


4. Disaster Recovery Planning

ITNS will maintain a Disaster Recovery Plan for the operation of the network, telephone
system and related systems.   This plan will detail the steps necessary to restore essential agency
IT functions. 

This plan will be reviewed annually as part of the regular IT Security review (see PPD-
0350), and approved by the Director of ITNS and the Agency Head.

Date: June 1, 2007
Updated: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0374
Subject: Approval for Establishment of Accounts and use of Technology Resources. 

This document describes the logical access to Information Technology resources at
VIMS through the establishment of user accounts.

Authority

The ultimate authority for granting access and use of Information Technology resources
at VIMS rests with the Dean and Director.  This authority is delegated to the Chief Information
Officer (CIO) for the practical purpose of day to day operation.

All persons affiliated with the Institute (Staff, Students, Faculty, Volunteers, Contractors 
and approved guests)  are entitled to a user account and subsequent privledges, such as email,
network storage, technical support and software services.  Accounts are created as part of the
Institute Check-in Procedure.  Policies and procedures for check-in are outlined in VIMS Policy
and Procedure Document PPD – 0015.  

In general, ITNS will create and an account once and individual has:
1. Provided the check-in with a completed signature from the authorizing individual,

typically the Departmental Business Manager.  
2. Upon completion of the ITNS Account form, including signature acknowledging  the

VIMS Acceptable Use Policy.

The ITNS User Account Form is attached at the end of this instruction.

Temporary User Accounts (Contractors and Guests)

From time to time visitors, guests and contractors will need access to Information
Technology resources through a VIMS user account.  Such accounts will be created on an as
needed basis at the discretion of the CIO or a designee.

Contractors and guests will have a time limit as it appears on the attached ITNS Account
form.

Removal of Accounts

Accounts will be removed when individuals are no longer affiliated with the Institute as a
Volunteer, Student, Faculty, or Staff member.   Checking out with ITNS by obtaining a signature
from the CIO or designee triggers the account removal process.   Accounts may remain active for
up to one month after check-out.   Departing users may request an extension beyond the normal
time limit by acquiring a temporary user account as described above.   Policies and procedures



for check-out are outlined in VIMS Policy and Procedure Document PPD – 0016.  

The password file will be reviewed at the end of each semester (Fall, Spring, Summer) to
remove user accounts in order to ensure that accounts are limited to those individuals with
authorized affiliation with the Institute.   

Date: June 1, 2007
Updated: July 1, 2009, May 6, 2010



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0375
Subject: Account Password Policies and Procedures. 

Introduction

This policy establishes password requirements for VIMS ITNS and Departmental
accounts and information systems.  These requirements are necessary to help ensure personal
security, protect VIMS business, research and academic interactions, and to meet security legal
requirements and standards.

Passwords are often the weakest links in securing data due to the creation and use of
weak passwords, the use of automatic password cracking programs, and the activities of
malicious hackers, spammers, and phishing schemes.  This policy provides guidance and
minimum standards on creating and using passwords to maximize security.

Scope

This policy applies to anyone accessing systems that hold or transmit VIMS data and
includes departmental and central IT accounts and resources.  

ITNS maintains a central password and user id for all users associated with VIMS (See
PPD-0374 for related information).   Where possible, all system owners shall use this central
password resource for authentication.

All user accounts will have initial passwords assigned by ITNS.  Individuals are
responsible for changing passwords following published instructions and guidelines.  In general,
password strength is proportional to its length and complexity.  The following policies are
adopted by ITNS and encouraged for all passwords:

Password Standards 

Individual Responsibilities

Passwords for newly activated IT accounts must be changed at first use in order to ensure
that only the person who has been assigned the account knows the password. 

Passwords should be a minimum of 8 characters.  The use of longer passwords or
passphrases is recommended if the system in use supports them.  A passphrase is a longer
version of a password and typically is composed of parts of multiple words.  A good passphrase
also contains a combination of upper- and lower-case letters and numeric and certain punctuation
characters. 



Passwords should be protected and should not be written down and left in the user’s desk
or on the user’s computer system.  Passwords should be protected as if they were personal
information such as a bank account or PIN number.  

Passwords shall not be shared with anyone. Any attempt to encourage sharing your
password should be reported to the VIMS ITNS.   Do not use a VIMS password and username
for any non-VIMS system or application. 

Changing  passwords each semester is a recommended best practice and is required
whenever there is a reason to believe that a password has been revealed. If a password is
suspected of being compromised, it is the responsibility of the user to take action to change the
password or notify the system administrator to have the password changed.

In summary, passwords should be strong and carefully protected as described by CERT 
( www.cert.org ).  The above password standards should be applied to screen savers and
telephone systems as well.

System Requirements

All information systems at VIMS are subject to the following policy requirements.

Initial Password Reset

All systems should require reset of the password at the time of first login.  System
upgrades should consider including this feature when possible.

Password Aging and Complexity

Systems will require resetting passwords at an appropriate frequency, but not longer than
12 months.  Where possible systems should check for password complexity and also prevent re-
use.  Passphrases are encouraged, but should meet the following minimum complexity
requirement:

1. The password or passphrase is at least eight characters long. 

The password or passphrase contains characters from at least three of the following five
categories:

a.  English uppercase characters (A - Z) 
b.  English lowercase characters (a - z) 
c.  Base 10 digits (0 - 9) 
d.  Non-alphanumeric (For example: !, $, #, or %) 
e.  Unicode characters



System upgrades should consider including this feature when possible.

Automatic Lockout

Automatic password lockout after a limited number of unsuccessful login attempts is
highly recommended.  A grace period can be set to allow resetting of passwords after a certain
elapsed time to prevent denial of service.  This timeout should be longer than system
authentication logs are monitored.  System upgrades should consider including this feature when
possible.

Display/Clear Text Passwords

All systems should not transmit, display or store passwords in clear text and should use
encryption techniques, such as ssl and ssh.  Stored password files should be encrypted.  System
upgrades should consider including this feature when possible.   

Logging of Authentication and Failure Events

System Administrators will maintain a log of system logins and failures.  Logs will be
retained for a minimum period of six months.

Auditing and Checking

System Administrators and the Information Security Officer should periodically request
that password files be processed using password cracking tools for servers supporting
information systems.  Weak passwords should be reported to the Information Security Officer.

Date: June 20, 2008
Updated: July 1, 2009



Association for Research Integrity Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD – 0381
Subject: Physical safeguards for information technology assets

The following facilities operated by VIMS Information Technology and Networking
Services (ITNS) will be locked at all times.   Key access is limited to those requiring access, with
a record of VIMS personnel holding keys maintained by VIMS Department of Facilities
Management under the campus wide physical security system.  

1 Main Server Room and NOC (Network Operations Center, Watermen’s Hall,
Room 215)

2 Auxilliary Server Room and NOC (Watermen’s Hall, Room 224)
3 PBX Room (Watermen’s Hall, Room 261S)
4 Network and phone wiring closets, where practical.

Contractors needing access to these spaces will be accompanied by appropriate ITNS staff.

Auxiliary Power

Areas 1-3 above are served by the emergency power grid in Watermen’s Hall, which
consists of UPS and generator power.   These systems are capable of withstanding a 48 hour
power outage.

Network wiring and telephone closets will be placed on the emergency power grid in
buildings where such a system allows.  

Asset Management

All Information Technology assets are tagged and recorded in the W&M Asset
Management System maintain by the Office of Property Control in accordance with established
College policy.  Items that are active on the VIMS Network (i.e. assigned IP addresses) are an
exception to the policy in that they are tagged and tracked regardless of dollar value.  

Date: June 1, 2007
Updated: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0383
Subject: Information Technology Security Training Program

Beginning July 1, 2007, all Students, Faculty and Staff shall be required to attend a class
that covers Information Technology security risks and controls.   The class will be coordinated
with required classes offered by the VIMS Office of Safety and Environmental Programs, per
VIMS Instruction PPD-0500.   The VIMS Office of Safety and Environmental Programs will
maintain a record of course completion by VIMS personnel.

The course will include information on the following concepts:

a.  Policy for protecting systems and data.
b.  Concept of separation of duties
c.  Prevention and detection of incidents
d.  Proper disposal of data
e.  Use of encryption
f.  Password management
g.  Acceptable use policy
h.  Remote access
i.  Intellectual property rights

Date: June 1, 2007
Updated: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0384
Subject: Acceptable Use Policy for Faculty, Staff, and Guest Users.

All users of information technology shall abide by the accept use policy, as published on
the ITNS Website: http://www.vims.edu/intranet/itns/policies/index.php    

Date: June 1, 2007
Updated: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0387
Subject: Information Technology Security System Monitoring

Monitoring of IT systems is required under the COV ITRM Standard SEC501-101, as
specified in Section 9.3.   All individuals designated as System Administrators are responsible
for system security logging as it pertains to the Standard.

Responsibilities include:
1. Enabling logging on all systems
2. Monitor event logs in real time.
3. Take actions to mitigate security breaches as necessary.
4. Report security breach incidents to the ISO.

Date: June 1, 2007
Updated: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0388
Subject: Security Incident Reporting Procedures.

Purpose

The purpose of this document is to identify steps and procedures to respond to suspected
or known breaches in IT security safeguards.

IT Security Response Team

There is established an IT Security Response Team that consists of the Director of ITNS,
the ISO, and, the appropriate System Administrator(s), and Data Owner(s) of the system in
question. 

General IT System Security Incident Procedures

Information security events, incidents, and weaknesses (including “near-misses”) should
be promptly reported and properly managed.

Reporting - All VIMS Information Technology users should report suspected incidents
immediately to a member of the ITNS staff.  ITNS staff shall evaluate incidents and report them
to the Director of ITNS for subsequent handling by the Response Team.

Evaluation - Recognizing that there may be false alarms, “near-miss” incidents, or incidents that
turn out to be technical malfunctions, ITNS staff shall evaluate incidents until it is determined by
the Director of ITNS along with the IT Security Response Team to forward them to the Dean and
Director for further action.

Authority – The Dean and Director of the Institute has ultimate authority for handling security
incidents and related disciplinary actions.     

Execution of the above standards shall be consistent with the College of William & Mary
incident reporting and disciplinary policies.  

Sensitive Information

Systems that contain Personally Identifiable Information, as defined in COV ITRM
Standard SEC501-101, Section 9.5.2, require special incident reporting with regard to incidents
where information is compromised.  For VIMS, this information is contained in administrative 

databases maintained by the College of W&M in the Banner ERP system and accessed by VIMS
personnel.



Therefore, incidents of breach or compromise of Personally Sensitive Information will be
reported to the William & Mary ISO via the VIMS Director of Information Technology.

Date: November 1, 2007
Updated: July 1, 2009, May 7, 2010



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0401
Subject: Sport Fishing from Institute Piers and Docks

Recreational fishing or crabbing from the piers, docks, or wharves at the Gloucester Point
Campus of the Virginia Institute of Marine Science is forbidden.  

Recreational fishing or crabbing from the piers, docks, or wharves at the Eastern Shore
Campus of the Virginia Institute of Marine Science is allowed with the express permission of the
Director of the Eastern Shore Campus.

Fishing or crabbing related to an official research program may be permitted with the
written permission of the Director for Research and Advisory Services.  Copies of the written
permission should be forwarded to the Director of Facilities Management and the Director of
Safety and Environmental Programs.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0402
Subject: Maintenance Problems

Whenever something in the physical plant breaks, report it to Facilities Management. 
Facilities Management is the responsible department for addressing  maintenance repairs. 
Reporting the problems to someone in central Administration only slows the process as the
administrator will have to forward the report to Facilities Management for resolution.  If a
problem is identified in the Seawater Research Lab, the manager of that facility should be
notified as well.

IF THE PROBLEM IS NOT ESPECIALLY URGENT, such as replacing a light bulb,
send an email to maintenance@vims.edu. The email is important as it creates a record of the
maintenance request and it reduces the chance that details will be lost as the content of a
telephone message is relayed through several people.  When the problem is resolved, Facilities
Management will send an email to the person who made the report whether or not they make an
in-person report.  This email documents that the problem was addressed.

IF IT IS A CRITICAL PROBLEM, send an email to your Department Chair (or head of
your unit) and telephone Facilities Management at 7096 (if no answer, 7090 or 7092).  The email
is to create the record, the call is to get help started as quickly as possible, and the email to the
Department Chair (or unit head) is to make him/her aware of the problem so that he/she can help
with alternate arrangements until the problem is fixed.  Again, when the problem is resolved,
Facilities Management will send an email to the person who made the report.

IF IT IS A PROBLEM SUCH AS COLD ROOMS that are not cold, environmental
chambers that are not hot, or flowing water systems that are not flowing or are overflowing, that
has the potential to impact several members of our community, send a vims-business email
advising the entire campus community of the problem.  That way, people who might need to
make arrangements to sustain a project because of the break-down will know that they have to
do so.  With these larger issues, Facilities Management will send daily vims-business emails
updating progress in making the repairs.

Even though this practice should alert everyone to problems, it should be routine
procedure for someone from each working group using cold rooms, environmental chambers,
flowing water, etc. to check the systems at least once a day to be sure that all is well. 
Additionally, materials in the facility should be clearly labeled with the name and contact
information of whom should be called if the facility is not functioning properly.

It is a given that mechanical systems will fail.  Good communications will both speed the
beginning of repairs and help minimize potential adverse consequences of the problem.

Date: November 10, 2010



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0404
Subject: Collisions and Incidents Involving State Vehicles

Regulations concerning the actions to be taken when there is a collision or similar
incident involving vehicles owned or leased by the State are determined by the State Police. 
Specific details are available from the VIMS Department of Facilities Management.

The following are the actions generally required in the event of a collision or similar
incident involving a vehicle owned or leased by the State.   Much of this information is presented
on the “When You Have An Accident” card which is in the glove compartment of every state
vehicle.

• Take whatever actions are necessary to assure the safety of all parties and contact local
Emergency Services to dispatch an ambulance or fire apparatus if there is any chance
they might be needed.

• Notify the State Police in addition to any local police appropriate to the location as soon
as possible.

• If the collision or incident occurs in areas under the jurisdiction of any Virginia
university or college, notify the Campus Police for that institution.

• Inform the VIMS Department of Facilities Management as soon as possible.  If
necessary, do so by collect telephone call.  The Staff in Facilities Management may be
able to provide assistance.

• Inform the VIMS insurance company as soon as possible.  Contact information is on the
“When You Have An Accident” card.

• If it is necessary to tow the state vehicle, first seek assistance from VIMS Facilities
Management.  If the staff there is not able to provide assistance, contact the nearest
Virginia Department of Transportation Motor Vehicle Service Facility.  There should be
a directory with contact information in each vehicle.  If it is necessary to use a
commercial towing service, document all actions and obtain invoices, not just credit card
receipts, for all expenses.

• Upon return to VIMS, notify your supervisor and department head.
• Inform Facilities Management whether or not you were issued a summons (ticket) for the

incident and the final disposition of any court action.

As required by state regulation, the circumstances of the collision or incident will be
presented to the Institute’s Accident Review Committee.  The members of the Accident Review
Committee are appointed by the .  

In those cases where it is determined that the cause of the collision or incident involving
the state vehicle was due to the negligence or gross negligence on the part of the driver, one of
the following may apply:



1. In the case of negligence on the part of the VIMS staff member driving either a vehicle
owned by the Institute or the State, the  will require the driver to pay the first $100
beyond anything covered by insurance of the cost of vehicle repairs; the driver’s
administrative department at VIMS may be required to bear the remainder of the costs
repair.

2. In the case of negligence on the part of the VIMS staff member driving a vehicle owned
by the Institute, at the discretion of the  with the advice of the Accident Review
Committee, appropriate charges under the employee Standards of Conduct may be placed
against the employee.  The driver’s administrative department at VIMS may be required
to bear the costs of the insurance deductible for repairing the vehicle.

3. In the case of negligence on the part of the VIMS staff member driving a vehicle from the
state motor pool (central garage), at the discretion of the  appropriate charges under the
employee Standards of Conduct may be placed against the employee and the driver’s
administrative department at VIMS may be required to bear the costs of repair of the
vehicle.

4. In the case of negligence on the part of the VIMS staff member driving a vehicle
involved in a collision or other incident, upon recommendation of the Accident Review
Committee, the  may ban the staff member from operating any VIMS vehicle.  Such a
ban might be permanent, might be for a specific period, or might continue until some
action, such as successful completion of a driver improvement course, is accomplished.

Date: July 1, 2009, rev May 10, 2010



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0405
Subject: Pets on Campus

Pets such as dogs and cats should not be brought to work.  

Properly designated guide and companion animals are welcome on campus.  The owner
of the animal is responsible for the animal.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0406
Subject: Institute Security

The purpose of this document is to describe the Institute’s procedures for security on
campus and to clearly define the responsibilities of all Institute employees towards the security
of campus buildings and grounds.  The details of the procedures primarily apply to the
Gloucester Point Campus.

It is the responsibility of each and every employee, whether faculty, staff, or student, to
assist in maintaining the security of the Institute.  

Nights, weekends, holidays, and other times when the Institute is not open for business,
there is a Security Guard on campus.  The Security Guard can be contacted by calling the
Security Cell Phone number printed on the “EMERGENCY” sticker attached to all Institute
telephones or by operating one of the “Blue Light” emergency telephones.

Should there be a security problem during the normal working day, the Dean and
Director, the Director of Facilities Management, or the professional staff of the Office of Safety
and Environmental Programs should be contacted.  The best way to contact any of these
individuals in an emergency is to call the central receptionist at extension 7000 and request that
the appropriate individual be contacted.

In a critical situation, the Gloucester County Sheriff, Fire, and Rescue Dispatcher can be
reached by telephoning 9-911, however contacting the central receptionist and requesting that
911 be called might bring more immediate assistance from within VIMS as well as the county’s
services.  If in doubt, do not hesitate to call 9-911.

During working hours, contact the Customer Service Center in the Department of
Facilities Management to report thefts or vandalism.  Request that the William & Mary Campus
Police be notified.  Depending upon the nature of the incident, either Facilities Management or
the Campus Police might decide to contact the Gloucester County Sheriff as well.

During nights, weekends, and holidays it is especially important that windows and
exterior doors remain closed and locked.  This helps assure the safety of individuals who work
alone and of all aspects of building interiors.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0408
Subject: Policy and Procedure for Purchasing or Leasing Motor Vehicles

In order to assure that the acquisition of a motor vehicle does not overly tax the ability of
the Institute to maintain its vehicles and to verify that the necessary and appropriate filings of
ownership, insurance, operational responsibility, etc. have been completed, no new or used
automobile, van, truck, or other motor vehicle may be acquired by purchase or gift or leased
without the express approval of the Department or Center Head of the person requesting the
acquisition, the Agency Transportation Officer (Director of Facilities Management), and the
Director of Planning and Budget.  This policy applies without regard to the source of funds
(institutional, grant or contract, private) to be used for the purchase or lease and pertains equally
to acquiring a vehicle to replace an existing vehicle as to obtaining an additional vehicle.

The form with which to request approval to purchase or lease a motor vehicle can be
obtained from the Department of Facilities Management or the Office of the Director of Planning
and Budget.  This request and approval to purchase or lease is in addition to the routine purchase
requests and other authorizations to expend Institute funds.

In addition to providing satisfactory justification for the acquisition, it will be necessary
to make arrangements with the Agency Transportation Officer/Director of Facilities
Management concerning responsibility for maintenance, status of use (reserved to the acquiring
department, general motor pool, etc.) before approval to purchase or lease may be granted.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0500
Subject: Hazard Communication Standard Program/Chemical Waste Management

This document establishes the Hazard Communication Standard Program/Chemical Waste
Management as published and occasionally updated and revised by the Institute’s Office of
Safety and Environmental Programs as an official program of the Institute.

The Hazard Communication Standard Program, as updated, is available on the Safety
Office page of the Institute’s website, http://www.vims.edu/intranet/safety/programs/index.php 

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0501
Subject: Chemical Hygiene Plan for VIMS

This document establishes the Chemical Hygiene Plan for VIMS as published and occasionally
updated and revised by the Institute’s Office of Safety and Environmental Programs as an
official program of the Institute.

The Chemical Hygiene Plan for VIMS, as updated, is available on the Safety Office page
of the Institute’s website, http://www.vims.edu/intranet/safety/programs/index.php .

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0502
Subject: Hazardous Materials Emergency Response and Security Plan

This document establishes the Hazardous Materials Emergency Response and Security
Plan as published and occasionally updated and revised by the Institute’s Office of Safety and
Environmental Programs as an official program of the Institute.

The Hazardous Materials Emergency Response and Security Plan, as updated, is
available on the Safety Office page of the Institute’s website,
http://www.vims.edu/intranet/safety/programs/index.php 

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0503
Subject: Fire Prevention Plan for VIMS

This document establishes the Fire Prevention Plan for VIMS as published and
occasionally updated and revised by the Institute’s Office of Safety and Environmental Programs
as an official program of the Institute.

The Fire Protection Plan for VIMS, as updated, is available on the Safety Office page of
the Institute’s website, http://www.vims.edu/intranet/safety/programs/index.php .

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0504
Subject: Occupational Safety and Health Plan

This document establishes the Occupational Safety and Health Plan as published and
occasionally updated and revised by the Institute’s Office of Safety and Environmental Programs
as an official program of the Institute.

The Occupational Safety and Health Plan, as updated, is available on the Safety Office
page of the Institute’s website, http://www.vims.edu/intranet/safety/programs/index.php .

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0505
Subject: Respiratory Protection Plan

This document establishes the Respiratory Protection Plan as published and occasionally
updated and revised by the Institute’s Office of Safety and Environmental Programs as an
official program of the Institute.

The Respiratory Protection Plan, as updated, is available on the Safety Office page of the
Institute’s website, http://www.vims.edu/intranet/safety/programs/index.php .

Date:  July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0506
Subject: Radiation Safety Plan

This document establishes the Radiation Safety Plan as published and occasionally
updated and revised by the Institute’s Office of Safety and Environmental Programs as an
official program of the Institute.

The Radiation Safety Plan, as updated, is available on the Safety Office page of the
Institute’s website, http://www.vims.edu/intranet/safety/programs/index.php .

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0507
Subject: Pollution Prevention Plan

This document establishes the Pollution Prevention Plan as published and occasionally
updated and revised by the Institute’s Office of Safety and Environmental Programs as an
official program of the Institute.

The Pollution Prevention Plan, as updated, is available on the Safety Office page of the
Institute’s website, http://www.vims.edu/intranet/safety/programs/index.php .

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0508
Subject: Automatic External Defibrillator (AED) Protocols

This document establishes the Automatic External Defibrillator (AED) Protocols as
published and occasionally updated and revised by the Institute’s Office of Safety and
Environmental Programs as an official program of the Institute.

The Automatic External Defibrillator (AED) Protocols, as updated, are available on the
Safety Office page of the Institute’s website,
http://www.vims.edu/intranet/safety/programs/index.php .

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0509
Subject: Workers’ Compensation Claims Program

The local administration of the Workers’ Compensation Claims Program is assigned to
the Office of Safety and Environmental Programs.  The local procedures and policies concerning
the Workers’ Compensation Claims Program are intended to facilitate application of official
state and, where appropriate, College of William & Mary procedures.

This document establishes the Workers’ Compensation Claims Program as published and
occasionally updated and revised by the Institute’s Office of Safety and Environmental Programs
as an official program of the Institute.

The Workers’ Compensation Claims Program information is available on the Safety
Office page of the Institute’s website, http://www.vims.edu/intranet/safety/programs/index.php .

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0510
Subject: Severe Storm Preparedness / Response Information

This document establishes the Severe Storm Preparedness / Response Information as
published and occasionally updated and revised by the Institute’s Office of Safety and
Environmental Programs as an official program of the Institute.

The Severe Storm Preparedness / Response Information, as updated, is available on the
Safety Office page of the Institute’s website,
http://www.vims.edu/intranet/safety/programs/index.php .

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0511
Subject: First Aid Kits

This document establishes the First Aid Kits information as published and occasionally
updated and revised by the Institute’s Office of Safety and Environmental Programs as an
official program of the Institute.

The First Aid Kits information is available on the Safety Office page of the Institute’s
website, http://www.vims.edu/intranet/safety/programs/index.php .

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0512
Subject: Safety of Visitors

This document establishes the Safety of Visitors information as published and
occasionally updated and revised by the Institute’s Office of Safety and Environmental Programs
as an official program of the Institute.

Visitors who are on campus for more than 72 hours (three business days) must go
through the “check-in” procedure (see Policy and Procedure Document 0015) and receive the
“right-to-know” briefing from the Office of Safety and Environmental Programs.

The Safety of Visitors information is available on the Safety Office page of the Institute’s
website, http://www.vims.edu/intranet/safety/programs/index.php .

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0513
Subject: Teenagers in Laboratories

This document establishes the Teenagers in Laboratories information as published and
occasionally updated and revised by the Institute’s Office of Safety and Environmental Programs
as an official program of the Institute.  The intent of these requirements is not to place
prohibitive burdens on faculty and scientifically curious teens, but to protect the teenagers from
potential harm and to teach them good laboratory practice while protecting the Institute, its
administrators, and the persons supervising the teens and the laboratories from the potential
consequences of an incident or of a violation of the laws and regulations. 

Teenagers in Laboratories information, partially reproduced below, is available on the
Safety Office page of the Institute’s website,
http://www.vims.edu/intranet/safety/programs/index.php . 

No person under the age of 16 years may work in a laboratory under any circumstances. 
Sixteen and 17 year old persons may work in most laboratories but only under the DIRECT and
CONSTANT supervision of an adult competent to evaluate the safety of the work being
performed.  Persons under the age of 18 years may not work with radioisotopes.  "Laboratory"
means a (bio-) chemical laboratory wherein chemicals, solvents, etc. are used or stored. 
Computer and map laboratories are not included in this definition.  As with all other persons on
campus, every adolescent worker must attend a general Safety Orientation - Right to Know
training session before beginning work, and anyone working in a radioisotope laboratory,
whether or not they use radioisotopes, must attend a Radioactive Materials Awareness class. 
Persons under 18 who work in radioisotope laboratories also must have a separate, signed
parental permission form on file with the Radiation Safety Officer.

Virginia's labor laws and regulations, which are stricter than the federal, state "No child
under eighteen years of age shall be employed, permitted or suffered to work ... In any capacity
in preparing any composition in which dangerous or poisonous chemicals are used," "No person
shall employ, suffer, or permit a child to work in any gainful occupation that exposes such child
to a recognized hazard capable of causing serious physical harm or death to such child," and
"Any work is prohibited which ... involves exposure to ionizing radiation."

It is strongly suggested that a faculty member or senior (classified) staff member serve as
the adolescent's supervisor.  In general, a Graduate Assistant should not serve as the official
supervisor, but the faculty member may delegate some general supervisory responsibility to
Graduate Assistants or other adult employees.

In order to assure that all adolescent persons on campus have the same degree of
protection, VIMS requires the same standard of safety for volunteers and unpaid students as for
employees.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0514
Subject: Shipping/Receiving of Hazardous Materials, Dangerous Goods, and Biological

Specimens

As there exist strict regulations and compliance standards with regard to shipping and
receiving Hazardous Materials, Dangerous Goods, and Biological Specimens via commercial
carrier or the U. S. Postal Service, it is very important that any shipment that may fall within
these categories be identified and handled properly.

Any shipment originating at VIMS that may contain materials within the above
mentioned categories must be properly characterized, packaged, labeled, and manifested by a
trained and certified employee knowledgeable of the material to be shipped and the particular
mode of transportation to be employed (Ground, Air or Vessel).  As regulations, standards, and
shipping documents are revised from time to time, personnel must attend periodic refresher
training.  Each shipment must be reviewed in light of the latest revisions in regulations or
standards.

Responsibility for shipping and receiving on the VIMS campus resides with the
Procurement Department of the College of William & Mary, specifically within the Office of
Property Control.  Initial contact with this Office is required well in advance should shipment or
receipt of any of these type materials be anticipated.

If it is anticipated that the U.S. Postal Service may be employed for shipping or receiving
of materials or goods then the Postmaster at the Gloucester Point Post Office should be consulted
in advance of any shipment or receipt.

Members of the VIMS’ Office of Safety and Environmental Programs may be contacted
for general information if unable to obtain the information required from VIMS’ Shipping and
Receiving or the Office of Property Control.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0515
Subject: VIMS Guide for Diving Safety

This document establishes the VIMS Guide for Diving Safety as published and
occasionally updated and revised by the Institute’s Office of Safety and Environmental Programs
and the Diving Safety Officer as an official program of the Institute.

The VIMS Guide for Diving Safety, as updated, is available on the Safety Office page of
the Institute’s website, http://www.vims.edu/intranet/safety/programs/index.php .
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0516
Subject: Indoor Clean Air Policy

This document establishes the policy that all indoor spaces and all enclosed spaces under
the administration or control of the Virginia Institute of Marine Science are no smoking areas. 
The intent of this policy is to provide a smoke free work environment for all members of the
VIMS community. 

As required and/or allowed by the Virginia Indoor Clean Air Act, Sections15.2-2800 -
15.2-2810 of Chapter 28 of the Code of Virginia, smoking is prohibited in all indoor spaces,
automobiles, truck passenger compartments, vessel cabins, and similar areas under the
administration or control of the Virginia Institute of Marine Science.  Smoking is permitted
outside only.

Persons who choose to smoke should assure that before discarding them, their smoking
materials are properly and fully extinguished and they should dispose of the residue in an
appropriate fashion.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0517
Subject: Children in the Workplace

It is the desire of the Virginia Institute of Marine Science to maintain a positive balance
between work and home responsibilities.  There are occasions in which children unexpectedly
are home from school or childcare arrangements have gone amiss.

Most supervisors and managers understand that unexpected situations arise and they
make every effort to support their employees through a variety of ways.  One solution is
approving the use of the appropriate type of  leave to address these unexpected situations. 
Bringing children to the workplace creates both a safety risk to the child and a liability risk to
VIMS.  Children are not permitted in the workplace except for short visits or participation in
appropriate VIMS sponsored events.  It is especially important that children not be in
laboratories or other work areas where there are hazardous chemicals or biological agents.

The Office of Human Resources can provide information on the type of leave (such as
Family Leave, Annual Leave, etc.) appropriate for the situation.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0602
Subject: Personnel Procedures for Graduate Assistants

The Dean of Graduate Studies oversees personnel actions concerning graduate students at
the Virginia Institute of Marine Science except that routine matters concerning payroll and
similar matters are delegated to the Departmental Business Managers and the Office of
Sponsored Programs, as appropriate.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0603
Subject: Limits on Workship Hours

A workship is a mechanism by which graduate students in good standing may earn
additional pay by working additional hours separate from any work requirements of their
assistantships or other funding mechanisms.  Workships are dependent upon funding and are not
promised or guaranteed.  

In order to insure that fulfillment of workship duties will not slow progress on
accomplishment of graduate milestones and progress toward degree and so that faculty advisors
are fully aware of a student's workship commitment, the Academic Council has unanimously
passed the following.

1:  With the approval of their advisors, students will be allowed to work up to 100 workship
hours per fiscal year. 

2:  Students will be allowed to petition for permission to work additional workship hours with
the provisos that:

a:  such a variance is approved by the student's advisor;
b:  workship hours never exceed 200 per fiscal year.

3:  Accounting of workship hours will be maintained by the Dean of Graduate Studies' office.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0604
Subject: Graduate Student Assistantships

An Assistantship is the normal mechanism for providing a stipend to a graduate student. 
Assistantships may be funded from Institutional sources (general funds, indirect funds, or private
funds) and by sponsored research projects (grants and contracts).   In most instances, especially
with grant or contract funds, the receipt of an assistantship requires that the student work for a
specified number of hours each time-reporting period.  

Only the Dean of Graduate Studies may assign assistantships; however, the award of an
externally funded assistantship also requires the concurrence of the Principal Investigator
responsible for the funding and of the student’s primary advisor.

The Dean of Graduate Studies will authorize the award of the assistantship in writing
with a terminal, or renewal, date.  The Institute will attempt to continue the assistanship as long
as the performance of duties within the assistantship and the academic performance of the
student remain satisfactory.  In no instance will the Institute promise or contract to support any
assistantship beyond the specified terminal or renewal date.  Assistantships may be cancelled at
any time should the funds no longer be available.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0605
Subject: Absences from VIMS of Graduate Students

Graduate students at the Virginia Institute of Marine Science occupy a complex position. 
Because virtually all full-time graduate students at VIMS receive some sort of stipend or
compensation, they are, in part, employees and, as such, have certain responsibilities.

Graduate students who are planning to travel on Institute business must obtain the
appropriate authorization before embarking on the trip.  See Policy and Procedure Document
0017.

Most Graduate Assistantships and Fellowships allow for a limited amount of annual
leave, normally 20 hours (5 days) in addition to scheduled holidays.  Graduate Assistants and
Fellows must notify their advisors and, if not the same, their work supervisors in advance of their
intent to take annual leave.  The graduate advisor is responsible for maintaining records of the
leave used by each student.  Annual leave may accrue from year to year to the extent of 1.5 times
the then current annual allowance.  Individual students may take additional time as long as they
have arranged with their advisors and their work supervisors to make-up the work hours missed
due to the extended absence.  This is in addition to any time and effort reporting required by the
Institute of College (see Policy and Procedure Document 1002).

Reasonable amounts of sick leave are expected and students must inform their advisors
and their work supervisors in addition to any reporting required by the Institute or College (see
Policy and Procedure Document 1002).  Any extended sick leave must be coordinated with the
Dean of Graduate Studies as well as with advisors and work supervisors in order to determine
the best course of action for the student.

Students desiring to take an extended “leave of absence” from the school must discuss
the situation with the Dean of Graduate Studies.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0701
Subject: Borrowing Library Materials

This document presents the policies that govern borrowing materials from the William J.
Hargis, Jr. Library and describes the various associated procedures.

Persons borrowing library materials must have a current, valid College of William &
Mary ID card which serves as a “library card.”

Items that can be borrowed:  Books, serials with a green card in the back, VIMS/SMS
theses, dissertations, and other publications can be borrowed for the periods listed below. 
Superceded editions of maps and charts are available on loan to VIMS faculty, students and staff
only.

Non-circulating Items:  Reserve materials, reference materials, current and bound
journals, microforms and microfilms and special collections.

Loan Periods

Item VIMS
Students

VIMS
Faculty

VIMS
Staff

W&M
Students

W&M
Faculty

W&M Staff

Books Semester
5 Renewals

365 Days
1 Renewal

1 Semester
5 Renewals

30 Days
1 Renewal

120 Days
1 Renewal

30 Days
1 Renewal

Theses &
Dissertations

Semester
5 Renewals

365 Days
1 Renewal

1 Semester
5 Renewals

30 Days
1 Renewal

120 Days
1 Renewal

30 Days
1 Renewal

Technical Reports Semester
5 Renewals

365 Days
1 Renewal

1 Semester
5 Renewals

30 Days
1 Renewal

120 Days
1 Renewal

30 Days
1 Renewal

Maps & Charts 7 Days
3 Renewals

7 Days
3 Renewals

7 Days
3 Renewals

In Library
Use Only

In Library
Use Only

In Library
Use Only

CDs, Videos,
Software

7 Days
1 Renewal

7 Days
1 Renewal

7 Days
1 Renewal

7 Days
1 Renewal

7 Days
1 Renewal

7 Days
1 Renewal

Microfilm/forms In Library
Use Only

In Library
Use Only

In Library
Use Only

In Library
Use Only

In Library
Use Only

In Library
Use Only

Journals In Library
Use Only

In Library
Use Only

In Library
Use Only

In Library
Use Only

In Library
Use Only

In Library
Use Only

Renewals may be made on line.  See the Hargis Library website (www.vims.edu/library).

All materials are subject to recall.  Reminders on due dates and recall notices will be sent to the
W&M email account of the borrower.  If this account is not monitored regularly, mail should be
forwarded to an account that is actively read.  Instructions on how to do this are provided on the
Hargis Library website, www.vims.edu/library , on the borrowing policy page.



Students, faculty, and staff from the Williamsburg campus should note the Hargis Library
loan and renewal options, which may differ from those at the Swem Library, as well as the
policy for materials that are not returned on time or are lost or damaged.

Materials that are loaned for periods of a semester, 120 days, or 365 days and are not
returned or renewed (if permitted), within 30 days past the due date will be declared lost.  

Materials that are loaned for periods of 7 or 30 days and are not returned or renewed (if
permitted) within 10 days of the due date, will be declared lost. 

Lost Materials:

The borrower of a lost item will be blocked from further borrowing until the loss is
corrected  and will charged the replacement cost, plus a processing fee of $25 per item.  The
processing fee is non-refundable even if the item is located and returned at a later date.

If the borrower lends a loaned item to another person, the original borrower is
responsible for ensuring the return of the item by the due date and is responsible for damage and
replacement costs or charges that may incur.

Damaged Materials: 

Borrowers will be responsible for the costs to repair damaged materials  Items that are
not repairable will be considered as lost and subject to fees as described under Lost Materials. 
All damaged material remain the property of the Library.

Borrowing Materials from Libraries on the Williamsburg Campus: 

VIMS faculty, staff, and students are allowed to borrow materials from other campus
libraries by going directly to the library or by requesting an item through the Hargis Library
Interlibrary Loan services.  Materials borrowed from other campus libraries are subject to the
loan rules and policies of those libraries which may differ from those of Hargis Library; links to
this information are provided on the Borrowing Policies page of the Hargis Library’s website.  It
is the responsibility of the borrower to be aware of any differences.  Materials that are borrowed
directly from other W&M  libraries must be returned directly to the lending library.  There is no
inter-campus shipping of library materials.  Materials borrowed from other W&M libraries
through the Hargis Library Interlibrary Loan services must be returned to the Hargis Library
Interlibrary loan office.

Individuals can review the materials checked out to them by going to the Hargis Library
website ( www.vims.edu/library ), selecting the Library Catalog link, and then selecting the “My
Account” link.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0702
Subject: Contribution Numbers

All published materials such as journal articles, books and chapters in books, and papers
in conference proceedings should include a VIMS Contribution number which is assigned to a
manuscript after it has been accepted for publication.  The Director of the William J. Hargis, Jr.
Library has the responsibility of assigning and tracking contribution numbers.  Because the
contribution is not assigned until late in the publishing process, authors should include a “place
holder,” such as “Contribution #### of the Virginia Institute of Marine Science,” at the
appropriate place in the manuscript and insert the number when correcting the galley sheets.  
Separately published abstracts do not receive contribution numbers.

Procedures for obtaining a VIMS Contribution Number are available under “Author
Instructions” on the VIMS Library website ( http://web.vims.edu/library/ ).
   
Contribution numbers are assigned and tracked for several reasons:
• They serve as a performance measure.  The number of refereed articles, books, book

chapters, edited books, and conference papers is used as a performance measure of the
Institute's research efforts and is reported annually to the State.

• The library maintains a listing of all material written by VIMS authors including faculty,
staff, and students.

• The library maintains an archive of reprints and other printed material produced by
VIMS faculty, staff, and students.  This archive is tracked by contribution number.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0703
Subject: Author Instructions, Reprints, etc.

Article Reprints

The Library needs two (2) copies of reprints for the Archives and for tracking all new
articles or publications.  Please send copies to the Library as soon as you receive them.  If you
have only electronic versions of the article (pdfs), please print two copies and forward them to
the Library.

VIMS Publication Series:

Twenty fouy copies of each VIMS Publication must be submitted to the Library.  VIMS
Publications include any report or report series published by the Institute such as Data Reports,
SRAMSOEs (Special Report in Applied Marine Science and Ocean Engineering), Special
Scientific Reports, newsletters, wetlands reports, advisory reports, etc.  The William J. Hargis,
Jr. Library is required by the Code of Virginia to provide 20 copies of “State” publications to the
Library of Virginia.  These copies are distributed to designated depositories statewide.  In
addition to these 20, the Hargis Library should receive 4 copies: 2 for circulation, 1 for the
archives, and 1 for the Swem Library.  If a report has been made into a pdf document, a copy of
the pdf should be sent to the Library so that online access to the item can be provided.

The Library of Virginia is charged to serve as the official, legal depository for all state
publications.  In addition, the Code mandates the Library of Virginia to oversee a network of
'depository' libraries which also maintain extensive collections of state publications in order to
assure convenient accessibility of these materials to citizens throughout the Commonwealth
(Code 2.1-467.2 and 42.1-19).  To fulfill this obligation, all state agencies are asked to send
twenty (20) copies of all their publications to the Library of Virginia at the time they are
published.

The definition of a State publication states that:
• It is a written product which provides information to the reader
• It is used by entities outside of the agency
• At least 50 copies are printed or reproduced in any way, by or for a State agency
• It is in full or in part at State expense. 

Types of documents which may meet the definition include but are not limited to reports,
catalogues, regulations, technical manuals, employee and other newsletters, brochures, booklets,
and posters.



Exclusions would be publications that are not of general interest (items restricted to use at VIMS
or by its staff, i.e. internal documents, memos, forms, letters, etc.) and for which less than 50
copies were printed.

Electronic Documents

If a VIMS publication has been created in digital format only, and it is not feasible to
provide the required 20 print copies due to the format of the digital report (such as the case with
the SAV reports), then Hargis Library should be advised of the publication, author(s), and date,
and be provided with the document URL if the report is posted on a website.  A record of this
report will be cataloged with the URL to provide access to the work and the State Library will be
advised of the existence of the electronic document.  However, in the case where a pdf report can
be printed, two print copies of pdf publications are still required by Hargis Library for archival
purposes, in addition to a digital copy of the pdf.

Contract Reports

For print format contract reports, only 2 copies are needed by Hargis Library UNLESS it
was published using state money and/or meets the other criteria listed previously.  The Library
should receive 2 print copies of pdf publications, a copy of the pd, as well as be advised of the
document url if posted elsewhere on a web site.

Further information is available from the Library.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0704
Subject: VIMS’ In-House Publications

In order to facilitate wide distribution of data and scientific thought, the Virginia Institute
of Marine Science maintains three series of publications: Special Scientific Reports, Special
Reports in Applied Marine Science and Ocean Engineering (SRAMSOE), and Data Reports. 
Although these series are unrefereed publications (gray literature), they carry the imprimatur of
the Institute and thus reflect upon the Institute as well as the author(s).  These publication venues
afford faculty, staff, and students the opportunity to present information that might not be
appropriate for referred journals, e.g. lengthy data sets with no or minimal interpretation, reports
concerning applied studies that might not carry the academic interest necessary for journal
publication, etc.  The suite of in-house publication series is intended to enhance the
dissemination of scientific information, it is not intended to serve as a means of enlarging
individual curriculum vitae.

Authors who wish to present a specific report in one of the in-house publication series
must contact the Director of Research and Advisory Services for authorization.  The Director of
Research and Advisory Services will review the content of the proposed publication for
appropriateness for inclusion in one of the VIMS series and may require either
scientific/technical or editorial modifications.  The Director of Research and Advisory Services
may delegate either or both the scientific/technical and editorial reviews.

Authors who wish to present information in one of the in-house publication series, should
contact the Director of the William J. Hargis, Jr. Library, or designee, to determine which
specific series (SRAMSOE, SSR, etc.) would be most appropriate and to learn the details of
proper format, number of copies required, etc.  The Director of the Library or the designee will
assign a number in the appropriate series only after receiving written authorization from the
Director for Research and Advisory Services.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0705
Subject: Web-based or On-line Publication

Electronic publication of documents is supplanting the older forms of “gray literature” in
the scientific community.  Gray literature, whether traditional print documents (see Policy and
Procedure Document 0704) or web-based, on-line publications, facilitates the rapid
dissemination of scientific information but lacks the quality control of peer-review found in
formal journals.  Also, gray literature better accommodates the presentation of large data sets
that some researchers might find interesting whereas journals usually have stringent space limits
that prohibit distribution of the full data sets.  Project and contract reports are excellent
candidates for on-line presentation.

Persons who desire to have their reports made on-line available to the scientific
community should contact the Director of the Hargis Library, or a designee, to discuss both the
final format of the document (pdf or other) and the appropriate storage platform.  

It is important that the Hargis Library be part of the on-line publication process.  When
the library is aware of the existence of the document, the document can be included in the library
catalog which facilitates the accessibility of the document.  Also by including the library “in the
loop,” the on-line publication can be included in the yearly tabulations of institutional effort and
products.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0801
Subject: Volunteers

Volunteers are important members of the VIMS community whose donations of time,
effort, and spirit are of real benefit to the Institute.  Because of the value of the volunteer work,
official coordination of the program is necessary.  The Development Office facilitates the
volunteer program.  The Development Office helps potential volunteers find suitable activities,
assists them in the check-in and check-out processes, and maintains appropriate records.

Persons desirous of becoming volunteers should be referred to the Development Office,
even if a faculty or staff member already has agreed to supervise them in some specific activity.

Information about the volunteer program and an application form can be found on the
Development Office web page, http://www.vims.edu/admin/develop/ 
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0802
Subject: Mentorship of High School Students

Mentorship of high school students in some form of research activity is an important
function.  Although mentorships by their very nature are one-to-one relationships, they exist
within the full context of the Virginia Institute of Marine Science.  Because high school students
who seek some form of mentoring or guidance in the performance of research projects
(generally) are not paid, they, in effect, are volunteers; therefore the Development Office serves
to coordinate and keep records of this activity.  

High school students participating in some form of mentored activity must go through the
appropriate check-in and check-out process and must obtain permission on the appropriate
form(s) from a parent or legal guardian.

As mentorship of high school students is an educational function, only members of the
faculty of the Virginia Institute of Marine Science may serve as mentors and each participating
high school student must have a faculty member as a mentor.  The nature of research being what
it is, the faculty member may delegate some aspects of the day-to-day supervision of the high
school student to a senior staff member or a graduate student.  The faculty member, however,
retains the overall responsibility for the safety and progress of the high school student.

The mentor, the person being mentored, and anyone to whom some supervision of the
high school student has been delegated must be aware of and comply with the state and federal
regulations and institutional policies concerning teenagers in laboratories, see Policy and
Procedure Document 0513 and the Safety Office web page, http://www.vims.edu/admin/safety/ 

The intent of these requirements is not to place prohibitive burdens on faculty and
scientifically curious teens, but to protect the teenagers from potential harm and to teach them
good laboratory practice while protecting the Institute, its administrators, and the persons
supervising the teens and the laboratories from the potential consequences of an incident or of a
violation of the laws and regulations.  Additionally, the record keeping aspect of the coordinated
activity provides documentation that may be valuable for the student, the mentor, and the
Institute.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0901
Subject: Vessel Operation, Training and Safety Policy

This document establishes the Vessel Operation, Training and Safety Policy as published
and occasionally updated and revised by the Institute’s Field Operations office and Office of
Safety and Environmental Programs as an official program of the Institute.

The Vessel Operation, Training and Safety Policy is available on the Institute’s website
at http://www.vims.edu/admin/vessels .  Printed copies may be obtained from Field Operations.
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0902
Subject: Denial of Permission to Operate Vessels

A person whose motor vehicle operator’s license is suspended or revoked may not
operate VIMS boats or vessels and may not operate boats or vessels for VIMS.  

Director for Operations, Support Services and Special Projects  may deny any member of
the VIMS community the privilege of operating VIMS boats or vessels.  This decision may be
appealed to the Dean and Director.

Date: July 1, 2009
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0903
Subject: Policy and Procedure for Purchasing or Leasing Vessels

Before attempting to obtain a new or used vessel for programmatic or departmental use,
the potential acquisition must be discussed with the senior staff of Field Operations and the
Director of Operations, Support Services and Special Projects.  The purposes of the discussion
are to determine what specific capabilities are needed, what type of vessel (length, hull style,
equipment, manufacturer, etc.) will provide those capabilities, and whether or not any vessel
presently in the Institute’s fleet meets or can reasonably be made to meet those requirements. 
Generally, use of an existing vessel is preferable to expanding the Institute’s fleet.

In order to assure that the acquisition of a boat or other vessel or watercraft does not
overly tax the ability of the Institute to maintain its fleet and to verify that the necessary and
appropriate filings of ownership, insurance, operational responsibility, etc. will be completed, no
new or used boat, vessel, or watercraft may be acquired by purchase or gift or leased without the
express approval of the unit head of the person requesting the acquisition, the Director for
Finance, Support Services and Special Projects, and the Director of Planning and Budget.  This
policy applies without regard to the source of funds (institutional, grant or contract, private) to be
used for the purchase or lease and pertains equally to acquiring a vessel to replace an existing
vessel as to obtaining an additional vessel.  Approval may be requested by circulating a memo to
the individuals listed above explaining the specifics of the acquisition and the reasons the
acquisition is needed.  In addition to providing satisfactory justification for the acquisition, it
will be necessary to make arrangements with the Field Operations concerning responsibility for
maintenance, status of use (reserved to the acquiring program or department, general fleet use,
etc.) before approval to purchase or lease may be granted. Consideration must be given to the
disposition of the vessel once the project for which it was acquired terminates.  Once each of
individuals noted above has indicated approval of the acquisition by signing the memo, the
acquisitions process may continue.

This request and approval to purchase or lease is in addition to the routine purchase
requests and other authorizations to expend Institute funds.

Additionally, acquisition of major equipment, e.g. (outboard) motors, for
programmatically managed vessels must be coordinated with the Supervisor of Vessel
Operations. The operational experience of the Field Operations Staff with regard to reliability,
service requirements, operational costs, etc. can  guide the selection of engines and other major
components.  Also such coordination will help assure operational and service compatibility of all
VIMS vessels. 
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Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 0904
Subject: Working with External Vessel Users, Contracting Process

I:  External customers who wish to contract with VIMS for use of institutional vessels need to
contact the Field Operations.  Field Operations personnel, in consultation with the
Director for Operations, Support Services and Special Projects will assess the request to
ensure that:

• The work to be undertaken aligns with VIMS mission
• The contract will not be construed as unfair competition with the private sector  
• There is a research or instructional component to the proposed work to satisfy the

oceanographic research requirements
• VIMS state and sponsored program research activities take priority over any other

request
• The proposed work is appropriate for the experience and expertise of the VIMS vessel

crew and the capabilities of the vessel
• The formal request for use of a VIMS vessel by an outside party includes a statement

describing the planned work, including specification of the research or instructional
content.  The statement also must identify the client, if different from the party actually
using the vessel, and the intent of the proposed work.

• Copies of the data collected will be given to VIMS in a timely manner.  VIMS will not
make public use (use in scientific or other publications) of any data so obtained with
permission of the outside party and VIMS will acknowledge that party’s contribution in
an appropriate manner.  VIMS acknowledges and accepts that some outside users may
have valid reasons embargo the release of the data; however prior arrangements must be
made to assure release of the data to VIMS within a reasonable time.

II:  If it is determined that it is in the interest and capabilities of VIMS to undertake the vessel
usage contract, Field Operations personnel will contact the Office of Sponsored Programs
(OSP) to confirm the budget and costs for the project.  The cost proposal spreadsheet
form is attached to this procedure.  Each proposal submitted must use rates current at the
time of the offer.  These rates are available on VIMS website:
http://www.vims.edu/about/leadership/sponsored_programs/apply/rates/vessels.php 

 It is imperative that any contract-for-hire work must not be subsidized by institutional
funds.  

III:  Vessel use will be posted on the VIMS Vessel Calendar on the web at:
http://www.vims.edu/intranet/operations/vessel_operations/index.php   

IV:  No work will be conducted until a contract, purchase order, or other confirmation



satisfactory to OSP is received from the requestor(s). 
V:  Once the confirmation is received, VIMS OSP will create an index for the project and will

inform the Field Operations of the account number to be used for posting charges. 
Within 5 business days following completion of the work, the charges will be posted by
VSC to the appropriate index, and a copy of the signed log-sheet(s) will be forwarded to
OSP for invoicing the user.  

Date: July 1, 2009, rev. June 28, 2010



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1001
Subject: Flex Time

The nominal work hours of the Virginia Institute of Marine Science are 8:00 a.m through
5:00 p.m., Monday through Friday.  With permission of their supervisors, individuals may work
other hours and/or “tele-commute” so long as the number of hours worked meets the minimum
required and satisfies the general requirements of the College of William & Mary and the
Commonwealth of Virginia.  Alternative schedules should assure that the employee has at least
two days of rest during the “work week” (see Policy and Procedure Document1003).

Because of the nature of the work, the standard hours of work for some employees will
be different from the nominal work hours of the Institute.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1002
Subject: Time and Effort Reporting

For various regulatory and management purposes it is important that the Institute
maintain accurate records of time and effort.  These records serve as the verification of time
worked that is necessary for payroll purposes and some grant or contract provisions.  

All employees at VIMS are required to submit time documentation through the Banner
Employee Self Service (ESS) page  https://mywm4.wm.edu/cp/home/displaylogin 
, login, click on “Banner,” click on “Employee,” click on “Timesheet,” and follow the prompts).
Some departments at VIMS, for example Facilities Management, have a designated time keeper
who will enter the data for individual employees.  Hourly employees and non-exempt classified
or university employees are responsible for reporting time on a daily basis either with the ESS
system or through a departmental time keeper.  Exempt employees are responsible for recording
only exception time, such as annual and sick leave, on the ESS system.  If exempt employees
work a normal week and do not take any leave, they do not need to submit the electronic time
sheet.  Faculty must record exception time only.  If they work a normal week and do not take any
leave, they do not need to submit the electronic time sheet.  When the employee has completed
the time sheet, it must be submitted to the employee’s supervisor for approval.  The Office of
Human Resources publishes a list of reporting periods and the due dates for submission of time
sheets. 

Additionally, faculty and certain other exempt employees periodically need to report the
allocation of their work time amongst various activities.  Departmental Business Managers
facilitate this required reporting.

The policies and procedures applicable to the Virginia Institute of Marine Science are
those of the Commonwealth of Virginia and the College of William & Mary with modifications,
where appropriate, for VIMS.  Specific information and assistance in completing time sheets can
be obtained from Departmental Business Managers and the Office of Human Resources of the
College of William & Mary.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1003
Subject: Work Week

The official “work week” for the Virginia Institute of Marine Science runs from 12:01
a.m. (0000 hours) Saturday through Friday night.  This “work week” is used to determine if an
employee has served for more than forty (40) hours during a “week” and thus, if eligible, may be
due some form of “overtime benefit.”  If at all possible, an employee’s work week should
include two (2), preferably consecutive, days of rest.

Date: July 1, 2009.



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1004
Subject: Overtime Leave

Policy:

It is the policy of the College of William & Mary and the Virginia Institute of Marine
Science to adhere to the Federal Fair Labor Standards Act (FLSA) as amended and revised and
to provide an equitable system of overtime payment through the use of overtime leave for non-
exempt employees and exempt employees with overtime authorization at time and time-and-one-
half.  Non-exempt positions involve clerical or manual labor duties that account for fifty percent
(50%) or more of the employee’s work week.  Determinations of a position’s exempt or non-
exempt status are made on a position-by-position basis under rules from the FLSA.

NOTE: Under the FLSA, employees who voluntarily continue to work at the end their
shift are entitled to compensation.  The Act only requires that the employer knows or has reason
to believe that an employee is continuing to work.  Therefore, it is critical that supervisors
monitor and control work hours and that all non-exempt employees are compensated in
accordance with FLSA regulations either by overtime pay or overtime leave.

Procedure:

1:  It is the responsibility of supervisors and managers to administer overtime.  The approval
process may differ within divisions, departments, and schools.

2:  The use of overtime leave instead of monetary overtime compensation must be agreed upon
in writing by both the supervisor and the employee prior to the use of overtime leave.  A copy of
the written agreement must be submitted to the Office of Human Resources.

3: Overtime leave is earned at a time-and-one-half rate (one and one half overtime leave hour for
each hour actually worked over 40 hours in the standard work week (see Policy and Procedure
Document 1003)).  Overtime Leave earned and taken will be reported to the Office of Human
Resources on the Banner Employee Self Service system on the https:/my.wm.edu website.

4: There is a maximum accrual of 120 hours of overtime leave (80 hours of overtime work times
1.5 equals 120 hours of overtime leave) for all non-exempt and authorized exempt employees. 
While subject to supervisory approval, overtime leave should be taken as soon as possible after it
is earned.  Requests to take overtime leave should be submitted in the required method.

5: If the 120 hour maximum accrual is met, the employee must be paid for any additional
overtime hours worked at the appropriate hourly wage rate as outlined in the FLSA.  Leave
balances are available on-line on the Banner Employee Self Service system.



6: Overtime leave balances will be paid off when an employee terminates agency employment. 
The overtime leave balances will be paid at the employee’s ending hourly rate or the average rate
over the last three (3) years of continuous employment, whichever rate is higher.

Date: July 1, 2009.



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1005
Subject: Telecommuting

The policies and procedures of the Virginia Institute of Marine Science concerning
telecommuting are those of the College of William & Mary and the Commonwealth of Virginia. 
For classified and university employees, formal work agreements between the employee and
VIMS are required if the employee works at home on anything other than a rare and irregular
basis.  Further information can be obtained from the Office of Human Resources; additionally,
the application form for telecommuting and further information on the written agreements can be
found on the Virginia Department of Human Resource Management website
(http://www.dhrm.state.va.us/) along with VDHRM Policy 1.61 which covers telecommuting      
(http://www.dhrm.state.va.us/hrpolicy/policy/telecommute1_61.pdf) 

Permission to work at home on a rare and irregular basis must be arranged with the
employee’s supervisor.

Individuals who are members of the Faculty must arrange the specifics of tele-
commuting with the heads of their departments.

All persons who work at home are reminded of the prohibition against having state
owned equipment, including portable computing equipment, at home without proper
authorization.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1201
Subject: Surplus Materials

The Institute is eligible to receive surplus property, excluding real estate, from both the
state and federal governments.  The state Department of General Services, Department of
Purchasing and Supply (DGS/DPS) has statutory authority for administering the state and federal
surplus supply programs.  The Materials Management Office at the Virginia Institute of Marine
Science acts to assist personnel at the Institute with the acquisition and disposition of surplus
property.  Anyone desiring to obtain surplus materials from either the state of federal
government or to declare any material owned by the Institute as surplus, must contact the staff of
the Materials Management Office which will provide information on how to comply with the
numerous, then current regulations.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1202
Subject: Purchasing

The policies and procedures for purchasing (procurement) at the Virginia Institute of
Marine Science are those of the College of William & Mary, as modified for implementation at
VIMS, and the Commonwealth of Virginia.  Persons needing specific guidance should contact
the Departmental Business Manager.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1203
Subject: Business Related Checks to VIMS

All business-related checks received at VIMS must be given to the Financial Operations
office in Watermen’s Hall for receipt and logging.  Upon receipt, the mail room staff will
forward any envelopes which obviously contain checks to Financial Operations; however, if you
receive a check, including one that has been hand-delivered, it is your responsibility to deliver it
to Financial Operations.  This must be done on the day of receipt.   

After the checks are entered in a log by Financial Operations, the log sheet and checks
are given to the Cashier who confirms the information.  The Cashier will then notify the
appropriate individuals that the checks have been received.  This process will be done in a timely
manner to avoid any unnecessary delays.

Date: July 1, 2009



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1301
Subject: Creation and Filling of Tenure/Tenure Track Faculty Positions

Being revised and updated



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1302
Subject: Policy on Appointment of Research Faculty, Research Scientists

and Post-doctoral Scientists

Institutional Goal

The Virginia Institute of Marine Science (VIMS) has operated under a tripartite mission
of research, education, and advisory service for well over half a century.  Our research and broad
expertise in marine and estuarine systems forms the foundation of our education and advisory
service functions.  Our graduate education program trains a cadre of future scientists through
state-of-the-art research.  Our role as technical advisor to the Commonwealth of Virginia, and
other national and international agencies, has served not only the citizens of Virginia, but also
has stimulated our focus on multi-disciplinary research that is directly applicable to current and
emerging management and policy issues important to the Virginia’s economy and the health and
sustainability of its natural resources.

It is clear that VIMS has evolved into a comprehensive, internationally-recognized
marine research and education center with a unique advisory service role within and outside of
the state.  Yet we aspire to enhance our leadership position even further.  One of our greatest
strengths is a faculty with varying academic profiles that is able to participate in our tripartite
mission.  One of our challenges is to ensure that there is flexibility and responsiveness in
addressing the missions of the Institute while at the same time maintaining a firm commitment to
excellence.  Thus it is crucial that future faculty appointments are structured first and foremost to
meet the needs of the institution and that, within the institutional context, we are able to attract
the very best scholars in the nation. 

Types of Appointments 

Tenured and Tenure-Eligible Faculty.  This type of appointment is distinguished by an
irrevocable obligation to participate significantly in the graduate education program at VIMS. 
Composition of the tenure-eligible faculty should be determined primarily by 1) curriculum
needs as identified by the Academic Council in consultation with the Dean of Graduate Studies,
2) research profiles that allow scholarly achievement in one or more disciplines identified as
strategically important to VIMS, and 3) statement on expectation to participate in advisory
service.  Titles for persons who occupy these positions are Assistant Professor, Associate
Professor and Professor.  

Research Faculty. This type of tenure-ineligible appointment is made primarily on the basis of
need in the research and advisory service missions.  Composition and size of the research faculty
will be determined by commitments involving directed research and new initiatives that require
expertise at the PhD level. Individuals holding these appointments must have the willingness and
ability to establish an independent program of research or advisory service that has a level of
scholarship equal to that of the tenured and tenure-eligible faculty. Research faculty will have



voting rights except on matters related to faculty appointments, retention, promotion and tenure
and on matters related to the academic program. 

Titles for persons in such appointments are Research Assistant Professor, Research
Associate Professor, and/or Research Professor.  

Research Scientists. This type of appointment is for PhD level scientists who support the
research and advisory service missions of VIMS, but do not necessarily serve as independent
investigators, and as such have expectations that are set by the principal investigators who have
hired them. These appointments are categorized by the university as professional faculty and are
thus ineligible for tenure. They may participate in general department matters but do not vote.
Because these positions are linked to specific programmatic needs, individuals in these positions
typically serve as co-principal investigators. They are not reviewed by the FS&TR for promotion
or retention. Titles for faculty in these positions include Assistant Research Scientist, Associate
Research Scientist and Senior Research Scientist.

Post-Doctoral Scientists. This type of appointment, which allows the infusion of talented new
PhDs into the research mainstream of VIMS, should be viewed as temporary and to typically not
exceed four years. The positions are designed to enable individuals to gain practical experience
in their field, including opportunities for writing grant proposals. They may participate in general
department matters but do not vote. If mutually beneficial employment options continue to exist
at VIMS after two 2-year post-doctoral terms, the post-doctoral appointment may continue in the
research scientist or research faculty series.  

Professional Faculty (other than Research Scientists and Post-Doctoral Scientists). This type of
appointment is for key administrative, support and outreach personnel. Qualifications include an
advanced degree or training and work experience at a level which equates to an advanced degree.
Professional Faculty do not have voting rights in matters before the full faculty.  Appointments
and due process for professional faculty are included in the College’s “Policies and Procedures
Regarding Employment and Performance Review of Administrative and Professional Faculty”. 
Titles are determined by the department in which the appointment resides. 

Fundamental Provisions

Fundamental provisions for research faculty, research scientists, and post-doctoral
scientists are shown below.  Tenured and tenure-eligible faculty and professional faculty (other
than Research Scientists and Post-Docs) are not included because there are no changes in policy
in these types of appointments.

Fundamental Provisions for Research Faculty (See Attachment A)

1. All research faculty appointments at VIMS must conform to the College’s Faculty
Handbook under the section entitled ‘Appointment Categories and contracts and Notices
(August 2008 edition, pages 17-20)



2. The various types of faculty appointments at VIMS must be structured (within the
framework specified in the Faculty Handbook) to meet the most pressing strategic needs
of the institution.

3. Regardless of method by which a candidate is selected for a particular position, the
Faculty Status and Tenure Review Committee (FS&TR) will play a vital role by
reviewing all research faculty appointments and recommending an appropriate rank to the
Dean and Director.  

4. As specified-term faculty, these appointments can reside in departments, centers, or
programs.  If supported entirely by non-general funds, research faculty appointments can
be initiated by the head of the unit providing the funding after consultation with the Dean
and Director.  Research faculty who are to be appointed with any level of support from
general funds will require approval by the Director of Research and Advisory Services,
and the Dean and Director. Although research faculty are hired to fill research and
advisory roles, rather than education roles, they can elect to teach if time and funding-
agency regulations permit this option, and they receive the necessary approval set forth
from the Academic Council, Dean of Graduate Studies and their respective department
chair.

5. Research faculty will have voting rights except on matters related to faculty
appointments, retention, promotion and tenure and on matters related to the academic
program. 

6. Research faculty may apply for advertised tenure-track positions at VIMS and would be
treated as any other applicant.  If successful, they would enter a tenure-eligible position. 
Conversion of faculty between tracks (e.g. research faculty to tenure-eligible faculty)
without an open national search is not permissible.  

7. The general requisites for annual evaluation and for promotion will be the same for
tenure-eligible and research faculty appointments in that, after taking into account the
differences in faculty profiles, both are tied to measures of excellence.  Annual review
and promotion for all faculty will follow established policies that have been approved by
the Faculty Council and appropriate committees at the College.  

Fundamental Provisions for Research Scientists (See Attachment A)

1. All research scientist appointments at VIMS must conform to the College’s Faculty
Handbook under the section on Professional Faculty (under revision). These
appointments can be renewed indefinitely subject to the availability of funds, an
assessment that a continued appointment is beneficial to the Institute and that the
appointee has obtained satisfactory annual reviews. 

2. Appointment can be attained by promotion from post-doctoral research status following
at least two years as a post-doctoral researcher. Although not required, the FS&TR may
be called upon to review the appointment and make a recommendation regarding rank.

3. As professional faculty positions, these appointments can reside in departments, centers
or programs. Appointments to these positions are usually initiated by a PI or VIMS
faculty member and require the approval of the department chair or center director, and
the Dean and Director.  Under special circumstances, research scientists could be
involved in teaching provided funding agency regulations permit this option, and they
meet requirements and necessary approval set forth by the Academic Council.   



4. Research scientists may apply for advertised tenure-track positions at VIMS and would
be treated as any other applicant.  If successful, they would enter a tenure-eligible
position.  Conversion of faculty between tracks (e.g. research scientist to tenure-eligible
faculty) without an open national search is not permissible.  

5. The general requisites for annual evaluation and for promotion will follow established
review procedures at the Institute.  Reviews will be based on annual planning letters
identifying mutually agreed upon expectations. 

Fundamental Provisions for Post-Doctoral Scientists

1. Post-doctoral positions should be limited to two 2-year terms, after which continuation at
VIMS would require moving into the professional faculty research scientist series, into a
research faculty position or, if available, into a classified position.  Post-doctoral
scientists cannot be converted to tenure-eligible status.  

2. Post-doctoral scientists work under principal investigators (PIs) on the faculty, and are
usually supported by PI-initiated grants, contracts or fellowships whose focus is
determined by mentors.  Fellowships available to post-doctoral researchers can provide
more flexibility in research objectives compared to grant-supported projects. However,
use of department or PI laboratory and other research facilities at VIMS by fellowship
recipients requires initial consultation and approval of the post-doctoral mentor and
department chair.  Post-doctoral researchers cannot be principal investigators except
under select circumstances and with approval of the post-doctoral mentor and department
chair.

3. General guidelines for Post-doctoral salaries will be developed by the Dean and Director,
in consultation with the faculty, and communicated to the faculty-at-large and the Office
of Sponsored Programs.  Post-doctoral scientists will be evaluated annually by their
faculty mentors, following standardized procedures, with review of evaluations by the
respective department chairs.

Date: June 16, 2008
Reviewed March 16, 2009
minor revision, July 1, 2009



ATTACHMENT A

Comparison of Research Positions
Specified Term Research faculty vs Research Scientist track

Position Characteristics
5-yr Specified Term 

Research Faculty Research Scientist track

Primary role
Capable of Maintaining An

Independent Program
Primarily

Support research
Tenure-eligible No No
BOV appointment approval Yes No
National search requirement Yes (see note on Page 5 re: search

waivers)
Yes (see note on Page 5 re:

search waivers)
*Dept. faculty vote for
appointment

Yes No

Teaching/mentoring Yes, with permission of AC Yes, under special
circumstances

Annual contract Yes Yes
Renewable position Funding dependent Funding dependent
Promotion path Yes Yes
FS&TR Evaluation for retention,
promotion

Yes No

Annual evaluation Yes Yes, proposed
Obligation of dept. resources/space Variable, depending on

availability
None

Benefits Yes Yes
Funding sources Soft money and GF Soft money
Faculty voting rights **Yes No
Independent investigator Yes Support role
Expected to write proposals with
faculty or independently as PI

PI co-PI, PI with permission

Expected to submit manuscripts for
publication, prepare presentations,
etc.

Yes 
(Note: expectations may exceed
those of tenured track faculty if
this is a 100% research profile)

yes, but expectation assigned
by PI

**Office space allocation Based on need and availability Based on need and
availability

  *Department Chair or Center Director approves all appointments
**Except on matters related to faculty appointments, retention, promotion and tenure and on        
      matters related to the academic program 



SEARCH PROCESS FOR RESEARCH FACULTY

1.  PI/faculty member with funding writes position description consistent with performance
expectations of research faculty. 

2.  Dean and Director, Department Chair or Center Director and Provost authorize filling the
position by signing a Faculty Position Form (form is initiated in Dean and Director’s
office and forwarded to Provost and Director of EO along with position description).

3.  Dean and Director appoints a search committee based on departmental or center
recommendation and approval of membership by the Faculty Council.

4.  When the Committee has concluded the evaluation process and selected final candidates, the
departmental faculty will vote on the candidates and an evaluative letter of support is sent
to the Dean and Director (normally the names of three candidates are forwarded).

5.  The Dean and Director asks the FS&TR to perform a credential review for assigning rank and
solicits comments from the Director of Research and Advisory Services.

6.  The Dean and Director reviews all materials and recommendations.  When the final candidate
is selected and approved by the EO Director and the Provost, the offer may be extended
by the Dean and Director.

Note:  The search process for post-doctoral scientists and the research scientist track is the same
as above except the search committee is composed of two or three faculty members from the
hiring department or center, the committee membership does not have to be approved by the
Faculty Council, the department does not vote on the candidates and the FS&TR does not
perform a credential review.

Search Waivers

When VIMS hires faculty whose employment with the College is expected to continue
for more than one year, Federal regulations and College procedures require that a search be
conducted in accordance with the College’s Search and Selection Procedures.  The College
waives this search requirement only in extraordinary circumstances and only after approval by
the Dean and Director, the EO Director and the Provost.  Faculty hiring external or in-house
candidates without a search must follow the steps listed above under Search Process for
Research Faculty except as they pertain to forming a search committee.  Departmental/center
faculty vote and an evaluative letter of departmental/center support sent to the Dean and Director
is a requirement for all research faculty candidates even if the search is waived.  This is not a
requirement for post-doctoral scientists or research scientists.

If a search waiver is requested, the sponsoring faculty member must justify this action on the
basis of the candidate’s expertise.  Justification for the waiver request must conform to the
College’s Standards for Grant of Search Waivers. External candidates, and in-house candidates
for conversion to research faculty, must be reviewed for suitability by the FS&TR, followed by a
letter to the Dean and Director that reports the results of that review.  



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1303
Subject: Procedures for Annual Merit Evaluation of Faculty

School of Marine Science/Virginia Institute of Marine Science 
Procedures for Annual Merit Evaluation of Faculty 

1. Department Chairs, or Center Directors when appropriate, shall conduct annual merit
evaluations of their respective faculty consistent with procedures in this document and the
Faculty Handbook of the College of William and Mary. 

2. No later than the first week in January of each year the Dean and Director will request that all
faculty members submit to their Department Chair an updated curriculum vita (CV) with the
current year’s additions noted, the previous year’s planning letter, a brief narrative describing
activities and accomplishments of the faculty member for the current year, and an annual
planning letter for the subsequent year. The planning letter shall allocate effort in four evaluation
areas; research, service, education, and governance (in percentages totaling 100%) and briefly
describe anticipated activities and accomplishments in each of the four areas. The area of service
has two components, one for professional service and another for advisory service. There is a
general expectation that all tenure and tenure eligible faculty participate in all four evaluation
areas. Allocation of effort for research and professional (Specified-Term) faculty will be
consistent with their job description and or profile. Terms of the planning letter will be
negotiated between the Chair and faculty member. It is important that the Chair exercise long-
term faculty development for senior faculty and mentoring of junior faculty in developing a
planning letter as the letter is part of the information requested by the Procedures and Criteria for
Appointment, Evaluation, Retention, Promotion and Award of Tenure. It is the responsibility and
authority of the Department Chair to formally approve the profile in the annual planning letter to
be used for subsequent annual evaluation. The annual evaluation is to be based only on the goals
and objectives in the planning letter, and how accomplishments compare to other members in the
Department. Situations may arise in the course of a year where the agreed upon effort, goals and
objectives may be modified to meet altered responsibilities or new opportunities. Any substantial
changes should result in a new negotiated agreement between the faculty member and Chair, and
should become part of the evaluation documentation along with the original planning letter. 

3. The Chair shall evaluate both the quality and quantity of the faculty member’s activities in
each area of endeavor using guidelines in the Criteria for Annual Evaluation of Faculty. The
faculty member shall be afforded the opportunity to discuss his or her evaluation material with
the Chair prior to receiving scores for each evaluation area. 

4. The Chair shall award one of the following evaluation outcomes, with associated score, to
each area of activity for each faculty member: Does Not Meet Expectations (1); Meets
Expectations Low (1.5); Meets Expectations (2); Meets Expectations High (2.5); Exceeds
Expectations (3). A cumulative score shall be determined by summing the product of each



activity’s (research, service, education, and governance) score (1, 1.5, 2, 2.5, or 3) multiplied by
the respective percentage allocation in the faculty member’s planning letter. The final sum,
rounded to the nearest decimal, is the faculty member’s annual merit evaluation score. 

For example, if a faculty member’s planning letter allocated 50% to research, 15% to service,
30% to teaching, and 5% to governance, and the Chair’s evaluation of the faculty member’s
performance in these categories was Meets Expectations, Exceeds Expectations, Exceeds
Expectations, and Meets Expectations, respectively, than the annual merit evaluation score
rounded to one decimal would be 2.4 (0.50x2 + 0.15x3 + 0.30x3 + 0.05x2 = 1.00 + 0.45 + 0.90 +
0.10 = 2.45). 

5. The maximum cumulative score for an annual evaluation would be 3.0 for “Exceeds
Expectations” in all four categories. Receiving a “Meets Expectations” in all four categories
would result in a cumulative score of 2.0. Not meeting expectations in all categories would result
in the minimum evaluation score of 1.0. Any evaluation score between 1.0 and 3.0 is possible.
Barring extenuating circumstances, a post-tenure review will be triggered when a faculty
member receives a merit evaluation cumulative score of 1.5 or less in two consecutive years or in
two out of any three consecutive years. The Department Chair will be responsible for informing
both the faculty member and the FS&TR committee when a post-tenure review has been
triggered. 

6. The Chair may meet with each faculty member more than once during the evaluation process
to discuss performance relative to the planning letter. When the Chair has completed his or her
evaluations of all departmental faculty, he or she will meet with each faculty member to explain
the basis for the scores received in each evaluation area. At that meeting the Chair shall provide
each faculty member the distribution of scores for the entire Department. Each faculty member
shall be afforded an opportunity of seeing his or her written evaluation at least two weeks prior
to the delivery of the evaluation to the Dean and Director. 

7. Each faculty member has the right to challenge his or her evaluation. The faculty member
shall present it in writing to his or her Department Chair with sufficient time for the Chair to
respond and still meet the Dean’s deadline for submission of the annual evaluation. If agreement
cannot be reached between the faculty member and Chair, the faculty member’s challenge, the
response of the Chair to the challenge, and the Chair’s evaluation shall be forwarded to the Dean
and Director for resolution. 

8. It is understood that from time to time an individual faculty member may have extenuating
circumstances that affect their performance. The Department Chair and the Dean and Director
will consider the implications of these circumstances with regard to annual performance as is
appropriate. 

(Approved by VIMS/School of Marine Science Faculty – December 2006) 



Policy and Procedure Document
Virginia Institute of Marine Science
College of William & Mary

Number: PPD - 1304
Subject: Activities and Criteria for Annual Merit Evaluation of Faculty

School of Marine Science/Virginia Institute of Marine Science
Activities and Criteria for Annual Merit Evaluation of Faculty

I.  FUNDAMENTAL PRINCIPLES

The principal goal of the standards and expectations set forth by these criteria is two-fold,
faculty development and the progressive advancement of the long-term goals and missions of the
Virginia Institute of Marine Science (VIMS) and the School of Marine Science (SMS).  The
basic mechanism for evaluating faculty performance is peer review according to policies
established in the Faculty Handbook of the College of William & Mary, the Bylaws of the
Virginia Institute of Marine Science/School of Marine Science, and procedures and criteria
established by the faculty and approved by the Dean and Director. 

The Department Chair provides for the professional development of faculty in his or her
department and ensures full participation of the departmental faculty in research, advisory
service,  education, and governance to ensure that the needs of the department and VIMS are
met.  In filling these responsibilities, the Chair annually negotiates profiles with the department
faculty.  It is important that the Chair exercise long-term faculty development for senior faculty
and mentoring of junior faculty in developing a planning letter as the letters are, for the
appropriate years, part of the information requested by the Procedures and Criteria for
Appointment, Evaluation, Retention, Promotion and Award of Tenure.

II.  ACTIVITIES COMMENTARY

The following commentary on annual evaluation activities is provided as general
guidance to Chairs and faculty.  It is the prerogative of the departmental faculty to list evaluation
activities important to the department, and to develop and weight specific criteria based on these
activities for the department.  The rating scale for merit evaluations in each area of activity will
be as follows:

Exceeds Expectations: This rating shall be awarded to a faculty member who is deemed truly
outstanding in their effort and performance in a given area (i.e. education, research, service (to
include advisory and professional service), and governance).  

Meets Expectations: This rating shall be awarded to a faculty member who exhibits normal effort
and performance expected of faculty in a given area (i.e. education, research, service (to include
advisory and professional service), and governance).
Does Not Meet Expectations:  This rating shall be awarded to a faculty member whose effort and



performance in a given area . (i.e. education, research, service (to include advisory and
professional service), and governance).  is often below and occasionally substantially below the
performance expected of faculty

In each instance, the quantity of activity (or effort) in a given area shall be evaluated
relative to the allocation of effort reflected in a faculty member’s yearly profile.  It is the
responsibility of the Chair to explain to departmental faculty how criteria will be applied in
assessing annual performance.

1.  Research
Both applied and basic research encompasses problem solving, creation, and

dissemination of new knowledge.  Acquisition of external funds to support research efforts is
considered an important part of research activity.  The effective communication of research
results is expected through a variety of mechanisms, including oral, written, and web based
outlets.  The level of professional communication warrants particular attention, as it is the
principal mechanism for dissemination of the results of scholarly activity.  Moreover, such
dissemination enhances the stature of the VIMS and the College. 

Appropriate research activities include but are not limited to:
Professional Communications:

Refereed Publications
Journals
Conference Proceedings

Books and Contributions to Books
Distributed Non-review Publications

Conference Proceedings
Virginia Institute of Marine Science Papers in Marine Science
Virginia Institute of Marine Science Publication Series
Contract Reports (significant final reports only; where possible, include

information on any outcome resulting from the product)
Oral Presentations

Meetings with Published Abstracts
Meetings without Published Abstracts
Invited Presentations

Support for Research:
Proposals written as principal investigator (PI)
Proposals written as co-principal investigator (Co-PI)
External Funding Secured as PI or Co-PI

Competitive programs
Sole source

Collaborations with other faculty or scientists
Within-discipline
Inter-Disciplinary
Inter-Institutional

2.  Service



Both advisory and professional service are included in the evaluation area.  At VIMS,
advisory service and professional service is an essential component of the institutional mission. 
Advisory service means service to the Agencies of the Commonwealth, the Governor's Offices
and General Assembly, to local governments, to industry, to nongovernmental organizations, to
public interest groups, to federal and international agencies, and to the general public. 
Professional service is construed as participation in activities that support research and
professional communication.

Products of Advisory Service can be written or oral contributions to the development of
legislation, promulgation of guidelines, adoption of standards, policies and regulations, and
results of applied research.  Evaluations of a faculty member’s advisory activities can be based
on efforts to provide advice that results in positive economic benefits, identified benefits to
natural resources and environments, and increasing public awareness.  Additional documentation
of effective advisory activities can also be provided by publications, technical reports,
educational material, and by consultations with identified clients. 

Appropriate advisory service activities include but are not limited to:
Brief Communications (phone calls, email contacts, short meetings)
Advisory Meetings (e.g., Virginia Marine Resources Commission, Chesapeake Bay
Commission, NOAA, Food and Agriculture Organization)
Appointments to National and/or International Review and Policy Boards
Advisory Reports 
Committee, Council, and Commission Activity 
Products of Advisory Activity (e.g., regulations, standards, legislation, guidelines,

policy)

Appropriate professional service activities include but are not limited to:
Review of Manuscripts for Journals
Grant Proposal Review
External Evaluator for Promotion or Tenure
Service to Scientific Societies
Appointment as Editor or Associate Editor of Peer-Reviewed Journals

3.  Education
Education may include both graduate and undergraduate teaching and mentoring

activities.  Graduate education is recognized as a distinctive activity that requires flexibility in
definition, particularly with respect to formal classroom teaching loads.  The need for student
mentoring in research is greater in graduate programs and mentoring constitutes a larger
proportion of the total educational load than is the case in traditional undergraduate programs. 
However, some level of high quality formal classroom teaching is normally expected of all
tenured and tenure-eligible faculty.  Thus, education is herein defined to include the following
activities: formal classroom teaching, mentoring and advising graduate students, and mentoring
and advising undergraduate or other types of students.  In addition to being part of the annual
merit review, effective formal classroom instruction and mentoring of students are criteria for
tenure, tenure review and promotion.  Both faculty and student evaluations of the effectiveness
of teaching and advising will be considered.  Effective mentoring is determined by assessing the



continuing guidance and support of students by each faculty member.  Faculty should ensure the
timely progress of students towards completion of their studies.  Student publications,
presentations at professional meetings and awards are also evidence of effective mentoring.

Appropriate educational activities include but are not limited to:
Instruction

Sole Instructor
Lecture Courses
Seminar Courses
Directed Readings Courses
Team Teaching
Occasional Lectures

Mentoring
Research
Educational Guidance
Professional Skill (e.g. grants-man-ship, oral presentation)

Major Professor or Advisor
Undergraduate
M.S.
Ph.D.

Financial Support of Students
Committee Service 

Within Field
Out of Field

Committees at Other Universities
Student Evaluation 

Examination Monitor
Defense Monitor

4.  Governance
Participation in faculty governance is an important responsibility of the faculty. 

Governance activities typically involve participation on elected or appointed deliberative bodies
of VIMS and/or the College.  Participation can include service as chair, member or alternate
member of the Academic Council, Faculty Council, standing or ad hoc committees within VIMS,
or similar service on college-wide committees.  

III.  EVALUATION DOCUMENTS

Four documents are part of the annual merit evaluation: a CV in VIMS modified College
format, the planning letter for the year being evaluated, a narrative of the faculty members
accomplishments for the year, and a planning letter for the subsequent year.

1.  Planning Letter
Each year each faculty member with the guidance of his or her Chair prepare annual planning



letter that sets goals and objectives for performance-based measures in the coming calendar year. 
The planning letter will propose levels of effort in each of the four evaluation areas (research,
advisory service, education, and governance).  The goal of the planning letter is to structure the
faculty member’s profile so that it supports and enhances the department’s contribution to the
VIMS’s goal and objectives, and provides for the professional development of the faculty
member.  It is the responsibility and authority of the Chair to formally approve the profile
contained in the annual planning letter as the basis for the subsequent annual merit evaluation.

2.  Evaluation Narrative 
An annual narrative should follow the format of the planning letter and describe the

activities and accomplishments of the faculty member for the current year being evaluated. 
Additional information may be included from external sources suggested by the individual
faculty member, such as professional peers and clients in his/her field.  Qualitative self-
assessments should be included for each of the four evaluation areas a summary self-assessment
for the entire year must also be provided. Chairs will request input from the Dean of Graduate
Studies for Teaching evaluations, and the Director for Research and Advisory Service for
research and advisory service evaluations.  The annual review may also consider, as appropriate,
such factors as long-term research projects, teaching enhancement projects, and/or contributions
to service and/or governance that extend beyond a single year.

(The above was approved by the Faculty in December 2006.)
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Number: PPD - 1305
Subject: Policy, Procedures, and Criteria for Appointment of Named Professorships

Policy

These procedures apply only to appointment of existing faculty members to named or
endowed professorships.  Appointment of newly recruited faculty members to named
professorships is part of the recruitment process and is covered under separate policies and
procedures.

The Dean and Director will inform the Faculty Council of the status of all named or
endowed professorships as of July 1 each year and will also inform the Council of the acquisition
of new named or endowed professorships as they occur.  Appointment procedures for named
professorships can be initiated by the Dean and Director or by the Faculty Council with the
approval of the Dean and Director.  Search committees will be established for all named
professorship appointments.

Procedures

The Dean and Director will identify any resections associated with the appointment.  The
Faculty Council will appoint a search committee to recommend faculty members for the
appointment.

A.  For named professorships specified within a particular discipline or department, the search
committee will be established as follows.  The appropriate department will elect two members,
the Faculty Council will appoint one member from another department. The Faculty Council will
appoint an additional member as the committee chair from the department where the
appointment will reside.

B.  For named professorships available for the faculty at large, including Chancellor Professor,
the search committee will be established as follows.  Each department will elect one member. 
The Faculty Council will appoint one additional member and will also appoint the committee
chair.

1.  The search committee will solicit nominations for the appointment from the faculty.

2.  The search committee will review the nominees qualifications and seek internal and
external references.

3.  The search committee will recommend no more than three individuals to the Dean and
Director for final selection.



4.  The FS&TR Committee will review the final selection and make a recommendation to the
Dean and Director.

5. The Dean and Director will forward the final recommendation to the Provost, President, and
Board
of Visitors for approval.

Criteria

1.  Named professorships might stipulate the discipline or subdiscipline or the rank of the
individual who is to be selected.  In such cases, that definition is one determining criterion.

2.  Each candidate should be tenured, unless tenure specifically is not a requirement of the
particular named professorship, and of appropriate rank in the VIMS faculty.

3.  A candidate should be eminent.  This term is construed to mean standing out above others;
prominent; outstanding in performance or attainments; distinguished.  This eminence shall mean
outstanding in terms of (a) scholarship (e.g., production of a reasonable number of significant
papers as appropriate for the candidate’s field, recognition for scholarship by his/her peers at
other institutions, in government, in industry, and in professional societies, (b) teaching (e.g.,
production of graduate students of recognized quality; meritorious instructional activity;
recognized mentoring of students other than those for whom the candidate serves as major
professor), and (c) governance (e.g., consistent and meritorious service to the academic
community in a leadership role; consistent and meritorious service to the larger community in a
leadership role).

A candidate need not be equally outstanding in all areas, but clearly should be above
average in all areas.  The eminence of a candidate should be recognized outside the institute and
the university and this status should be documented.

Date: July 1, 2009



THE CHANCELLOR PROFESSORSHIP PROGRAM

Purpose: To recognize and reward faculty members whose contributions in
the university have been exemplary.

Term of Appointment: Those honored shall serve in the position for a seven-year, non-
renewable term.  Those individuals currently holding appointment
for less than a seven-year term are eligible for reappointment so
that their total term will be seven years.

Method of Appointment: When a Chancellor professorship becomes available, the dean of
the School or Faculty to which the professorship is assigned shall
nominate two candidates for consideration by the Provost and
President who shall make the final recommendations to the
Chancellor and the Board of Visitors.

Selection Criteria: The honor is given to permanent members of the William & Mary
Faculty.  The essential qualification for a Chancellor professorship
is distinguished service to the university in teaching, scholarship,
or governance.  It is expected that these individuals have had, over
time, a profound impact on the quality of the academic life of the
institution.

Stipend: Each Chancellor Professor will receive an annual stipend which is
determined by the Provost over time as appropriate. A certificate
of recognition shall be awarded.

15 November 1993 (retyped 9 May 2007, amended May 29, 2008, March 10, 2009)
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POLICY AND PROCEDURES FOR FACULTY RESEARCH ASSIGNMENTS
Virginia Institute of Marine Science/School of Marine Science

College of William & Mary

Introduction 
Research is a significant component of the activity of the Faculty of the Virginia Institute of
Marine Science of the College of William & Mary. Faculty Research Assignments are a
principal means of faculty development and enrichment that can provide an opportunity for
intensive research, collaborative projects, and learning new techniques, either on or off campus,
while relieving the faculty member of teaching, advisory, and administrative responsibilities. By
this means the continuing development of members of the faculty as scholars and researchers
will be enhanced, as will the reputation, capabilities, and stature of the College and Institute. 

Stipend and Benefits 
Faculty Research Assignments can be granted for up to six months at full salary or from six to
twelve months at one half salary, and will include fringe benefits. Recipients of 12-month
assignments may obtain additional salary support from outside sources. Funds from an outside
source for travel, housing, other expenses, or for dependents are not considered as part of the
basic stipend. 

Eligibility 
All Faculty members, including research faculty, of the Virginia Institute of Marine Science
(except emeriti) who have completed six consecutive years of full-time service are eligible to
apply for Faculty Research Assignments. Faculty members are eligible for subsequent research
assignments every sixth year from the end of the previous assignment. 

A faculty member hired with or without tenure will receive 1 year of credit for every 2 years of
faculty service since a previous sabbatical or research leave at another institution, up to a
maximum of three years of credit. Faculty service is understood to mean full-time, formal
appointment at the level of Assistant Professor or above excluding teaching assistantships, post
doctoral fellowships, and similar positions at other institutions before the applicant joined the
VIMS faculty. 

Conditions of Research Assignments 
Research Assignments are made on the condition that the recipient will: 
• Return to active service at the Institute for a minimum of one year following the period of

the assignment. 
• Devote full energies to the proposed project. Activities including outside or overload

employment during the period of the assignment must be consistent with the Policy on



External Paid Employment 
(http://www.wm.edu/about/administration/provost/forfacstaff/policies/externalemployme
nt/index.php )  Institute teaching and service activity during the period of the assignment
are neither required nor expected. 

• Acknowledge the support of VIMS in all subsequent publications or other work arising
from research conducted during the term of the assignment. 

• After the completion of an FRA, the faculty member must submit a Leave Activity
Report to their Chair and the Dean and Director summarizing the results of the research
conducted during the assignment.  The report is due no later than three months after
returning from leave.

• Failure to meet any of the conditions listed above may render faculty ineligible for a
subsequent leave assignment.  That decision will rest with the Dean and Director. 

Expectations 
The proposed project should hold promise of professional faculty development and/or
enhancement of institutional reputation. The project must have the potential of leading to a
meaningful contribution in its field. Publication should be the ultimate aim of the project.
Writing books, preparing existing large data sets for publication, or learning new research
methods are acceptable undertakings, but a product is still expected for the latter. Thus, the
faculty member must have a definite goal in mind for use of the new research technology. 
Curriculum development and enhancement is also an acceptable undertaking, but a definitive
product is expected and prior recommendation by the Academic Council is desirable. 

Application 
The Office of the Dean and Director will issue a call for Research Assignments applications in
January and August of each year. It is best to apply at least six months prior to the date of taking
leave.  A short proposal of the activity, justification, and expected products are required along
with a current CV in the standard College format. The application should state specifically what
the faculty member intends to do and be treated as if it were a proposal to a granting agency; it
should be concise and include sufficient detail to withstand review. Discuss the current status of
the project as well as the probable state of completion this Faculty Research Assignment would
make possible. 

The application is limited to a cover page and two (2) additional pages of text. Supplementary
material such as literature cited, invitation letters, figures, tables, etc. can be included as
additional pages. The cover page should contain the following: 

Name: 
Title of Project: 
Proposed Duration of Assignment with Start and End Dates: 
Months of Salary Support Requested: 
Amount and Source of Other Salary Support: 

Submit electronic versions of the application and a current Curriculum Vitae (standard College
format) to the Faculty Council Chair by the date specified in the latest call for applications. 

Criteria and Procedures for Review 



The Faculty Council will meet within a month of the closing date to evaluate the applications.
Faculty Council members are eligible to submit applications, except the Chair during the first
two years of service. Members who submit applications will not review any applications; the
alternate for that Department will replace the member for purposes of application review. 

Applications will be evaluated on the basis of merit (including the clarity of the proposal) and
the applicant’s productivity. It is the responsibility of the applicant to demonstrate that the
proposed activity satisfies the following: 

a) Regarding merit: research is considered to consist of discovery, creation, invention, or
creative synthesis of new knowledge. Therefore, the proposed project should have potential of
leading to a meaningful contribution in its field. Clarity is taken by the Faculty Council to be a
mark of good scholarship, therefore the application should state specifically what the applicant
intends to do and it should make the project comprehensible to colleagues who are not experts in
the applicant’s field. 

b) Regarding productivity: productivity is defined as the publication of the research in peer-
reviewed formats (recognized journals and periodicals, monographs, etc.), or its dissemination
through the applicant’s active participation in peer-reviewed conferences or other accepted forms
of research communication in the applicant’s discipline. In evaluation of the productivity of the
applicant the Faculty Council will take into account: (1) potential for publication or similar types
of dissemination appropriate to the discipline; (2) prior research record of the applicant,
including the existence of tangible results from previous research support; (3) grants received or
applied for by the applicant in the most recent period prior to the application. 

The Council reserves the option to solicit external review of proposals should it so desire. 
If the proposal requires approval by the Institutional Animal Care and Use Committee, it should
be submitted to that committee prior to submission to the Faculty Council. A proposal to work at
another institution will require approval of that institution’s animal use committee. Final
approval of the Faculty Council will await approval by the appropriate committee. 

The final ranking of applications will be by majority vote of the Council. Following the
evaluation of applications based on these criteria, among proposals of comparable quality,
special consideration will be given first to applicants who have not previously received a faculty
research assignment, and second to applicants who have not received a faculty research
assignment in more than six years. Based on the rankings, the Chair of the Faculty Council will
prepare for consideration by the Dean and Director a prioritized list of faculty recommended for
Research Assignments. Recommendations by the Council will be forwarded to the Dean and
Director within two weeks of application review.  It is the responsibility of the Chair of the
Faculty Council to respond to inquiries regarding the disposition of applications.  If an
application is declined, the Chair will provide the applicant with a brief written explanation of
the decision. The applicant has the option of meeting with the Faculty Council to discuss the
decision. 

Late or Out of Cycle Applications 



A faculty member provided with a special opportunity to conduct research that cannot wait for a
normal review cycle and necessitates a quick decision may file an application for a research
assignment after the deadline. In addition to the application in usual form, the faculty member
must submit a statement (not to exceed two typed pages) that explains the special circumstances
that would require granting a faculty research assignment out of cycle. Under these
circumstances, the Council will consider the application. 

The Role of the Dean and Director 
Final decision on Faculty Research Assignments will rest with the Dean and Director.
Institutional and programmatic considerations may affect the timing of leave, and the Dean and
Director will work with faculty who are selected for leave to ensure that the timing is mutually
acceptable. Following each call for proposals, the Dean and Director will report his final
decision to the Faculty Council, and provide rationale for decisions that diverge from
recommendations of the Faculty Council. In unusual circumstances, the Dean and Director may
grant leave that falls outside the scope of these policies and procedures. 

Teaching/Research/Advisory Responsibilities
Replacements for teaching, mandated research, and/or necessary advisory activities will be the
responsibility of the Administration and the affected Department, not of the faculty member on
leave. In some cases a Research Assignment could be deferred because of teaching, research, or
advisory duties, but every attempt will be made to provide the necessary support in order to
avoid delays.

(Revised and approved by the Dean and Director and Faculty Council January 28, 2005)
(Revised by the Faculty Council and approved by the Dean and Director, November 2009)

Date: July 1, 2009; rev 1, December 8, 2009, May 10, 2010.
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Title: Instructional, Administrative and Professional Faculty Clearance Policy and Procedures
Effective Date: December 1, 2006
Page: 1 of 1
Responsible Office: Provost’s Office

1. PURPOSE to ensure that any full-time or part-time instructional, administrative, or professional
faculty member, including post-doctoral fellows, terminating his or her employment with The College or
William and Mary has satisfied any obligations to the college and has the information and assistance
necessary to facilitate a smooth transition.

2. POLICY STATEMENT It is the policy of the College of William and Mary that a faculty member
who terminates his or her employment with th college will return all property, pay all fees and fines,
and/or complete all assignments due the college prior to departure. Faculty will verify that all obligations
have been met by completing a clearance Form (Attachment A).  Faculty who retire from the college as
Emeriti have a continuing connection to the college and will be permitted to retain their college ID card,
E-mail account, library privileges, and parking privileges (contingent on clearing any unpaid fines). They
may, with the knowledge and consent of the chair of their home department or dean, retain a key to
appropriate working areas of the Department or School and may, for mutually agreed-upon professional
reasons, continue to have photocopying, stationary, mail, and other privileges. Such privileges are subject
to periodic review by the chair or dean based on availability of unit resources for faculty, staff, and
students.

3. PROCEDURES Tenure-eligible, tenured, or specified term faculty serving for at least one academic
year shall be informed in writing at least several months in advance of his or her termination date of the
requirement to observe this clearance policy.  Responsibility for conveying this information lies with the
faculty member’s chair, program director, or dean or immediate supervisor in the case of administrative
and professional faculty. Part-time or semester-only faculty shall be provided this policy at the time of
employment.

The faculty member should then obtain a Clearance Form from his or her department chair, program
director, or dean of from the office of the Provost website http://www.wm.edu/provost/policies.php  The
faculty member is responsible for obtaining the signatures and submitting the completed form to the
office of the Provost prior to his or her departure. Faculty members with joint appointments or having
faculty privileges in more than one department, program, or school must obtain clearance from all units as
appropriate.

If a faculty member leave the college without completing the Clearance Form, the Office of the Provost
will take appropriate action, which might include withholding a portion of all of the faculty member’s
final paycheck at issue or, in the case of a retiring faculty member, withholding certain privileges of
emeritus status.

4. INTERPRETATION AND REVISION OF POLICY The Office of the Provost interprets this
policy; any changes to this policy shall be made pursuant to the procedure for amendments contained in
Section IV of the Faculty Handbook.

Approved by the Faculty Assembly, October 28, 2006



Attachment A

INSTRUCTIONAL, ADMINISTRATIVE AND PROFESSIONAL FACULTY
CLEARANCE FORM

_________________________________          _________________________________
NAME: Last, First, Middle          Date

_________________________________          _________________________________
Home Department/Program/School/          New Address (Work or Home)
Administrative Office (if applicable)
_________________________________          _________________________________
Position          New Telephone Number (including area code)

Location Transaction Signature Date

Your Academic
/
Administrative
Unit(s)

Removal of access to administrative
systems, collection of travel and small
purchase cards, keys* and college
identification cards*. Return all loaned
equipment*(including computers and
software). Resolve all travel advances or
other miscellaneous accounts receivable, 
return any institutional credit cards.
Instructional faculty submit grades and
student records.  Instructional faculty
should be particularly attentive tp
secure retention of student records that
might fall under the gamily education
and Privacy Act (FERPA).

Reves Center Faculty holding H1-B or J-1 visas must be
cleared by the Office of International
Students, Scholars, and programs

Provost’s office Certify that any books, periodicals,
media, loaned equipment, library cards*,
and outstanding fines have been cleared
with Swem Library, other college
Libraries, and/or Parking Services a
appropriate.

*may not apply to emerti; see Paragraph 2 of Faculty Clearance Policy and Procedures.

________________________________________ ___________________________________
Faculty Member Signature Date Provost’s Office Signature Date
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Subject: Procedures and Criteria for Appointment, Evaluation, retention, Promotion and 

and Award of Tenure of the Committee on Faculty Status and Tenure Review

The following document, Procedures and Criteria for Appointment, Evaluation, Retention,
Promotion and  and Award of Tenure of the Committee on Faculty Status and Tenure Review,
has been approved by the faculty of the Virginia Institute of Marine Science and by the
Procedural Review of the College of William & Mary.
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1 The current revision (approved by the VIMS Faculty March 25, 2009) incorporates language that is intended to 
bring the document into conformity with the Faculty Handbook of the College of William & Mary (2008), the 
Bylaws of the Virginia Institute of Marine Science (approved by the Procedural Review Committee of the College of 
William and Mary, 15 April 2008); the Policy and Procedures for Appointment of Research Faculty, Research 
Scientists and Post-Doctoral Scientists (approved by the Procedural Review Committee of the College of William 
and Mary, 20 December 2007); Memo from Provost Feiss to Deans, dated September 7, 2006 entitled Promotion, 
Tenure and Interim Reviews. As stated in the Faculty Handbook, the content of the memo was endorsed by the 
Faculty Assembly on 25 April 2006.  The memo can be found at: 
http://www.wm.edu/about/administration/provost/documents/promotion_and_tenure.pdf. 
2 The original Procedures and Criteria document was approved on 19 October 1979. It was revised on 19 November 
1982; 8 August 1983; 23 May 1984; 22 August 1984; l9 February 1986; 21 May 1986; 21 May 1987; and 5 June 
1997 
3 A draft (dated November 21, 2008) incorporated edits and comments of members of the FS&TR: Schaffner, 
Kuehl, Lipcius, Reece, Steinberg and minor edits to a previous version (FS&TR_P&C_draft_(all FS&TR 
edits)_090808.doc) 
4 This draft (dated February 25, 2009) incorporates edits and comments of all departments made via FC 
representatives: Biological (Smith and Seitz), EAAH (Shields), Fisheries (Sutton, Hoenig), Physical (Maa, Shen), 
FC Chair (Hershner)) 
5 Approved by the Procedural Review Committee of William & Mary on September 3, 2009. 
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I. Purpose of the Committee 
 
The Committee on Faculty Status and Tenure Review (hereafter FS&TR) has been established by the 
Faculty of the Virginia Institute of Marine Science (hereafter Faculty and VIMS) to evaluate faculty 
performance and insure faculty development.   Evaluations for tenure, promotion and post-tenure review 
are guided by the criteria, general policies and procedures described in the College of William and Mary 
Faculty Handbook Section III.C Procedures for the Evaluation of Faculty.  At VIMS, these reviews shall 
be conducted in accordance with the expectations of academic institutions in general (i.e. scholarship, 
teaching, service), consideration of our mission and long-term goals, and recognition of the Institute’s 
unique role within the College as an advisory body to the Commonwealth of Virginia. 

II. Authorization of the Committee on Faculty Status and 
Tenure Review in the Bylaws 
 
The Bylaws of the Virginia Institute of Marine Science and the School of Marine Science of the College 
of William and Mary recognize and establish faculty appointments within the Virginia Institute of Marine 
Science. The VIMS Bylaws (hereafter Bylaws) also stipulate the composition and duties of the FS&TR. 
 
 

A.  Composition 
 
The FS&TR consists of one faculty member from each Department plus one additional member 
representing the Faculty at-large.  Members of the FS&TR must be from the tenured Faculty, at the 
Associate Professor or Professor level, excluding Department Chairs and Administrative Faculty, and are 
elected according to the procedures stated in the Bylaws.  Terms of office are staggered so that 
approximately one third (1/3) of the members are elected annually.  New members are elected at the 
Spring meeting of the Faculty and assume office on July 1.  The FS&TR elects its Chair annually from 
among the membership at the first meeting with new members. Vacancies created by resignation or other 
cause will be filled for the remaining term by the represented department by departmental vote. Vacancies 
created by resignation or other cause of the at-large member will be filled for the remaining term by 
Faculty Council appointment. 
 
A majority vote for the purposes of all committee actions shall be the majority from a quorum of 
members attending any called meeting of the FS&TR. A quorum shall be one less than the number of 
elected members, except that no FS&TR member shall vote on his/her own status or when he/she has a 
clear conflict on interest. 
 

B.  Duties 
 
The FS&TR, according to policies, procedures, and criteria approved by the Faculty, and the 
Dean/Director, reviewed by the Procedural Review Committee of The College, and recorded by the 
Personnel Policy Committee of the College will: 
 
1) Review the credentials of applicants for Faculty status and make recommendations regarding Faculty 
appointments, rank, and status to the Dean/Director, to be forwarded through the Provost and President to 
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the Board of Visitors of The College; 
 
2) In accord with established schedules, review the record of Faculty members and make 
recommendations to the Dean/Director regarding Faculty promotion, retention, the award of tenure and, 
when required, post-tenure review; 
 
3) Review Faculty appeals of annual performance evaluations and provide findings and recommendations 
to the Dean/Director and; 
 
4) Develop procedures for the appeal of its decisions by Faculty.  

 
All actions of the Committee will be consistent with the provisions of the Bylaws and the Faculty 
Handbook. 
 

III. Fundamental Principles and Criteria for all Evaluations 
 

A.  General Principles and Criteria 
 

The College recognizes two categories of faculty employment as stipulated in the Faculty Handbook: (1) 
Tenure-eligible and Tenured Faculty and (2) Specified Term and Part-time Faculty. Specified-term and 
part-time faculty do not have tenure, and their appointments depend on the teaching needs of the College, 
on research opportunities, and on available funds.  The Faculty Handbook states “The categories shall be 
employed in a manner that fosters each Faculty's particular mission as well as improvement in the overall 
quality of the faculty.”  
 
Tenured and tenure-eligible Faculty are distinguished by an irrevocable obligation to participate 
significantly in the graduate education program of the School of Marine Science (SMS).  Composition of 
the tenure-eligible faculty is determined primarily by 1) curriculum needs of the SMS identified by the 
Academic Council in consultation with the Dean of Graduate Studies, 2) research profiles that allow 
scholarly achievement in one or more disciplines identified as strategically important to VIMS, and 3) a 
general requirement to participate in advisory service.  All tenured and tenure-eligible Faculty 
appointments at VIMS must conform to requirements in the College’s Faculty Handbook.  Titles for 
persons who hold these appointments are Assistant Professor, Associate Professor and Professor.6   
 
Research Faculty (Specified-Term Appointment) are tenure-ineligible.  These appointments are made 
primarily on the basis of need within the research and advisory service missions. Individuals holding 
these appointments must establish an independent program of research or advisory service or both that 
have a level of scholarship equal to that of the tenured and tenure-eligible faculty. Titles for persons who 
hold these appointments are Research Assistant Professor, Research Associate Professor, and Research 
Professor.7 
 
All faculty members, whatever their category of employment, shall be reviewed by FS&TR for initial 
appointment, retention, promotion, or tenure, if applicable, according to the criteria stated in Section 
                                                 
6 This paragraph is excerpted from the document Policy and Procedures for Appointment of Research Faculty, 
Research Scientists and Post-Doctoral Scientists (approved by the VIMS/School of Marine Science Faculty 
November 2006) 
7 same as above 
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III.C. of the Faculty Handbook.  These criteria are: 
 
1. Possession of the professional education, experience and degrees appropriate for their duties; 
 
2. Conscientious and effective teaching with proper command of the material of their fields, and 
helpfulness to their students; 
 
3 . Significant contributions to their fields through research and scholarly or creative activity, and through 
professional service; 
 
4. Responsible participation in College governance. 
 
The Faculty Handbook states “Each case shall be judged on its own merits and not on comparisons with 
previous decisions.”8  The FS&TR will treat each case individually, considering the category of 
employment and the particular strengths and interests of the faculty member (or potential faculty member) 
under review.  All reviews should be conducted in a way that will foster a Faculty member’s development 
throughout their career.   
 
The level of achievement expected of candidates under review will naturally depend on the type of 
decision: appointment, retention, promotion, or award of tenure. For all faculty, excellence is required in 
those areas that represent their primary commitments or responsibilities. For tenured and tenure-eligible 
faculty, general competence is required with respect to all four criteria, however, individuals will not 
necessarily have equal commitments or responsibilities under each criterion. For specified-term faculty 
the profile expectations will be as outlined in the contract, and as determined in consultation with an 
individual’s Department Chair during the annual planning process.  These expectations should be 
developed within the context of the general expectations for Faculty as reflected in the criteria given in 
the Faculty Handbook and listed above.  
 
An Assistant Professor or Research Assistant Professor should hold a terminal degree (usually the Ph.D.) 
in his/her field of specialization or have comparable research experience, and should have potential for 
research, and service commensurate with the VIMS mission. Promotion beyond this level should indicate 
that the candidate's potential as a scientist is being realized and that his/her value to the long-range 
objectives of VIMS is insured. In addition, an Assistant Professor is expected to teach and mentor 
students, and promotion above this level should indicate that the individual’s potential as an educator is 
being fulfilled.  
 
An Associate Professor or Research Associate Professor should, in addition, have extensive experience in 
his/her research field, demonstrated success in directing the work of others, demonstrated significant 
scholarly activity, and be recognized at the national level for emerging leadership, service and scholarly 
contributions to his/her specialty.  Associate Professors are further expected to have demonstrated 
experience in teaching and mentoring students, including as major advisor. 
 
A Professor or Research Professor should, in addition to the expectations above, have demonstrated 
outstanding and continuing scholarly activity in his/her field, and be recognized at the national and 
international levels for significant leadership, service and scholarly contributions to that field.  A 
Professor will have extensive experience in teaching and will have demonstrated their value as a mentor 
to their students.   
 
Appointment to the Faculty should further reflect a faculty member’s commitment to Faculty governance. 
                                                 
8 The College of William and Mary Faculty Handbook (2008), Section III.C.1.b 
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Research Faculty may teach and mentor students if time and funding-agency regulations permit this 
option, and if they receive the necessary approval from the Academic Council, Dean of Graduate Studies 
and their respective Department Chair.  They will be evaluated in this area on a case-by-case basis.  
 

B.  Comments on Evaluation Criteria 
 

Professional Background 
 

Degrees: For Assistant Professor and Assistant Research Professor and above, the Ph.D. degree or 
equivalent is normally expected.  Under conditions of demonstrated exceptional contributions over a 
sustained period, the normal degree requirements may be waived.  
 

Conscientious and Effective Teaching 
 

Teaching: All elements of teaching (both undergraduate and graduate) will be evaluated including an 
individual’s course materials and progress in mentoring and student guidance. In addition, both faculty 
and student evaluations of the effectiveness of his/her teaching and advising will be considered.  These 
evaluations will be summarized in letters to the FS&TR from the Department Chair and Dean of Graduate 
Studies. Teaching is defined as contributing to the curriculum in a classroom or seminar setting. 
Mentoring is defined as consistent and substantial service as an academic advisor, especially as a major 
professor. 
 

Significant Contributions Through Research and Professional Service 
 

Professional Communication: The level of professional communication warrants particular attention since 
communicating the results of scholarly activity is the principal mechanism of dissemination.  Such 
dissemination influences the stature of VIMS and the College as a whole. Publication in refereed media is 
the appropriate end-product of research and scholarship. 
 
Advisory Work: Service to the Commonwealth means service to the Agencies of the Commonwealth, the 
Governor's Offices and General Assembly, to local governments, to industry, to public interest groups, 
and to the general public. VIMS faculty also engage in service to regional, National and international 
government agencies and to industry, public interest groups and the general public outside of the 
Commonwealth. 
 
Professional Service: Service to regional, national and international scientific review and policy boards 
and professional organizations, as a board member or elected officer, enhances the stature of VIMS and 
the College as a whole.   
 

C.  Sources of Information for Faculty Evaluations 
 

The sources of information submitted by the faculty member are: 
 

1. A Narrative Statement of approximately three pages.  This document should highlight the 
individual’s overall goals and accomplishments as a faculty member with respect to teaching, 
research, and service (both professional and advisory).  

2. Planning Letter and Evaluation from the most recent annual review cycle 
3. Curriculum Vitae in W&M/VIMS format 
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4. A List of External Reviewers (minimum of six and maximum of eight peers or clients) 
5. A List of Students and Post Docs mentored  
6. Publications (since arrival at VIMS) 

 
In addition, the FS&TR the may request other relevant materials that relate to a faculty member’s 
professional activities, which are not listed above. Only items 1-3 are included for the interim review. The 
committee will solicit opinions of external reviewers, Dean of Graduate Studies (based on the category of 
employment and the approved profile), Director for Research and Advisory Service, the faculty member’s 
Department Chair, other members of the department, the Faculty of VIMS, at large, and present and 
former students.  As stipulated in the Faculty Handbook, the FS&TR “will consider all relevant 
information obtained for the evaluation, which must include students’ evaluations of the candidates’ 
teaching; tenure and promotion reviews shall include the opinion of experts outside the College.”  
 
External reviewers “should come from programs, institutions or agencies of a quality commensurate with 
the reputation and standards of the College of William and Mary.  Letters should be solicited whenever 
possible from individuals at or above the rank to which the candidate is being promoted.” 9  Letters should 
not be solicited from individuals with whom the Candidate has a professional or personal relationship 
such that it would cast doubt upon the objectivity of the reviewer.10  Approximately four (4) of the 
external reviewers will be selected from the list submitted by the individual, and an additional four (4) 
will be professional peers and clients in the faculty member’s field, but external to the College faculty, 
who are known to the FS&TR.11   

 
The Curriculum Vitae will include the information listed below, following the same format used during 
the annual evaluation process.   
 
1. Professional Background 

Professional Training:  
Degrees 
Present Rank and Date of Appointment 
 

Total Experience: 
Previous Faculty Experience 
Previous Non-Faculty Experience 

 
2. Conscientious and Effective Teaching In Degree Related Programs (note: profile-dependent for 
Research Faculty) 

Instruction: 
Sole Instructor 
Lecture Courses 
Seminar Courses 
Directed Readings Courses 
Team Teaching 
Occasional Lectures 

Research and Educational Guidance (Extent and Quality): 
Major Professor or Advisor - Undergraduate, M.S., Ph.D. Committee 

                                                 
9 Memo from Provost Feiss to Deans, dated September 7, 2006  
10 as above 
11 Per the September 2006 memo from Provost Feiss to Deans, review committees for tenure and promotion shall 
provide Candidates with access to the reviews if requested, but will redact the name of a reviewer and any other 
information that might identify the reviewer. 
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Within Field 
Out of Field 
Committees at Other Universities 

Student Evaluations 
 
3. Significant Contributions Through Research and Professional Service 

Professional Communications: 
Refereed Publications in Journals 
Conference Proceedings 
Books and Contributions to Books 
Distributed Non-review Publications 
Conference Proceedings, Virginia Institute of Marine Science papers in Marine Science 
Other Virginia Institute of Marine Science Publication Series 
Contract Reports (significant final reports only; where possible, include 
information on any outcome resulting from the product) 
Oral Presentations (documentation of such activities should be available) 
Society Meetings with Published Abstracts 
Presentations without Published Abstracts 
Invited Presentations (documentation should be available) 

Advisory Work: 
Service to the Commonwealth 
Service to the Nation 
International Service 

Professional Service Related to Research: 
Review of Manuscripts for Journals 
Grant Proposal Review 
Appointments to National or International Review and Policy Boards 
Appointments as Editor or Associate Editor of Peer-Reviewed Journals 
Appointments or Elected Positions in Professional Organizations 

Research Administration: 
Project Administration 
Grant/Contract Initiation 
Principal Investigator Status 

Educational Service: 
College Level Programs (non-degree in Marine Science) 
Elementary and Secondary Level Programs 
Public -At Large 

 
4. Responsible Participation in Department, School and College Governance 

Academic Administration 
Committee Activity (Elected and/or Appointed) 
Virginia Institute of Marine Science 
School of Marine Science 
College of William and Mary 

 
5. Honors and Awards 
 

D.  Minimum Terms 
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To determine the sustained level of productivity of a faculty member, the normal minimum term before 
review for promotion to Associate or Research Associate Professor shall be five (5) years, whereas for 
review for promotion to Professor or Research Professor, a minimum term of six (6) years at the 
Associate or Research Associate Professor level shall normally be required. Time in service on the faculty 
at other institutions may be considered in recommendations for initial faculty status for new faculty 
members who have outstanding faculty experience. The minimum time criterion may be waived by the 
Dean/Director in consultation with the FS&TR when unusual circumstances arise and the best interests of 
VIMS are advanced. 
 
The Faculty Handbook states the following with respect to the timing of the tenure review for Assistant 
Professors: “Per AAUP guidelines, the probationary period for a faculty member in a full-time position 
shall not exceed seven years, including full-time service at another accredited institution of higher 
learning…” except as noted in Section III.C.1.ii of the Faculty Handbook.  
 

E.  Evaluation Schedule 
 

To ensure that all regular evaluations for tenure and promotion are performed at the proper time during 
the annual cycle, the FS&TR has established an approximate timetable for the evaluation process: 
 
Table 1. Approximate timetable for the retention, promotion and award of tenure review processes within 
VIMS.  All dates reflect the desired schedule of considerations. 
 
Date Procedure  
15 January FS&TR obtains list of faculty eligible for retention, promotion and/or tenure 

in the coming academic year from Office of Dean/Director; list is sent to 
Department Chairs 

Annual evaluation 
meeting – late 
winter 

Department Chairs and candidates discuss retention, promotion and/or 
tenure schedule 

1 July Dean/Director sends letters to candidates requesting evaluation materials for 
retention, promotion and/or tenure (this is change from FS&TR)   

End of 4th week of 
July 

Evaluation package, including list of external reviewers, due to Department 
Chair; list of external reviewers due to FS&TR 

1st week of 
September 

Department meeting and vote on each candidate’s application for retention, 
promotion and/or tenure 

End of 1st week of 
September 

Department Chair provides to FS&TR written results of the discussion and 
vote; Candidate submits package to FS&TR 

15 September Selection of external peers for review of evaluation package 
1 December Draft decision letters forwarded to candidates 
15 December FS&TR sends recommendation letters to Dean/Director 
15 January Dean/Director sends decisions on award of tenure and promotion to Provost 
15 April Board of Visitors makes decisions on all promotions and award of tenure 
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IV. Evaluation Procedures for Appointment, Retention, 
Promotion, and Award of Tenure for Tenure Eligible Faculty 
Members 
 

A.  Initial Appointment to the Faculty of the Virginia Institute of Marine 
Science 

 
All nominees for an initial appointment to the Faculty of the VIMS shall be reviewed before release of the 
“Letter of Intent to Employ.” The Dean/Director shall, anytime before release of the letter, forward to the 
FS&TR all materials pertinent to evaluation of the candidate selected for any position (including but not 
limited to the resume, description of prior research and academic experience, and letters of 
recommendation) that were collected by the Search Committee along with any proposal for initial status 
and award of tenure. The FS&TR shall, within ten (10) working days, review these materials, and develop 
a recommendation by majority vote. The FS&TR shall forward to the Dean/Director its recommendation 
(including any minority views) regarding rank and status, noting especially specific recommendations 
regarding any required probationary period before the award of tenure or a tenure review.  In the event 
that the recommendation of the Dean/Director differs from that of the FS&TR, he/she shall meet with the 
FS&TR to discuss and resolve the difference before releasing the letter.  It is appropriate that a consensus 
be achieved at this time.  
 
Based on the recommendation of the FS&TR and the Dean/Director regarding rank and tenure, the Letter 
of Intent to Employ or other contractual agreement shall clearly state the rank and type of appointment 
offer, the amount of prior service (if any) credited toward tenure, and the year for the interim review by 
FS&TR (accounting for prior service credited toward tenure). While VIMS recognizes prior service at 
other institutions of higher learning and may give credit for such service, the Institute reserves the right to 
require a probationary period of employment before an award of tenure recommendation is forwarded to 
the Provost.  For faculty members with short periods of probation based on credit for academic 
employment elsewhere, the Dean/Director's Letter of Intent to Employ will schedule an interim review 
unless a tenure review is scheduled during the first three years of service at the Virginia Institute of 
Marine Science. 
 
During the first annual evaluation of a newly hired member of the Faculty, the Department Chair will 
review with them the procedures for retention, promotion and the award of tenure, including the general 
principles and criteria used to evaluate faculty performance as outlined in this document.   
 

B.  Reviews for Retention, Promotion, and Award of Tenure 
 

The first review following initial appointment shall occur no earlier than the fourth semester and no later 
than the sixth semester of the appointment, unless another length of probation is stipulated in the Letter of 
Intent and initial contract, or the tenure review is scheduled within the first three years of the 
appointment. The purpose of this review is to assess each probationary faculty member's progress toward 
and potential for a positive tenure decision, and may result in a recommendation for improvement or a 
recommendation against retention.  
 
The second review following initial appointment shall occur at the beginning of the fifth year of 
employment; conditions for extension of this time period are outlined in the Faculty Handbook 



Page 11 of 17  FSTR P&C 20090325 
 

III.C.1.b.ii. The purpose of the review is to evaluate the individual for promotion and award of tenure. 
The faculty member, with the concurrence of the Department Chair and the Dean/Director, may initiate 
the review for promotion and tenure in advance of the scheduled review date. 
 
On or about 15 January each year, the Dean/Director shall identify those individuals who are subject to 
retention, promotion and award of tenure review during the coming academic year.  The Dean/Director 
will notify the Committee and the appropriate Department Chairs prior to the annual evaluation cycle.  It 
is appropriate for Department Chairs to discuss the retention, promotion and tenure review processes and 
expectations with faculty members as part of the annual evaluation process.  Faculty requiring retention or 
tenure decisions and those eligible for promotion review shall be given written notification by the 
Dean/Director on or around 1 July of each year. The notices shall include a request for information 
pertinent to the review as stipulated in this document. 
 
The faculty member to be reviewed (hereafter Candidate) shall, within 20 working days after notification 
of intent to review, submit to the Department Chair all materials that he/she deems appropriate (see list in 
III, B; other materials may be provided as deemed appropriate by the Candidate). It is the responsibility of 
each Candidate to respond to a request in accordance to the stipulated time-line; failure to do so may 
result in no action being taken by the Department or the Committee. It is important that a list of reviewers 
be delivered to the Department Chair with the review materials and also sent by the Candidate to the 
Committee at the same time.  Reviewers should be from programs, institutions or agencies of a quality 
commensurate with the reputation and standards of the College of William and Mary12.  
 
The Department Chair will send a copy of the materials submitted for review by the Candidate, excluding 
the list of externals reviewers, to the faculty of the department.  Faculty within the Candidate’s 
department will meet during the first week of September to discuss the merits of the Candidate, and 
tenured faculty of equal or higher rank will indicate by voting whether they support retention, promotion 
or the award of tenure. “Untenured faculty may not participate in decisions on promotion and tenure in 
any formal way.”13  Procedures to be followed in such meetings are the prerogative of each Department. 
 
After the discussion, the Department Chair will summarize in writing the Department recommendation 
for the Candidate and FS&TR.  If the majority of those faculty eligible to vote do not support retention, 
promotion or the award of tenure, the Candidate will be notified by the Department Chair and will have 
the option to withdraw his/her application. However, the Candidate may also request that his/her materials 
be reviewed by FS&TR in full knowledge of the Departmental discussion. All Candidates eligible for 
retention and award of tenure will be reviewed.  The Department Chair is responsible for forwarding a 
letter stating the vote of the department to the FS&TR by the end of the first week of September. 
 
Candidates being considered for retention, promotion and tenure will submit all requested materials to 
FS&TR by the end of the first week of September.  Materials for promotion and tenure reviews will then 
be sent to external reviewers, except in the case of those seeking promotion without a tenure decision who 
have decided to withdraw their application.  The external reviewers will be asked to evaluate the 
candidate's effectiveness in the areas of research, teaching and service. At the same time, the FS&TR will 
make each Candidate’s CV, narrative and publications available to the VIMS Faculty and will seek their 
comments on the Candidate’s suitability for promotion and tenure. 
 
The FS&TR shall review all materials received and develop a recommendation by majority vote. It shall 
then provide to each Candidate a draft copy of the evaluation and recommendation at least ten (10) 
working days before submission to the Dean/Director. 
                                                 
12 Provost Feiss’s memo to Deans, September 2006 
13 Provost Feiss’s memo to Deans, September 2006 



Page 12 of 17  FSTR P&C 20090325 
 

 
If the Candidate believes that the decision was based on inadequate consideration, he/she may within ten 
(10) working days of receipt of the draft evaluation and recommendation from the FS&TR, request in 
writing further review.  He/she may submit additional materials as may be appropriate, and comments 
solicited from additional peers. Upon the written request and submission of additional materials, the 
FS&TR shall undertake a timely review (generally within 10 working days) and notify the Candidate of 
the results. If the review action by the FS&TR does not satisfy the affected faculty member, he/she may 
make written request for an appearance before the committee and the Dean/Director. Within five (5) 
working days following the special meeting, the FS&TR shall deliver its final written recommendation 
(and any minority views) to the Candidate and Dean/Director.  Both the committee’s vote and the date of 
that vote will be recorded. 
  
The Dean/Director shall review the final written recommendation of the FS&TR and the 
recommendations from the Department Chair and departmental faculty. If a difference exists between 
reports, the FS&TR and the Dean/Director shall meet to discuss and attempt to resolve them. The 
Dean/Director shall then forward his/her written recommendation to the Provost of the College along with 
the FS&TR evaluation and recommendation document and other supporting documentation, including 
copies of the letters sent to external reviewers, a CV for each external reviewer and an explanation of how 
the reviewers were chosen. 
 
Appeals of recommendations by the FS&TR or the Dean/Director are permitted on procedural grounds as 
described in the Faculty Handbook Section III.C.1.d. 
 
To comply with deadlines for faculty contracts and termination notices as set forth in the current Faculty 
Handbook, the final dates by which all reviews shall be completed and recommendations forwarded to the 
Dean/Director are outlined below: 
 
Promotion and Tenure Proposals:     15 December 
Probationary faculty interim review for retention:   fourth Friday of March 
 
 

V. Evaluation Procedures for Post-Tenure Review 
 
As stated in the Faculty Handbook “The purpose of the post-tenure review is to provide a mechanism for 
faculty peers to review and evaluate a colleague’s work and to assist those faculty members whose 
performance is found to require improvement.  It is not a re-tenuring process and faculty members, once 
tenured, are not required to meet periodically what may be an evolving standard for tenure.  Rather, post-
tenure review is designed to ensure that all members of the faculty, regardless of status or length of 
service, are performing their duties conscientiously and with professional competence.” 
 
Post-tenure review is conducted in accordance with the standards and procedures outlined in Section 
III.C.1.c of the Faculty Handbook. 
 
At VIMS, post-tenure reviews are conducted when the department chair determines, based on annual 
merit reviews, that a faculty member’s performance during the most recent three-year period has been 
unsatisfactory overall.  The post-tenure review is conducted by FS&TR.  The post-tenure review shall 
commence by or before the beginning of the next academic year and be completed by the end of the Fall 
semester; it shall consider the faculty member’s performance in the areas of teaching, research, service 
and governance over the six years preceding the review.  The basic standard for appraisal shall be whether 
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the faculty member under review discharges conscientiously and with professional competence the duties 
appropriately associated with his or her position. 
 
Post-tenure reviews shall result in a determination of either “satisfactory overall performance” or 
“unsatisfactory overall performance.”  The FS&TR will consider a current curriculum vitae and annual 
review materials, including the annual planning and narrative statements prepared by the faculty member, 
as well as the annual evaluations from the Department Chair for the period under review.  The FS&TR’s 
review will approximate the detail of tenure or promotion reviews.  While external reviews are not 
required (Faculty Handbook 2008), the Committee will seek external reviews when either the faculty 
member or the Committee considers it appropriate.  The FS&TR shall review all materials received and 
develop its review by majority vote.  
 
The FS&TR shall submit the report of its findings to the Department Chair and to the Dean/Director.  
Where appropriate, the department chair may request additional information or may append comments to 
the report; he or she shall evaluate the performance as “satisfactory overall” or “unsatisfactory overall” 
and submit the report to the Dean/Director.  The Dean/Director may also request additional information or 
append comments.  
 

• Where the FS&TR, the Department Chair and the Dean/Director are in agreement that the 
performance is “satisfactory overall,” the decision is final.  The Dean/Director shall forward a 
report to the Provost for his/her information. 

• Where the FS&TR, the Department Chair and the Dean/Director are in agreement that the 
performance is “unsatisfactory overall,” the decision is final, subject to appeal as described 
below.  An “individual improvement plan” shall be developed according to the procedures set 
forth below, and the Dean/Director shall forward a report to the Provost for his/her information. 

• Where the FS&TR, the department chair and/or the Dean/Director disagree, the Dean/Director 
shall forward the reports to the Provost for decision. 

 
 A faculty member who receives a finding of “unsatisfactory overall performance” may pursue a grievance 

according to the procedures set forth in Section III.G. of the Faculty Handbook.   
 

When a faculty member’s post-tenure review results in a finding of “unsatisfactory overall performance,” 
the faculty member, in consultation with FS&TR, the Department Chair and the Dean/Director shall 
develop an “individual improvement plan” to address the area(s) of deficiency.  The plan must be 
acceptable to the committee, the department chair and the Dean/Director.  Unless, upon the 
recommendation of the Dean/Director, the Provost grants an extension, the plan must be accepted no later 
than forty-five calendar days from the date the faculty member receives notice of a finding of 
“unsatisfactory overall performance” as determined under the provisions of Section III.C.1.c. above, or 
forty-five calendar days from the date the faculty member receives notice that an appeal of such a finding 
has been denied, whichever last occurs.  Where agreement cannot be reached, the final determination of 
whether or not an “individual improvement plan” is acceptable ultimately belongs to the Dean/Director; 
however, in deciding whether or not to approve the plan, the Dean/Director shall apply the standards of 
the specific program, department, and/or school for “satisfactory overall performance.”  A copy of the 
approved plan shall be included in the faculty member’s personnel file. 
 
If a faculty member fails to submit within ten (10) working days and in writing an acceptable 
improvement plan, the Dean/Director, after consulting with FS&TR and the Department Chair may seek 
impositions of sanctions, including dismissal, for misconduct or neglect of duty in accordance with 
Section III.F.4. of the Faculty Handbook.  Sanctions (excepting dismissal) do not obviate the need for 
improvement in performance; the Dean shall also order revision and resubmission of the performance 
plan.   
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The guidelines for follow-up reviews will be as detailed in the Faculty Handbook Section III.C.1.c.ii. 
 
Insuring the integrity of the post-tenure review process is a duty of the Provost.  To that end, the 
Dean/Director shall present an annual report to the Provost about the functioning of the post-tenure 
review process in VIMS.  In addition to the duties described above and in Section III.C.1.c.ii of the 
Faculty Handbook, the Provost may grant an extension of any deadline in the process upon 
recommendation of the Dean/Director; the Provost also has the authority to postpone the post-tenure 
review process for an individual faculty member if the Provost decides that it is in the College’s interest 
to do so. 
 
 

VI. Evaluation Procedures for Appointment, Retention, and 
Promotion for Tenure-Ineligible Faculty Members 
 

A.  Initial Appointment to the Faculty of the Virginia Institute of Marine 
Science 

 
All nominees for an initial appointment to a tenure-ineligible faculty position at VIMS shall, regardless of 
the method of selection, be reviewed by the FS&TR. The Dean/Director shall forward to the FS&TR all 
materials pertinent to evaluation of the candidate selected for any position (including but not limited to 
curriculum vitae, description of prior research and academic experience, and letters of recommendation) 
that were collected, along with any proposal for initial status. The FS&TR shall, within ten (10) working 
days, review these materials and develop a recommendation by majority vote. The FS&TR shall forward 
to the Dean/Director their recommendation (including any minority views) regarding rank. 
 
In the event that the recommendation of the Dean/Director differs from that of the FS&TR, he/she shall 
meet with the FS&TR to discuss and resolve the difference before making a recommendation to the 
Provost regarding a Letter of Intent to Employ. It is appropriate that a consensus be achieved at this time. 

 

B.  Reviews for Retention and Promotion 
 

The first review following initial appointment shall occur no earlier than the fourth semester and no later 
than the sixth semester of the appointment.  The purpose of this interim review is to assess the faculty 
member’s professional development within the context of the research and advisory service needs of 
VIMS and may result in a recommendation for improvement or against retention.  A review for 
promotion following initial appointment may occur at the beginning of the fifth year of employment. 
With the concurrence of the Department Chair and the Dean/Director, the faculty member may request a 
review in advance of a scheduled review date. 
 
On or about 15 January each year, the FS&TR shall identify the individuals subject to third year and 
promotion reviews during the coming academic year.  The appropriate Department Chairs shall be 
notified prior to the annual faculty evaluation cycle.  It is appropriate for Department Chairs to discuss the 
retention and promotion review processes and the expectations for tenure-ineligible faculty as part of the 
annual evaluation process.  Faculty requiring retention decisions and those eligible for promotion review 
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shall be given written notification by the Dean/Director on or around 1 July of each year. The notices 
shall include a request for information pertinent to the review as stipulated in this document. 
 
The faculty member to be reviewed (hereafter Candidate) shall, within 20 working days after notification 
of intent to review, submit to the Department Chair all materials that he/she deems appropriate (see list in 
III, B; other materials may be provided as deemed appropriate by the Candidate). It is the responsibility of 
each Candidate to respond to a request in accordance to the stipulated time-line; failure to do so may 
result in no action being taken by the Department or the Committee. It is important that a list of reviewers 
be delivered to the Department Chair with the review materials and also sent by the Candidate to the 
Committee at the same time.  Reviewers should be from programs, institutions or agencies of a quality 
commensurate with the reputation and standards of the College of William and Mary14. 
 
The Department Chair will send a copy of the materials submitted for review by the Candidate, excluding 
the list of externals reviewers, to the faculty of the department.  Faculty within the Candidate’s 
department will meet during the first week of September to discuss the merits of the Candidate, and all 
faculty of equal or higher rank will indicate by voting whether they support retention or promotion15.   
Procedures to be followed in such meetings are the prerogative of each Department.  
 
After the discussion, the Department Chair will summarize in writing the Department recommendation 
for the Candidate and FS&TR.  If the majority of those faculty eligible to vote do not support retention or 
promotion, the Candidate will be notified by the Department Chair and have the option to withdraw 
his/her application. However, the Candidate may also request that his/her materials be reviewed by 
FS&TR in full knowledge of the Departmental discussion. All Candidates eligible for retention will be 
reviewed.  The Department Chair is responsible for forwarding a letter stating the vote of the department 
to the FS&TR by the end of the first week of September. 
 
Candidates being considered for retention and promotion will submit all requested materials to FS&TR 
by the end of the first week of September.  Materials for promotion reviews will then be sent to external 
reviewers.  The external reviewers will be asked to evaluate the candidate's effectiveness in the areas of 
research, service and education (as appropriate). At the same time, the FS&TR will make each 
Candidate’s CV, narrative and publications available to the VIMS Faculty and will seek their comments 
on the Candidate’s suitability for promotion and tenure. 
 
The FS&TR shall review all materials received and develop a recommendation by majority vote. It shall 
then provide to each Candidate a draft copy of the evaluation and recommendation at least ten (10) 
working days before submission to the Dean/Director. 
 
If the Candidate believes that the decision was based on inadequate consideration, he/she may within ten 
(10) working days of receipt of the draft evaluation and recommendation from the FS&TR, request in 
writing further review.  He/she may submit such additional materials as may be appropriate, and 
comments solicited from additional peers. Upon the written request and submission of additional 
materials, the FS&TR shall undertake a review and within ten (10) working days notify the Candidate of 
the results. If the review action by the FS&TR does not satisfy the affected faculty member, he/she may 
make written request for an appearance before the committee and the Dean/Director. Within five (5) 
working days following the special meeting, the FS&TR shall deliver its final written recommendation 
(and any minority views) to the Candidate and Dean/Director. Both the committee’s vote and the date of 
that vote will be recorded. 

                                                 
14 Provost Feiss’s memo to Deans, September 2006 
15 the vote on retention or promotion of tenure-ineligible faculty is not limited to tenured faculty, as clarified by 
Provost Feiss and Dean Wells in telephone conversation with Carl Hershner February 25, 2009 
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The Dean/Director shall review the final written recommendation of the FS&TR and the 
recommendations from the Department Chair and departmental faculty. If a difference exists between 
reports, the FS&TR and the Dean/Director shall meet to discuss and attempt to resolve them. The 
Dean/Director shall then forward his/her written recommendation to the Provost of the College along with 
the FS&TR evaluation and recommendation document and other supporting documentation, including 
copies of the letters sent to external reviewers, a CV for each external reviewer and an explanation of how 
the reviewers were chosen. 
 
Appeals of recommendations by the FS&TR or the Dean/Director are permitted on procedural grounds as 
described in the Faculty Handbook. 
 
To comply with deadlines for faculty contracts and termination notices as set forth in the current Faculty 
Handbook, the final date by which all promotion reviews shall be completed and recommendations 
forwarded to the Dean/Director is the 15 December.  Third year interim reviews will be completed by the 
end of the fourth week of March. 
 

VII. Review of Faculty Appeals of Annual Performance 
Evaluations 
 
Annual performance reviews of faculty members are an administrative matter involving the individual, 
the Department Chair, and the Dean/Director. In order to provide faculty members with a route of appeal 
within VIMS, the Bylaws stipulate that the FS&TR will “review faculty appeals of annual performance 
evaluations and provide findings and recommendations to the Dean/Director.” 
 
In the event that a faculty member cannot resolve a dispute with the Dean/Director arising from an annual 
evaluation, he/she shall notify the Dean/Director in writing of his/her desire for an independent review by 
FS&TR. The Dean/Director shall, within five (5) working days, submit to the committee all 
documentation about the annual review and a statement of the basis for his/her position. The faculty 
member shall, simultaneously, submit materials that support his/her position in the dispute. 
 
The FS&TR shall within ten (10) working days, assess the merit of the appeal. If appropriate, the 
committee may solicit additional materials that pertain to the issues of dispute. Based on a review, the 
FS&TR shall by majority vote, provide a report and recommendations to the faculty member and the 
Dean/Director. In the event that the Dean/Director does not concur with the evaluation, he/she shall meet 
with the FS&TR and the faculty member to discuss the issues. The committee shall then, by majority 
vote, produce a final report to be forwarded to the individual and the Dean/Director. The Dean/Director 
may use this report as the basis for a revision of the annual performance review.  The report will become 
part of the permanent record of the faculty member. 
 

VIII. Committee Records 
 
The FS&TR Chair or his/her designee shall take minutes of all meetings of the committee. These minutes 
shall be presented at the succeeding meeting of the committee for approval or amendment, and the 
approved minutes shall become a permanent part of the records of the committee. The Chair of the 
Faculty Council and the Dean/Director shall receive copies of the approved minutes of FS&TR meetings. 
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The originals of all materials provided for review and all memoranda of recommendation to the 
Dean/Director shall be retained in the official records of VIMS/SMS under the custodial care of the 
Dean/Director.  
 
Confidentiality: It is essential that records of all proceedings of the committee and all review materials 
shall remain confidential. Following the Virginia Freedom of Information Act, all written materials with 
respect to a particular faculty member shall be available to that faculty member. Copies of materials 
submitted for review may be distributed to a committee member during a review and shall be held in the 
strictest confidence. These duplicate materials shall be returned to the Committee Chair upon completion 
of the review and shall be destroyed (by shredding) immediately. Only the original review materials shall 
be retained as a record of committee action as stipulated above. 
 
Record Storage and Retention: Minutes of all committee meetings and documentation about the cases 
evaluated shall be placed in the official records of the Institute under the custodial care of the 
Dean/Director. Records will be maintained in accordance with all federal and state regulations. 




