
 The Higher Education Program Bylaws 

  

Article I – Purpose 

  

The Higher Education Program (HEP) mission is to prepare individuals for positions of 

leadership in teaching, research, and administration at community colleges, four-year 

colleges, and universities around the world. The interdisciplinary, graduate-level 

curriculum focuses on leadership, the scholarship of teaching and learning, administration, 

and assessment. The program also prepares students for positions in academic and student 

affairs as well as in associations, government agencies, and industries whose activities 

relate to or impact higher education.  

  

HEP Learning Outcomes: Students will understand and apply concepts of leadership, 

teaching, administration, and assessment within the context of the complex higher 

education enterprise. Leadership, teaching, administration, and assessment are studied 

through an interdisciplinary lens using emergent technologies with a focus on the 

scholarship of teaching and learning. Students will become socialized members of a 

community of higher education professionals where they will contribute to and lead 

scholarly conversations by consuming, critiquing, and creating scholarship. Students will 

understand and employ effective pedagogical approaches. They will value assessment, 

understand its role, and be skilled in enacting processes of analysis. Students will reflect on 

themselves as cultural beings, analyze the ways in which that influences their work in 

higher education, value diversity, and meet multicultural competencies. Students will use 

theory as a base from which they ground their practice of effective and ethical leadership, 

teaching, and administration. 

 

Article II – Members 

  

Section 1.  Classes of Members 

 

A. Core Faculty.  Core faculty are tenured or tenure-track faculty and term faculty 

with a full- or half-time appointment in HEP. 

B.  Affiliated Faculty.  Affiliated faculty may be tenured, tenure-track, term, adjunct, or 

administrative faculty with a specialization relevant to the HEP. Affiliated faculty 

will have five-year, renewable appointments as long as they remain employed at 

Mason.  Retired faculty may continue as affiliates vis-à-vis their emeritus status. 

  

Section 2.  Qualifications/Eligibility for Membership  

A. Core faculty must have a full- or half-time appointment in the Higher Education 

Program. 



B. Faculty who wish to become affiliated with HEP must submit a recent curriculum 

vitae or résumé and letter of interest for consideration that demonstrate a 

commitment to the Higher Education Program.  The letter of interest must show 

involvement in a specialization in Higher Education Program, for example through 

programming, teaching, research, and/or local, national, or global activism.  To 

demonstrate commitment to HEP, affiliated faculty are expected to attend at least 

one HEP general faculty meeting per year of affiliation.   

 

Further, affiliates should perform at least one of the following activities within the 

five-year affiliation period: 

 

● Develop or teach a course related to higher education; 

● Recruit students for the certificate programs, MA degree, or PhD 

concentration; 

● Serve on MA student thesis/project committees; 

● Serve on PhD student portfolio/dissertation committees; 

● Organize and supervise practicums/internships; 

● Plan a program through HEP on a topic of interest to HEP; 

● Serve on a HEP committee; 

● Host a discussion on current scholarly or administrative work (e.g., brown 

bags); or 

● Attend a HEP event or program. 

  

The core faculty vote upon renewal of affiliated faculty at the end of the 

appointment (5 years for affiliate faculty) based upon the above criteria. The 

renewal application should demonstrate contribution to and ongoing 

involvement in HEP. 

  

Section 3.  Director 

 

A. HEP will be administered by the HEP Director (hereafter known as the Director).  

The Director will be appointed by the Dean of the College of Humanities and Social 

Sciences (CHSS) with the advice of HEP core and affiliated faculty and approval of 

the core faculty. 

B.  The Director represents HEP at the College and University levels.  The primary 

responsibilities of the Director will include administering the program on a day-to-

day basis, teaching courses in the HEP curriculum, working with the administration 

and departments offering HEP courses to implement the curriculum, coordinating 

course selection, facilitating the development of new courses and the evaluation of 

all courses, coordinating the advising of students in HEP, recruiting new students to 



HEP degrees and certificates, and convening meetings of the core faculty (monthly) 

and core and affiliate faculty (once a semester). 

C. Any decision-making authority not designated to another entity (e.g., the core 

faculty) is retained by the Director, including, but not limited to, budgetary, 

personnel, facility, and staff support issues. (For annual evaluations, see Article II,  

Section 6.) 

D. Procedures for appointment, renewal, and evaluation of the Director will be 

consistent with procedures established for Department Chairs in the faculty 

handbook. The appointment to this position is for a 4-year term and this 

appointment is renewable, consistent with procedures established for Department 

Chairs in the faculty handbook.  

E. There will be an annual evaluation of the Director consistent with the procedure for 

Department chairs in the faculty handbook.  

  

Section 4.  Hiring Procedures for Core Faculty 

 

A. All core faculty may serve, and at least one must serve, on the five-person Search 

Committee. The Director will identify tenured or tenure-track program and/or 

affiliated faculty to fill any remaining positions on the Search Committee. The Search 

Committee will choose its own chair in accordance with university policy. The 

Search Committee will be responsible for writing and placing the ad for the position, 

for reviewing materials from applicants and for establishing a list of the most 

qualified candidates for the advertised position. The Search Committee will invite 

members of the HEP core faculty and affiliated faculty to review applicant files and 

to provide evaluations of the applicants to the committee. 

 

B. Candidates brought to campus for an interview will be interviewed by the HEP core 

and affiliated faculty. If a candidate does not have a PhD in Higher Education, the 

Search Committee and the Director will consult the chair of the identified discipline 

department to determine the way in which the department will participate in the 

candidate’s on-campus interview. 

 

C. The Search Committee will solicit and review the evaluations of the candidates by 

HEP core and affiliated faculty and discipline department, if appropriate, and will 

determine whether the candidates meet the qualifications for the position. After all 

candidates have been interviewed, the Search Committee will evaluate all 

interviewed candidates who have been judged qualified by HEP core and affiliated 

faculty. The Search Committee and any core faculty not serving on the committee 

itself will report its recommendation to the Director, HEP faculty, and affiliated 

faculty.  



 

D.  The Director will forward a recommendation to the Dean of the College of 

Humanities and Social Sciences. 

  

Section 5.  Annual Review of Core Faculty 

 

A. Faculty members will be reviewed each year for the purpose of determining salary 

recommendations and assessing their contributions and productivity in the areas of 

Scholarship, Teaching, and Service. By September 1, HEP core faculty will submit 

annual reports for the period July 1 to June 31 of the previous academic year under 

review. The Director will determine the salary recommendation. The Director and 

each faculty member will meet to discuss the evaluation and salary 

recommendation. The faculty member will receive a copy of the salary 

recommendation letter that will subsequently be sent to the Dean of CHSS.   

  

Section 6.  Three-Year Renewal 

 

A. The Renewal Committee will be composed of 5 tenured faculty as follows: at least 

two Higher Education Program core faculty members and at least two from the 

candidate’s related disciplines as applicable. The Director and the tenured members 

of HEP core faculty will prepare an initial slate of nominees for the Renewal 

Committee with suggestions from affiliated faculty as applicable. The renewal 

candidate may eliminate one person on the slate. If the elimination results in the 

slate having a deficit in either number or constituency, the Director and the tenured 

members of the HEP core faculty will identify a replacement. The Renewal 

Committee will elect its chair. 

 

B. Candidates will provide the Renewal Committee with an updated Curriculum Vitae, 

copies of their scholarly work and works in progress, teaching evaluations, syllabi, 

course assignments and other relevant teaching materials, a statement of research 

accomplishments and plans, an account of their teaching and curricula development 

activities, and a statement detailing their service to the program, the college, and the 

university. These materials must be submitted in the form of a portfolio no later 

than October 1 of the year in which the candidate is being reviewed or renewed. 

 

C. The Renewal Committee will review the candidate’s scholarship, teaching, and 

service, and will draft a letter of recommendation that delineates its review of each 

area under consideration. It will call a meeting of the tenured members of the HEP 

core faculty to discuss the letter and the case. Tenured members of the HEP core 

faculty who have read the candidate’s file and attended the meeting will vote on the 



case. The Committee will forward its letter, the advisory vote, a summary of the 

faculty discussion, and its recommendations to the Director.  

 

D. Upon receiving the letter from the HEP Renewal Committee, the Director will 

evaluate the case and make a recommendation to the Dean of CHSS. The Director 

will include a copy of the committee’s letter with the recommendation.  

 

E. The Director will forward copies of the Committee’s and Director’s letters to the 

candidate. 

  

Section 7.  Promotion and Tenure for Core Faculty 

 

A. The HEP Promotion and Tenure Committee will be composed of 3 tenured faculty, 

out of which one must be HEP core faculty and two of whom should have relevant 

expertise in the candidate’s related disciplines. The Director will confer with 

tenured faculty and faculty chairs in the candidate’s related discipline(s) to identify 

faculty with expertise in the candidate’s field(s) who may serve on the Promotion 

and Tenure Committee. The Director will then prepare a slate of nominees. 

Additional nominations will be accepted at faculty meetings of tenured program and 

affiliate faculty members. The priority for all nominations is to identify tenured 

faculty who have expertise in the relevant areas of the candidate’s discipline(s). The 

members to the Promotion and Tenure Committee will be elected in the spring 

semester before the candidate’s review year. Election to the committee will be held 

by mail or email ballot. Only tenured core faculty can nominate and vote. The 

Promotion and Tenure Committee will elect its chair. In cases of promotion to Full 

Professor, the qualifications for committee membership will conform to the rules 

stipulated in the University Faculty Handbook. 

 

B. Before the end of the spring semester preceding the candidate’s review year, the 

Promotion and Tenure Committee will advise the Director on the selection of at 

least of five external scholars in the candidate’s field. The Director then will solicit 

the letters from the selected scholars. These referees will be drawn from two lists. 

The Promotion and Tenure Committee will generate one list of possible external 

referees. The Director will obtain from the candidate a separate list of possible 

external referees and the names of up to two scholars to be excluded as referees. 

The final list will contain no more than 40% chosen by the candidate. The candidate 

will not see the final list or any of the outside letters. Candidates should provide 

scholarship and any relevant material for outside reviewers by June 30. The 

Director sends the materials to the outside reviewers on or before July 10. 

 



C. Candidates will provide the Promotion and Tenure Committee with a dossier 

composed of an updated Curriculum Vitae, copies of their scholarly work and works 

in progress, teaching evaluations, syllabi, course assignments and other relevant 

teaching materials, a statement of research accomplishments and plans, an account 

of their teaching and curricula development activities, and a statement detailing 

their services to the program, the college, and the university.  This file should be 

available for review by the Committee no later than 1 October. 

 

D. The Promotion and Tenure Committee will review the candidate’s record of 

scholarship, teaching, and service. The Committee will compose a letter that 

documents and critically reviews that record. That letter will be made available in a 

central location for tenured HEP faculty to review. Tenured members of the HEP 

faculty who have read the candidate’s file will vote on the case in secret ballot.  In 

cases of promotion to Full Professor, a vote of the full professors on the HEP core, 

program, and affiliated faculty will be reported. The Committee will forward its 

letter, the vote, a brief summary of the faculty discussion, and its recommendations 

to the Director.  

 

E. Upon receiving the letter from the HEP Promotion and Tenure Committee, the 

Director will evaluate the case and make a recommendation to the Dean of CHSS and 

the CHSS Promotion and Tenure Committee. The Director will include a copy of the 

committee’s letter with the Director’s recommendation.  

 

F. The Director will forward copies of the Committee’s and Director’s letters to the 

candidate. 

  

Section 8.  Voting 

 

A. At general faculty meetings only core may propose motions, second them, or vote on 

them. Voting on tenure-related personnel matters (third year review, 

recommendation for tenure and promotion) is limited to core faculty members who 

are tenured as specified in the University Faculty Handbook and per Article II 

sections 7 and 8 of the HEP by-laws. Core faculty are eligible to vote on procedures 

of HEP and on the selection of the Program Director as well as on members of 

standing committees. For votes that require a quorum, the voting body is restricted 

to members of the core faculty.  In order to pass, a measure must receive a simple 

majority of those eligible to vote.  Mail ballots include those that are distributed to 

the members by email as well as by regular surface mail.  All members have the 

option of returning ballots by email. It is the responsibility of HEP to maintain 

confidentiality of the ballots within the office. 



  

Article IV – Committees 

   

Section 1.  Ad Hoc Task Forces and Special Committees 

 

A. The HEP Director and core faculty may create special committees or task forces to 

deal with specific organizational mandates. The special committees and task forces 

shall vote internally on their chair or spokesperson.  These special committees or 

task forces shall be reviewed annually by the HEP Director and core faculty and 

renewed or discharged. 

  

Article IV – Meetings 

  

A. The HEP faculty will hold a general meeting preferably once each month of the fall 

and spring semesters.  More frequent meetings may be convened by the two or 

more HEP core or affiliated faculty or by the Director.  Meetings of the HEP faculty 

may be attended by HEP core and affiliated faculty.  

   

Article V – Amendment of Bylaws 

  

A. Revisions or changes in the HEP bylaws must be discussed by the HEP Director and 

core faculty. A discussion and final vote will be made at a subsequent general faculty 

meeting(s) by paper ballot or may be conducted virtually.  Amendments must be 

approved by a simple majority vote of core faculty.  
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