 
Graham Green Room. The building entrance key will also open some classrooms. The 
Percussion Area and Jazz Division have individual key systems for which each faculty 
member in those areas will receive a key. These faculty members will also receive a 
building entrance key. 

2. A completed and approved Key Request is required for any keys to be issued. 
3. All employees authorized to have keys will be charged $10.00 for each lost or 

unreturned key. Students are charged $150.00 for lost/unreturned keys. 
4. Should a faculty member desire to provide access to their studio to a student, the 

faculty member must fill out a studio access authorization form in the copy room 
(MU291). Copy room monitors will allow authorized students into the designated 
studios on a first come, first served basis. Students need to check-in at the copy room 
with their UNT ID card. Keys to studios may be issued to Teaching Fellows with 
Faculty approval.  

5. All key authorization request forms must be signed by the Building Operations 
Manager or the Associate Dean for Operations. 

6. Keys are assigned to a specific individual and cannot be shared with or passed along 
to others. All keys must be returned to Access Control . Access Control policies for 
the College of Music may be reviewed and changed by the Associate Dean for 
Operations in consultation with the Dean. 

 
  

https://facilities.unt.edu/services/key-request


 

   
 

 

(10.3.2) Percussion Keys 
Key Check-Outs 
Key rentals are available only to students who are in lessons for the semester, unless you have 
written permission from the percussion area coordinator. All key check-outs will be done 
with the instrumental studies administrative coordinator. The administrative coordinator will 
post specific times and dates each semester for students to check out keys. If none of the 
posted times are possible, students can email the administrative coordinator for an alternate 
time.  After the semester check-out deadline, keys cannot be checked out until the following 
semester without written approval from the percussion area coordinator. 
 
Room Changes 
If a student should need to switch drumset rooms with someone after the check-out deadline 
based on audition results, email the administrative assistant for Instrumental Studies copying 
the person you need to swap with and the percussion area coordinator. Once the percussion 
area coordinator grants permission, students may arrange a time to visit the division office to 
make the switch. Students must not switch keys under any other circumstances or loan 
their keys to any other student. 
 
Key Renewals and Returns 
All key renewals must be paid for in-person during the designated key return or renewal 
days/times unless an alternate time is approved by the administrative coordinator via email. 
Key returns may be done at any time prior to the semester return deadline either in person 
during the administrative coordinator’s office hours or via the After Hours Dropbox on the 
division office door. If returning keys after hours, all keys must be in a single envelope clearly 
labeled with the student’s name and the keys being returned. The administrative coordinator 
will send a confirmation email when the keys are received. DO NOT include another more 
than one student’s keys in each envelope. 
 
Students are held responsible for the keys checked out at the beginning of the semester. If a 
student is out of town on the return deadline, they are still responsible for making 
arrangements to get the keys returned on time.  Keys can be returned early at any time the 
building is open via the after-hours drop box. 
 
 
Holds, Late Fees and Replacement Fees 
If keys have not been returned by the third business day following the return deadline, a 
transcript hold will be placed on the student’s account which will be removed when the 
keys are returned, or lost key fine is paid. 
 



 

   
 

 

Students will also be charged $10 per day per key in late fees up to $100 per key. Lost keys will 
be charged a $150 replacement and re-keying fee. 

  



 

   
 

 

(10.4) Access Control for the Ardoin-Voertman Concert Organ 
Purpose 
The purpose of this access control policy is to provide the details as to how UNT Faculty, 
Students and Guest Artist will gain physical access to the Ardoin-Voertman Concert Organ 
located within the Murchison Performing Arts Center (MPAC). 

1. Access to Ardoin-Voertman for UNT Faculty and Students 
• Access will be given to west side of MPAC only. 
• Access will be given through key codes issued through the Administrative 

Assistant to Associate Dean for Operations. These key codes must be re-
applied on an ongoing basis. Faculty must re-apply at the beginning of each 
academic year. Students must re-apply on a per semester basis. 

• Access will be authorized only for scheduled activities. 
• Access can only be scheduled through the office of the MPAC Assistant 

Director for Event Management in the Murchison Performing Arts Center 
(MPAC)  

• This access is only granted exclusively for the use of the instrument and no 
other parts of the MPAC. In addition, this access is limited to the individual in 
question, i.e., no guests will be permitted without written approval of the 
MPAC. 

• Access will be granted following the terms and conditions of the Ardoin- 
Voertman use policy. (If you do not have a copy of the use policy, one can be 
provided upon request.) 

• Any violation of these and/or the use policy terms and conditions will result in 
code access being revoked. 

• Access to the interior of the instrument is restricted to College of Music organ 
faculty. 

2. Requirements UNT Faculty, Students and Guests for receiving entrance keycode 
• Individual must be current UNT faculty, student or guest artist must be 

approved in writing by the chair of organ studies. 
3. UNT Student Policies 

 
 
 
  



 

   
 

 

(10.5) Building Maintenance and Custodial Services 
UNT Facilities is the service organization responsible for the planning, renovation, 
maintenance, and repair of university buildings and facilities; and the provision of utilities, 
vehicle rental, refuse collection, custodial and other services essential to the mission of the 
University of North Texas. Two separate departments within UNT Facilities are responsible 
for maintaining and providing custodial services for College of Music facilities: Custodial 
Services and Facilities Maintenance. 
 
All maintenance, repair, and custodial requests should be submitted through the following 
link:  https://services.music.unt.edu/report-building-problem 
 
  

https://facilities.unt.edu/
https://facilities.unt.edu/services/Custodial
https://facilities.unt.edu/services/Custodial
https://facilities.unt.edu/services/maintenance
https://services.music.unt.edu/report-building-problem


 

   
 

 

(10.6) College of Music Scheduling 
All event scheduling is governed by the guidelines stated in the College of Music 
Scheduling Policy (below) and are posted online in the Online Reservation System by the 
College of Music Scheduling Office. Most event scheduling takes place through the Online 
Reservation System, which allows users to view the schedule of and reserve most rooms in 
the college (see the Scheduling Policy and Chamber Room Scheduling for exceptions). 
 
Scheduling meetings for large ensembles occur 3 semesters ahead of the proposed concert date 
and are overseen by the chair of the Division of Conducting and Ensembles. All public events, 
regardless of the scheduling mechanism used, can be found on the College of Music Events 
Calendar. 
 

I. Large Ensembles 
A. Scheduling priority 

1. College of Music public events may be scheduled in conflict with a First 
Priority ensemble concerts, but NOT with First Priority ensemble concerts in 
the same area (i.e., a wind/brass recital may not be scheduled against the 
Wind Symphony, a vocal recital may not be scheduled against A Cappella). 

2. The following ensembles are accorded First Priority status: 
 

a. A Cappella Choir 
b. One O’Clock Lab Band 
c. Symphony Orchestra 
d. Wind Symphony 
e. Opera 
f. Grand Chorus 
g. Jazz Singers 

 
3. The following statement will be added to the recital application document 

signed by the student: 
 

“I have checked the ensemble rehearsal and performance schedules of all 
participants in this event and affirm that no ensemble conflicts will result from 
scheduling this event at the time requested.” 

B. Scheduling of Ensemble Concerts 
1. The chair of the Division of Conducting & Ensembles shall oversee the 

scheduling of large ensembles. 
2. Initial scheduling (3 semesters in advance): 

a. All First Priority ensembles (see above) 
b. Other large ensembles, as determined by the chair of Conducting, 

including but not limited to: 
1.) Choirs: University Singers, Concert Choir, Camerata, Chorale, 
Conductor’s Chorus 
2.) Bands: Wind Orchestra, Wind Ensemble, Brass Band, Concert Band, 
University Band, Marching Band  
3.) Orchestra: Concert Orchestra  



 

   
 

 

4.) Opera: All performances 
5.) Jazz: Jazz Singers, Avenue C, Lab Bands 
6.) Early Music: all concerts (Baroque Orchestra and Singers)  
7.) Percussion: Night of Percussion, Global Rhythms, African 
Ensemble 
8.) NOVA Ensemble 

3. Representatives of these ensembles should either attend the scheduling 
meeting or make their scheduling needs known to the chair of Conducting 
and Ensembles prior to the announced meeting.  Ensemble representatives 
should make every effort to schedule ensemble dress rehearsals in such a 
way as to minimize recital time conflicts. 

4. Once entered, any and all changes or additions to this schedule for these 
ensembles must be approved by the chair of Conducting & Ensembles. 

5. Once the major ensembles are scheduled, external requests for the MPAC 
may be considered. 

6. Secondary Scheduling (1 year in advance) 
a. September 1 for Summer and Fall, February 1 for Spring of the year 

following 
1.) COM audition dates 
2.) Other ensembles (e.g., Faculty Ensembles, Brass, String, Woodwind and 
Percussion Ensembles, Chamber Ensembles, World Music  Ensembles, 
Spectrum, UpFront!, and CEMI events) 

7. Special scheduling deadlines and considerations: 
a. September 15 – Summer workshops 
b. Printed Calendar deadlines: July 15 for the following fall, October 15 

for the following spring. 
c. Pre-Finals Week – Traditional room assignments for juries will be protected 

pending submission of final jury schedules. 
II. Scheduling of Recitals 

A. Building Hours 
1. Reservations may be accepted only for times the facilities are officially 

open and staffed with monitors. 
2. Reservations cannot be accepted during official closure periods (viewable in 

the Online Reservation System), including holidays and semester breaks, and 
during periods of scheduled maintenance.  Students may schedule recitals on 
the weekends surrounding Fall Break and Spring Break. 

B. Normal Public Performance Times 
The standard performance times for the College of Music are as follows:  
Weekdays and weekends: 3:30 p.m., 5:00 p.m., 6:30 p.m., 8:00 p.m.  
Additional Saturday & Sunday times: 12:30 p.m., 2:00 p.m. 

 
Entrance to the hall will be 30 minutes ahead scheduled start time. Exit time 
will be one hour after start time with the exception of 8:00 p.m. recitals. 

C. Solo and shared recitals may begin scheduling in accordance with the following 
timetable. 
1. All requests are handled on a first-come, first-served basis.  



 

   
 

 

2. Student non-degree recitals may not be scheduled following October 31 (Fall) 
and March 31 (Spring). 

3. No concerts or recitals be scheduled after the Friday before the last week of 
classes or any time the University is not in session. 

4. Due to parking issues, every effort should be made to avoid scheduling 
public events weekdays before 5:00 p.m.  Students may schedule degree 
recitals, space permitting, in the 3:30 pm time slot on weekdays, but they must 
be aware of potential parking costs for audience members. 

5. No recital may be scheduled until faculty approval of the date by email and 
payment of recording fees (if applicable) is received by the Scheduling Office. 

6. No recital requiring room, committee, and/or Graduate Office approval will 
be scheduled until authorization is complete and has been submitted to the 
Scheduling Office.  

7. Student recitals and concerts are normally restricted to a maximum of 55 
minutes, and special approval is required to exceed this maximum. All 
events exceeding 55 minutes in length must be scheduled for the 8:00 
(7:30) performance time. 

D. Opening Dates for Scheduling of Recitals  
Guest Recitals:  no earlier than 2 semesters before event 
 
Faculty may schedule recitals for the fall semester beginning 
February 1 and recitals for the spring semester beginning 
September 1.  Further recitals are as follows: 
 
Student Recitals:  Spring recitals may be scheduled the four 
Fridays before Fall Break, and for Summer and Fall recitals, 
the four Fridays after Spring Break, in the following order:  
 
  Summer and Fall Student Recitals: 

1. DMA - first Friday after Spring Break   
2. MM/GAC/Senior - second Friday after Spring 

Break 
3. Junior – third Friday after Spring Break 

 
4. All Others – fourth Friday after Spring Break 

 
 Spring Student Recitals: 

5. DMA - fourth Friday before Fall Break   
6. MM/GAC/Senior - third Friday before fall 

break 
7. Junior – second Friday before Fall Break 

 
8. All Others – first Friday before Fall break 

 
 
 



 

   
 

 

E. Locations 
It is expected that public recitals will be given on campus as a general rule. In 
extraordinary circumstances it may be desirable or necessary to give a recital off 
campus, and in such cases the approval of the student's faculty committee on the 
recital scheduling request shall constitute the required permission. 

F. Scheduling Deadlines 
1. DMA recitals: At least one month prior to the recital (a requirement of the 

Graduate Performance Committee) 
 

2. All other public events: Three weeks prior to the event (in order that all 
related services – programs, equipment needs, etc. – have sufficient lead 
time) 

III. Scheduling of College of Music Rooms (Instruction/Coaching/Rehearsal/Meeting/ 
Semester Reservations) 
A. Regularly scheduled classes and departmentals have priority over all other room 

assignments. Therefore, all other scheduling (including studio classes) cannot be 
considered firm until the class schedule is finalized on the 12th Class Day. While 
faculty members may use a classroom if it is free, they are obligated to relinquish 
the space to any party that has reserved that space. Instructors are encouraged to 
reserve space in advance as a normal course to aid building security and 
monitoring. 

B. Recurring Semester Reservations 
1. Faculty on continuing appointment who regularly teach Studio Classes at the 

same time each semester may request that their reserved time and space be 
carried over automatically from semester to semester (subject to the demands 
of the regular class schedule). It is the faculty member’s responsibility to 
inform the scheduling office should this reservation no longer be needed. 

2. All other reservation requests of an ongoing nature, such as additional space 
for regular sectional rehearsals and Studio Classes held by Teaching 
Fellows, must be actively renewed each semester 

3. Requests from Teaching Fellows reserving space for their assigned classes, 
and Teaching Assistants acting on behalf of a faculty member, are to be 
honored without further authorization. 

C. Single Use Reservations (Ad hoc) 
1. College of Music faculty and students needing to reserve space for a one- 

time use may do so through the Online Reservation System. Because of staff 
limitations, such requests should be submitted at least three days in advance. 
Requests submitted after this deadline will be processed as circumstances 
permit. 

2. Requesters are urged to consult the Online Reservation System to confirm that 
their request has been processed. 

3. Caution: Requests for space during pre-finals and finals weeks are subject to 
pre- emption by jury and final exam schedules, which are NOT loaded into 
the Online Reservation System.   

4. Classrooms are intended principally for use by ensembles or groups of 



 

   
 

 

faculty and/or students – they are not appropriate facilities for individual 
practice. Nor should any student or group monopolize facilities through 
excessive reservation requests. Abuse of this privilege could result in 
curtailment or suspension of reservation privileges. 

5. Daily Use of Unreserved Space: Unreserved evening and weekend times in an 
unrestricted space (Music 287, 288, 289, 290, 297, 320, 321, 322) may be used 
on a first-come, first served basis by any faculty member or student through 
the Copy Room if a class is not occurring in a room nearby. Group rehearsals 
take priority over individual practice. 

6. Spaces with Special Restrictions: 
• The Performance Halls (MPAC, Recital and Voertman Halls) 
• The Chamber Music Rooms (while a recital in the Recital Hall is in 

progress) 
• The Green Room (only quiet receptions or academic activities while a 

recital is in progress in the Recital Hall) 
• The String Room (137), due to instrument security issues 
• MU232 (Orchestral Hall) is designated as an alternate rehearsal space 

for large ensembles when displaced from the MPAC. The rehearsal 
displacement schedule is published at the beginning of each semester 
and overrides all prior reservations and even scheduled classes. 

• MU 230 (Choir Room) – Recitals may be scheduled Wednesdays, 
Thursdays, and Fridays at 6:30 pm or 8:00 pm 

• The Organ Recital Hall (requires approval of the area coordinator for 
organ) 

• The Merrill Ellis Intermedia Theater (requires approval of the CEMI 
director, and the presence of a technical monitor during room use) 

• Lab West 
IV. Scheduling of Performance Halls 

A. Murchison Performing Arts Center 
1. The MPAC facilities are normally restricted to 
• Approved large ensembles for scheduled rehearsals, performances and 

recording 
• Selected Faculty and Guest Artist Recitals (with approval of the office of 

the Dean) 
• COM invitational festivals 
• COM Auditions and juries 
• Fine Arts Series events 
• Official University functions 
• Rentals by outside organizations 

B. Voertman Hall and Recital Hall 
1. The main stages of the College of Music are primarily for use as follows: 
• Scheduled classes and workshops 
• Approved public concerts and their attendant dress rehearsals 
• Departmentals, COM auditions and juries 
• Recording sessions 



 

   
 

 

• COM faculty meetings and UNT academic support 
• Rehearsals involving special circumstances (with approval of a faculty 

sponsor) 
• Guest performances and special master classes (with approval of the office 

of the Dean) 
2. Rehearsals 

a. Daytime hours between 11:00 a.m. and the conclusion of the last 
scheduled evening recital (usually ca. 9:00 p.m.) in the Recital and 
Voertman Halls are intentionally reserved for special needs such as guest 
lecturers, masterclasses and piano maintenance, and will not be scheduled 
for recital dress rehearsals more than three weeks in advance. 

b. Recitalists needing to schedule further in advance may reserve a morning 
or late evening time and reschedule if a more convenient time is available. 

c. Recitalists should schedule only what they reasonably need for a final 
dress rehearsal. Nominal times are two hours maximum for ensembles, 
faculty, guest artists, and DMA, masters and senior degree recitals; junior 
and elective recitals are allowed one hour. 

d. Additional time may be requested only upon demonstration of compelling 
need or circumstances. 

C. Floyd Graham Green Room (for additional information regarding the Green 
Room, see “Graham Green Room,” Section 10.11) 
1. The primary purpose of this facility is to provide warm-up and reception 

space for artists performing in the concert halls, and such use has first 
priority during established recital times. 

2. It may not be reserved at the same time a concert is scheduled in the Recital 
Hall due to sound bleed. 

3. It may be scheduled for other uses as long as such use does not 
compromise its intended primary function. 

4. The Green Room is not available for regularly scheduled classes or rehearsals. 
 

V. Exceptions 
A. Requests to waive any conditions of this policy may be addressed as follows: 

1. Scheduling of ensembles: chair of the Division of Conducting and 
Ensembles 

2. All other scheduling issues and approvals require the submission of the 
Scheduling Policy Exception Form which must be routed to the Council of 
Division Chairs for approval. 

 
(Approved, Council of Division Chairs, September 18, 2023) 

 
  



 

   
 

 

(10.7) Chamber Music Rooms  
Policy Covers: Orchestra Hall (MU232), Classroom (MU258), Choir Room (MU230), 
Woodwind Room (MU116), Brass Classroom (MU132), Music Annex Classroom (MAl13), and 
Chamber (MU297).  
A. Center for Chamber Music Studies Groups:  

1. Chamber Center groups have first priority in scheduling MU297 and other chamber 
rooms. Usage request forms are submitted to the Scheduling Coordinator for the COM 
during their first 3 weeks of classes.  

2. Semester reservations allotments for center groups rehearsals is as follows:  
1. Bancroft Quartet—6 hours per week  
2. Center Trio, Wind Quintet, Brass Quintet—4 hours per week  
3. Groups from the Wednesday class—1.5 hours per week  
4. If coaching sessions are needed in a classroom -1 hour per week  

3. Semester Reservation forms are available on the College of Music website, “Students” 
tab, “Online Reservation System resources.”  

4. Students should meet with their coach and decide on regular weekly times for rehearsals 
and coaching. Complete the form with their choices ranked in order of importance and 
send it to music.scheduling@unt.edu for processing. Assignments will begin being made 
on the 12th class day to give each group sufficient time to meet and select rehearsal 
times. Confirmation will be sent to the group leader listed on the form. They must be a 
client in the Online Reservation System.  

5. Prior to the 12th class day, these groups may schedule temporary rehearsals in chamber 
rooms using the Online Reservation System located at 
https://music.unt.edu/calendar/request.php. Login with your University EUID and 
password. Then follow the directions on the Welcome page to make a request at least 24 
hours in advance and by 4 pm on Friday for weekends.  

6. The Copy Room Monitors will be able to view reservations made in the Online 
Reservation System on their computer and will be given a list of eligible Center groups. 
Listed groups may show up in the evenings and use MU297 for walk-in service if it is 
available according to the Copy Room staff checking the Online Reservation System.  

7. Additional rehearsal time and one-time rehearsals may be scheduled once all of the 
semester requests are complete. These are requested in Online Reservation System as a 
“single rehearsal” option under “Internal.” All requests must be made 24 in advance and 
by 4 pm Friday for weekends.  

8. If a need arises for an immediate rehearsal in MU297 for a Center group and it is after 
business hours or on weekends, the Copy Room will have a list of groups that may use 
MU297 if it is available.  
If MU297 is in use, theory rooms (MU287-MU290) are available Monday through Friday 
after 5 PM, and on weekends for chamber groups on a first come, first served basis. 
Request a Copy Room Monitor to open an available theory room if needed during these 
times.  

9. MU297 is not to be used a general practice room by of any group.  
B. Other Chamber Groups:  

1. Semester reservations for regular weekly rehearsal and coaching sessions for all other 
chamber groups use the Semester Reservation Form to be found on the on the College of 
Music website, “Students” tab, “Scheduling resources.”  



 

   
 

 

2. Students should meet with their coach and decide on regular weekly times for rehearsals 
and coaching. Complete the form with their choices ranked in order of importance and 
turn email it to it to music.scheduling@unt.edu for processing. Assignments will begin 
being made on the 12th class day to give each group sufficient time to meet and select 
rehearsal times. Confirmation will be sent to the group leader listed on the form. They 
must be a client in the Online Reservation System.  

3. Confirmation will be sent to the group leader listed on the form.  
4. Prior to the 12th class day these groups may schedule temporary rehearsals through the 

Online Reservation System. Additional rehearsal time and one-time rehearsals may be 
scheduled once all of the semester requests are complete. These are requested in Online 
Reservation System as a “single rehearsal” option under “Internal.” All requests must be 
made 24 in advance and by 4 pm Friday for weekends. Theory rooms (MU287-MU291, 
MU320-MU322) are available Monday through Friday after 5:00 PM if a class is not in a 
room nearby, and on weekends for chamber groups on a first come, first served basis. 
Request a Copy Room Monitor to open an available theory room if needed during these 
times.  

  



 

   
 

 

(10.8) Practice Rooms 
 
Upright piano and instrumental practice rooms in the North and South Music Practice Buildings 
are available to College of Music students without checking out a key for their solo practice and 
rehearsal with an accompanist.  Certain faculty will put access lists on file in the Copy Room 
for approved students to use their studio.  Ask your professor about this possibility.  Specialty 
rooms (organ, double bass, and percussion) are available by renting a key. Students can use 
Theory rooms and certain jazz rooms on a first come, first serve basis if available after 5:00 PM 
through Copy Room access, MU 291.  A student ID is required. 
 
Chamber groups will have priority over a single (solo) rehearsal in these rooms.   
 
Chamber groups may reserve single rehearsals in the Online Reservation System.  Solo practice 
and practice with your accompanist use walk-in service, practice buildings or faculty access list 
for rehearsing, they do not make reservations in the Online Reservation System unless prior to a 
scheduled recital. 
 
  



 

   
 

 

(10.9) Graham Green Room 
In order to ensure that the Graham Green Room is maintained in a condition that allows it to function well 
as a reception area and space for special events, the following rules have been established for all who 
reserve and use the room. The Graham Green Room may be reserved through the College of Music 
Scheduling Office by using Online Reservation System.  
 
At the conclusion of an event: 

1. Pick up all garbage and place in garbage receptacles. Additional garbage bags are 
available upon request through the College of Music Copy Room. 

2. Return all furniture to its original position. 
3. Wipe down tables if food and beverages were served. 
4. Clean up any spills 
5. Clean kitchen after use. 
6. Properly store and then remove any food placed in the refrigerator. All contents in 

refrigerator must be disposed of after the use of the room. 
7. If piano is used, return it to closed position. 
8. Turn out lights when leaving. 
9. Contact Copy Room Monitors (MU291) so they may check room condition and 

lock it. 
10. Users are responsible for this room, furnishings and associated equipment. The user 

will be charged for costs associated with damage, theft or condition requiring 
additional cleaning of the area. 

 
  



 

   
 

 

(10.10) College of Music Office 
Location: MU247 
Hours: 8am – 5pm, Monday – Friday  

 
Mail/Messages/Memos 

1. All outgoing mail must have 1155 Union Circle # 311367, Denton, TX 76203 as 
the return address. The office will distribute accordingly and will check the tray 
often. Envelopes must have the College of Music return address. 

2. Campus interdepartmental mail requires no postage. Official “Campus Mail” 
envelopes must be used for all such mail and can be found in the cabinet labeled 
“Intercampus Envelopes” in the mailroom. 

3. Packages may be shipped from the College of Music Office. Domestic packages must 
be packed, boxed, and sealed prior to drop-off in the office. The package must be 
accompanied by the contact information and address for the receiver as well as the 
sender’s contact information and the College of Music Return Address. 

4. The mailing of international packages and non-standard delivery international mail 
from the College of Music Office must be approved by the Associate Dean for 
Operations. Approval is needed before the item can be accepted by the office. A 
customs form, completed and signed, must accompany each package or letter. 

5. Papers, packages and messages for students should be left in the appropriate division 
office and not in the music office. 

 
Faxes 

Faxes to be sent should be given to an office worker or the Office Manager for transmission. 
Faculty members are advised to wait for a transmission confirmation to print before leaving the 
office. The College of Music fax number is: 940-565-2002. 
 
Mailboxes 

Faculty mailboxes may be accessed either from the hallway using the combination lock, or from 
the mailroom during regular College of Music Office hours. In the mailroom, each box has a 
name label at its top. See the College of Music Office Manager for mailbox combinations. 
 
Office and Studio Entry Limitation 

The College of Music Office is not authorized to open offices and studios for faculty members, 
their guests, and/or students. All office and studio entry requests must be made to the College of 
Music Copy Room, MU291. 
 
  



 

   
 

 

(10.11) College of Music Copy Room 
Location: MU291 
Hours: College of Music Building Open Hours 
 

Duplication 
Authorized copy work is that which the instructor needs for teaching purposes (handouts, 
excerpts, etc.) and copy work as it relates to other University responsibilities. All copy work 
must abide by established copyright regulations and laws. Other copy work must be done at a 
commercial location. For additional information on copyright regulations, see Copyright 
Compliance, College of Music Faculty and Staff Handbook, Section 8.3. 
 
Copy work is completed in room 291 or in the Copy Center in the Student Services Building 
(300+ copies and course packs). Request forms must be filled out completely for orders left in 
either the “Today” tray or the “Not Today” tray. Incomplete forms will result in delayed copy 
work. 
 
Please note: Faculty members making requests for 300 or more copies will be referred to the 
Student Services Bldg. Every effort will be made to assure that work is completed in a timely 
and professional fashion. 
 
Office Supplies 
Basic office supplies for faculty and staff members may be requested in the Copy Room. 
Because these items are purchased in bulk for College of Music offices, special items not on 
the standard inventory list cannot be ordered. Copy Room Monitors can supply faculty and 
staff members with the following items: 
 

• Pens and Pencils 
• White out 
• Scotch Tape holder with a roll of tape 
• Stapler with staples 
• Ruler 
• Legal Pad 
• Post –it notes 
• Manila Folders and Hanging folders if needed. 
• Expo Markers 

 
In order to receive supplies, please visit the Copy Room and sign the tracking book at the 
counter, indicating the items needed and the division name. Large quantities of pens, pencils, 
etc. must be approved by the College of Music Building Operations Manager. 
 
Note: Specialty items may be ordered through the Building Operations Manager and must be 
approved by Division Chair. A budget account number for payment must also be provided. 
 

Studio Entry Authorization 
The College of Music Copy Room is the only office authorized to open faculty studios, offices, 
and rehearsal spaces (provided an on-line reservation has been made) in the college. A Studio 
Entry Authorization Form must be completed at the beginning of each term (including Summer 



 

   
 

 

I and II) in order for students without keys to obtain access to a studio. The student must have 
their UNT ID card to be granted access. This list is kept on file in M291 and is used to protect 
the faculty members, monitors, and the College of Music. Persons permitted entry are subject to 
follow scheduled building hours. No student will be allowed to remain in the building after 
building hours. 
  



 

   
 

 

(10.12) Emergency Guidelines 
UNT Risk Management Services provides a set of emergency guidelines for a variety of emergency 
or disaster scenarios.  The guidelines are designed to help less the impact of emergency situations.  
The guidelines are intended to be only one of many tools the university community would use to 
prepare for and respond to an emergency.  The guidelines may be found here:  
https://emergency.unt.edu/emergency-guidelines-0 
 
 
  

https://emergency.unt.edu/emergency-guidelines-0


 

   
 

 

Section11 
Recording Services and Instrument Repair 
(11.1) Recording Services 
 
College of Music Recording Services makes and maintains the master archive of university 
ensembles, faculty and degree recitals recordings along with live streaming of events and the 
YouTube channel. 
 
Recording Services is overseen by two full-time staff employees with another full-time staff to 
oversee all Audio Reinforcement in the Main Music Building. Recording Services has offices in 
both the Main Music Building and the Murchison Performing Arts Center. There are 3 Graduate 
Assistants and around 15 student staff, with varied majors, who service the events by recording 
audio, video, operating up to 8 camera systems, editing all the recitals and concerts for the 
College of Music. 
Offices: Rooms 149 & 147, Main Music Building; 108 Murchison Performing Center Annex 
Telephone: (940) 565-3780 
Email: recordingservices@unt.edu Website: http://recording.music.unt.edu 
 
  

https://recording.music.unt.edu/
https://facultysenate.unt.edu/university-writing-committee
http://recording.music.unt.edu/


 

   
 

 

(11.2) College of Music Computer Lab and Recording Studio 
The College of Music Technology Center  provides UNT students access to computers, high-end 
music applications, music devices, productivity software, and printers in support of their 
academic endeavors at UNT.  In addition to supporting the core academic needs of UNT 
students, the Music Technology Center offers additional equipment, software, facilities, and 
services to support the many specialized needs within the College of Music. 
  
To request the purchase of new software on the Center's computers in support of academic 
courses, faculty/staff may submit a Software Request. Any questions may be emailed to scl-
music@unt.edu  
 
  

https://lab.music.unt.edu/
https://lab.music.unt.edu/content/software-request
mailto:scl-music@unt.edu
mailto:scl-music@unt.edu


 

   
 

 

(11.3) Piano Technical Services 
The College of Music Piano Technical Services provides piano acquisition, maintenance, repair, 
and disposal services for instruments located in all College of Music facilities. Located in the 
Music Annex, two full-time piano technicians are available to provide these services. 
 
To request services, College of Music students, faculty, and staff may complete a Piano Service 
Request form and return the form via email to pianoservices.music@unt.edu.  
 
  

https://music.unt.edu/sites/default/files/pianoServiceRequest.pdf
https://music.unt.edu/sites/default/files/pianoServiceRequest.pdf
mailto:pianoservices.music@unt.edu


 

   
 

 

(11.4) Tuning Policy 
The Council of Division Chairs voted unanimously to make A=440 Hz the official modem 
practice pitch for the College of Music. 
 
  



 

   
 

 

(11.5) Wind and Stringed Instrument Repair Shops 
The Wind and Stringed Instrument Repair Shops are located in the College of Music Annex 
Building (MA106 and MA 105). Together, the shops offer a full line of repairs on string, brass, 
and woodwind instruments. Services are offered to students, faculty, and to the general public. 
Most repairs performed for UNT students and faculty members are free of charge, with the 
exception of a few types of repair; a small charge is added for services that include chemical 
cleans, complete re-pads, and parts. Regular market repair prices are charged for non-UNT 
clients. All university owned instruments are repaired without cost. The repair shops are open 
Monday through Friday. 
 

Stringed Instrument Repair 
The Stringed Instrument Repair Shop offers a full range of repairs of bowed and fretted 
acoustic and electric instruments to the UNT community and to the public. The shop’s first 
priority is to keep in the best possible playing condition at the least possible expense, the 
instruments of College of Music students, faculty, and staff, as well as the University- owned 
instruments. 
 
With the exception of bow re-hairs, members of the UNT College of Music community are not 
charged labor and are charged only cost for parts. 
 
Bow re-hairs for everyone are currently priced as follows: 
 

Violin/Viola: $40 
Cello: $50 
Bass $60 

 
Labor rates for those outside the UNT community are loosely based on a shop rate of $100/hr., 
which is usually the lowest rate in the local area. 
 
It is difficult to stock a large number of strings, as the repair shop is not a retail facility, but 
the shop endeavors to stock strings that are popular amongst string players. The shop attempts 
to purchase strings at the lowest retail price available and sells the strings at cost. 
 
As far as orchestral strings are concerned, these prices are generally considerably cheaper than 
other shops in the immediate area. Strings and other accessories such as shoulder rests, chin 
rests, rosin, etc. can be specially ordered by contacting the College of Music Luthier at 940-
369-7968. 
 
Large, restorative type projects will be considered on a case-by-case basis, with the above 
labor rates in mind. Sometimes UNT College of Music members will be charged 10% of the 
regular labor costs on jobs which would exceed $1000. 
 

  



 

   
 

 

Section 12 
Publicity, Marketing, and Outreach 
 
(12.1) College of Music Marketing Office 
 

This College of Music Marketing Office is responsible for managing the marketing budget, 
creating the marketing strategy (in consultation with the dean), maintaining branding standards 
across all media in use by the College, and the collection, development and dissemination of 
content from the College’s faculty, staff, students and alumni. 
 
In addition to the work of College of Music staff, the university provides marketing and 
communication consultation, and direct marketing and public relations assistance through 
University Branding Strategy and Communications (UBSC).  UBSC maintains contacts with 
external media and writes, pitches, and disseminates press releases on behalf of the College.  The 
College works with UBSC, channeling content and story ideas to the college’s UBSC liaison who 
is tasked with determining which content is compelling for which audiences, both on campus and 
beyond.  
 
The marketing office is charged with managing publicity in four broad categories at the college 
level:  

1. Recruitment marketing,  
2. Event promotion,  
3. Reputation marketing,  
4. Supporting advancement/development communication, as needed. 

 
The marketing office accomplishes its responsibilities using a variety of media, digital and print, free and 
paid. Digital media are the preferred tools used for communicating the college’s message.  

https://music.unt.edu/marketing
https://brandstrategy.unt.edu/


 

   
 

 

(12.2) College of Music Event Marketing 
All public events completed in the online scheduling system are loaded into the College of Music 
Events Calendar and shared on the UNT Events Calendar.  
The calendar is the primary tool used by the college to promote events, making it vitally 
important that event details are provided as early as possible, but not less than three weeks prior 
to the event.  
 
Beyond calendar listings, the marketing office provides additional promotional support to the 
seven “First Priority” ensembles identified in Section 10.6 of this handbook.  These ensembles 
are: 

• A Cappella Choir,  
• Grand Chorus,  
• Jazz Singers,  
• One O’Clock Lab Band,  
• Opera,  
• Symphony Orchestra, and  
• Wind Symphony. 

 
If the office is able to fulfill all obligations above and resources/time is available, additional 
event marketing support is offered for:  

1. Faculty conducted large ensembles. 
2. Faculty recitals. 
3. Non-performance events (major award news, time sensitive notices, etc.). 
4. Specialized ensembles (gamelan, harp, steel drums, etc.). 
5. The ensembles of the Center for Chamber Music. 
6. Student directed ensembles. 

  

The order above is important because with the core responsibilities mentioned above, it isn’t possible to 
market all of the events 1-7 all of the time. Priorities from the top down.  
 
The marketing office meets with division chairs individually at the beginning of each semester to 
understand the event priorities for each division, it also hosts (annually) a group training session to 
ensure all students/faculty tasked with the support of marketing efforts by their division are aware of 
the college/university branding standards and requirements. 
 
  

https://music.unt.edu/events
https://music.unt.edu/events
https://calendar.unt.edu/


 

   
 

 

(12.2.1) Concert Programs 
 
All concerts scheduled through the College of Music Scheduling Office require a program. The 
Program Office is responsible for generating these for you. 
 
All program information must be sent 3 weeks before a scheduled event/concert. That includes 
all degree recitals (junior [voice, string, keyboard], senior, master’s, doctoral, graduate artist 
certificate), student (non-degree) recitals, faculty recitals, guest artist recitals, and ensemble 
recitals. Whenever we bring a guest artist to campus, the program needs to have a biography 
of that person and his/her accompanist. Information for all programs will be loaded in 3 weeks 
prior to an event, but changes may be made up to one week prior to the event when the 
program is printed at Printing Services on campus. 
 
A form may be picked up from M241 or the electronic form may be accessed from the College 
of Music website (choose current student tab, scroll down to the word “forms” and click on 
Program Information Sheet). If the form is being used for a student recital, the lessons 
professor must sign it before it is turned in to the Program Office. Information for ensemble 
programs may be emailed to the program office.  
 
Programs are typed, proofed (by the performer, lessons teacher or ensemble director), and 
then printed. Completed programs are picked up in the Program Office, M241. If a professor 
has requested concert management, however, the programs will be delivered to the Copy 
Room (M291). A minimal fee is charged for printing student programs; exact change or a 
check made payable to UNT is accepted for payment. 
 
(Approved, Council of Division Chairs, September 25, 2014 
 
  



 

   
 

 

(12.2.2) Printed Event Programs 
 
In Spring 2022, the College of Music ended its practice of printing concert programs for 
most of its events. Digital concert programs are still made available online for concert 
attendees, students, faculty and staff. 
 
In consultation with the Dean of the College of Music and the Executive Director of the College 
of Music Development Office, programs may be printed for the following: 

• International ensemble tours and invited events 
• National ensemble tours and invited events 
• Regional ensemble tours and invited events 
• State of Texas ensemble tours and invited events 
• International, national, regional and state recruiting events conducted by officially 

sanctioned College of Music ensembles. 
• Office of Development events. 
• Others as designated by the Dean. 

  



 

   
 

 

(12.3) Division of University Brand Strategy and Communications (UBSC) 
UBSC is the chief communications organization for the University of North Texas, so UBSC 
operates on a university-wide level to support institutional goals and initiatives — from 
reaching enrollment goals to promoting research successes and all manner of objectives in 
between. It’s our primary job to promote and protect the UNT brand and image. We do this by 
working across internal and external departments to help meet and support the communications 
and marketing needs of all university divisions. If you need help promoting your division, your 
work, your team or your story, we are here to help you. 
 
UBSC works to: 

• Advance and protect UNT’s institutional identity and reputation. 
• Reinforce and grow UNT’s brand in graphics, images and words. 
• Increase UNT’s visibility in public and in the higher education marketplace. 
• Support UNT’s student recruitment, retention and graduation goals 
• Strengthen UNT’s relevance and value to key audiences, including alumni, 

donors, faculty and staff.  
  



 

   
 

 

(12.3) Branding and Logo Policies and Procedures 
 
The UNT Identity Guide website is overseen by UBSC, and it serves as the primary resource 
for the university community regarding the university branding identity for all forms of 
communication in both print and electronic formats.  
 
The Institutional Brand Identity Policy (University Policy Manual, Policy Number 04.019) 
serves to preserve and protect UNT’s legal right to use and control its trademarked identity.   It 
also protects the trademarked identity of the UNT System. 
  

https://identityguide.unt.edu/
https://policy.unt.edu/policy/04-019


 

   
 

 

(12.4) Web Publishing 
 
The Web Publishing Policy (University Policy Manual, Policy Number 14.007) exists to ensure a 
consistent structure and consistent ease of use of university web assets. The policy covers all 
aspects of ownership, responsibility, content management and compliance associated with 
university related web publishing.  
  

https://policy.unt.edu/policy/14-007


 

   
 

 

(12.1.3) Printing Services and Copy Centers 
UNT maintains an in-house graphic reproduction system dedicated to providing efficient, cost-
effective printing services for the campus community.  While on-campus facilities are equipped 
to handle a broad range of jobs, from the simplest short-run offset duplication to more complex 
requirements, the Director of University Printing reserves the right to procure off-campus 
printing services when necessary. See the Printing Services and Copy Centers policy (University 
Policy Manual, Policy Number 04.022) for further details 
 
 

 

https://policy.unt.edu/policy/04-022
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