ABA 2011 ANNUAL QUESTIONNAIRE PART 5

Profiles


INTRODUCTION
A “profile” should be completed for any individual fitting the following descriptions:

1. A full-time employee of the law school who teaches at least one law school class during the calendar year or holds faculty rank
      2.    A part-time employee of the law school who teaches at least one law school class during the
calendar year
Profiles should be completed for the time period covering the Spring 2011, Summer 2011, and Fall 2011.  The student/faculty ratio is calculated on annualized basis for this same time period.

On the main page of Part 5 of the ABAQuest system, there are two distinct categories of profiles:

1. Full-time employees who teach or hold faculty rank – this category should include any full-time faculty member or administrator teaching at least one class during the calendar year or holding faculty rank, or any visitor replacing a full-time faculty member or filling a full-time permanent visitor slot. 

Include the following in this category:

Full-time employees of the university who teach or hold faculty rank at the law school, even though they have a joint appointment or other responsibilities outside the law school, if they are primarily at the law school (50% or more).

Administrators holding a decanal or director rank, librarians, clinicians and the like if they have a faculty appointment or will teach (i.e., are primarily responsible for) at least one course during the current calendar year (not counting summer).  

Members of your full‑time faculty even if they are on leaves of absence during all or part of the current calendar year, as long as they have a right to return to the full-time faculty at the end of their leave.
Visiting faculty members who will teach full time at the law school during at least one term of the current calendar year (not counting summer).

Emeritus faculty members who will teach full time during at least one term of the current calendar year (not counting summer).

2. Part-time employees who teach
Do not include the following in this category:  

      An individual who offers a Distance Education course for which your students receive credit 

      who is directly compensated for the instruction by another institution.

                   An individual who serves as a part-time, off-site, supervisor of students 

                   Teaching assistants and teaching fellows.
Creating a new profile:  From the main page of Part 5, you will see the four categories of profiles.  To add a new profile, click the “Add Profile” button above the appropriate category.  You will be taken to the data entry page for that profile.  When you are finished entering data for the profile, click the “Submit” button at the bottom of the page.  This will save the profile and return the profile listing page.  The data will not be saved if “Submit” is not clicked, even if you print out the profile.  If you do not wish to save your changes, you may either click the “Cancel” button at the bottom of the page or the “Back to Profiles” link at the upper-left corner of the data page.  To print the profile, click on the printer icon in the upper-right corner of the data page.  This will open a separate browser window and you can print using the browser’
Editing an existing profile:  To edit an existing profile, select the profile you want to edit and click the “Edit Profile” button. You will be taken to the data entry page for profile with the current data being displayed.  You can change any appropriate field (including last name) on this page.  When you are finished entering data for the profile, click the “Submit” button at the bottom of the page.  This will save the profile and return the profile listing page. The data will not be saved if “Submit” is not clicked, even if you print out the profile.  If you do not wish to save your changes, you may either click the “Cancel” button at the bottom of the page or the “Back to Profiles” link at the upper-left corner of the data page.

Deleting an existing profile:  To delete an existing profile, select the profile you want to delete and click the “Delete Profile” button.  You will be prompted to confirm the delete. 

Viewing an existing profile:  To view an existing profile, select the profile you want to view and click the “View Profile” button.  You will be taken to the data page for the profile with the current data being displayed.  You will not be able to make any changes to the data.  If you do wish to return to the main page of Page 5, you may either click the “Cancel” button at the bottom of the page or the “Back to Profiles” link at the upper-left corner of the data page.

Printing a single profile:  You must be adding, viewing or editing a profile.  To print the profile, click on the printer icon in the upper-right corner of the data page (right below the “Log Out” button).  This will open a separate browser window and you can print using the browser’s print function.

Printing all profiles within a category:  From the main page of Part 5, you will see on the left-hand side the option to “Print Profile Data”.  If you click on that option, you will be taken to a screen where you can choose an individual profile to print (by clicking the “Current Profile” button after selecting a profile) or all profiles within a category to print (by clicking the “All Profiles” button).
Viewing and printing reports within Part 5:  From the main page of Part 5, you will see on the left-hand side the option to “View Faculty Results” and “View Admin Results”. 
If you click on the “View Faculty Results”, you will be taken to the Faculty Results screen, which has three horizontal tabs along the top of the data screen: Spring Faculty Results, Fall Faculty Results, and Student Faculty Ratio.  To print just the page being viewed, click on the printer icon in the upper-right corner of the data page (right below the “Log Out” button).  This will open a separate browser window and you can print using the browser’s print function.  To print a summary report showing all the results, click the text “PRINT” to the right of the printer icon (right below the “Log Out” button).  This will open a separate browser window and you can print using the browser’s print function.  This report should be printed in landscape mode.
If you click on the “View Admin Results”, you will be taken to the Admin Results screen.  To print just the page being viewed, click on the printer icon in the upper-right corner of the data page (right below the “Log Out” button).  This will open a separate browser window and you can print using the browser’s print function.

On both of the Faculty Results screen and the Admin results screen, more detail about the report is accessible by clicking highlighted numbers.  Clicking one of these numbers will open a separate browser window which can also be printed.

You can also now edit Profiles from the Profile Multiple Updates section. In this new profile section, the data entry is laid out in a spreadsheet fashion: vertically along the left is the faculty listing, and horizontally in a column manner are now the summer, winter, fall, spring categories. So you will now be able to modify all the faculty credit hours, for numerous faculty members on one page, click the save button, and data entry will be complete. It is no longer necessary to go into each individual profile to modify credit hours. We hope this will reduce data entry time.
DEMOGRAPHIC DATA FOR ALL PROFILES
Please select the Ethnicity which best describes this person: (choose only one from drop down menu):
Prior to entering ethnicity data into the Annual Questionnaire, schools are encouraged, but not required, to resurvey existing students (JD2, JD3, and JD4), and faculty, and ask them the two step race/ethnicity question that is required by the Department of Education for entering (JD1) students.  This is in accordance with the guidance issued by the Department of Education and used by the Integrated Postsecondary Education Data System (IPEDS).  The information so collected will be in accordance with the new race/ethnicity categories listed in the Annual Questionnaire, and it should be reported accordingly.

                If the school does not resurvey its existing students and faculty, it should convert its existing race and ethnicity data for those students to the new race/ethnicity categories listed in the Annual Questionnaire using the method that it or its parent institution uses to convert the data when reporting to IPEDS.  For more information on the reporting categories, category definitions, and the transitional aspects of the new IPEDS reporting system, see http://nces.ed.gov/ipeds/reic/resource.asp and http://nces.ed.gov/ipeds/reic/definitions.asp.

Use the following definitions for ethnic categories:





Hispanics of any race: A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of race.
American Indian or Alaskan Native: A person having origins in any of the original peoples of North America and who maintains cultural identification through tribal affiliation or community recognition.

Asian: A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Subcontinent, including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.
Black or African American:  A person having origins in any of the black racial groups of Africa.
Native Hawaiian or Other Pacific Islander:  A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.
Two or more races:  Self Explanatory, The category used to report a non-Hispanic person who selects two or more of the other racial categories

Nonresident alien: A person who is not a citizen or national of the United States and who is in this country on a visa or temporary basis and does not have the right to remain indefinitely. Note: Nonresident aliens are to be reported separately in the places provided, rather than in any of the racial/ethnic categories described above.
Race/Ethnicity Unknown: The category used to report students, faculty or administrators whose race and ethnicity are not known.
White: A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.
Gender:
Male/Female

SPECIAL INSTRUCTIONS FOR THE QUESTIONS

REGARDING SPECIFIC TYPES OF EMPLOYEES

FULL-TIME EMPLOYEES WHO TEACH IN THE LAW SCHOOL OR HOLD FACULTY RANK

2a.
Does this person have any significant administrative or library duties? (Y/N)

[“Significant administrative or library duties”:  Those people who hold administrative office or perform administrative or library duties beyond those normally performed by a full-time teacher during the calendar year.  If the answer to Question 2a is yes, Question 2b must also be answered.  If the answer to Question 2a is no, skip to Question 3.]

2b.
Which title best describes the person's position?

Dean

Associate Dean/Vice Dean

Assistant Dean

Librarian

Director/Other

[If the answer to Question 2a is yes and the position selected in Question 2b is “Librarian” Questions 2d, 2e and 2f must be answered.]

2d.
Select position:

DR - Director

DD - Deputy Director/Associate Director (Second in charge)

DH - Division Head or Associate Director (e.g., head of public or technical services)

HD - Department Head

PS - Public Service Specialist (e.g., reference, circulation, media, inter-library loan)

TS - Technical Services Specialist (e.g., cataloging, acquisitions, serials)

C - Computer Specialist

GD - Document Specialist

FI - Foreign and International Specialist

AS - Administrative Staff

2e.
Years of full-time library employment:  

[Count only library employment.  This includes all full-time service in any library.]

2f.
Select tenure status:

TLL - Tenure or tenure track in the law library

TLS - Tenure or tenure-track in the law school

TUL - Tenure or tenure track in the university library

TOD - Tenure or tenure track in another division of the university

NT - Not tenure or tenure track

3.
Select the item which best describes the person's rank:

Full Professor

Associate Professor

Assistant Professor

Professional Skills
Instructor

Emeritus

Communications Skills/Legal Writing 

[An emeritus faculty member generally will have given up tenure status through retirement.  Therefore, while the individual’s tenure status may previously have been tenured, it will now probably be short-term contract or other.]

4.
Select tenure status:

Tenured

Tenure track

405(c) contract or its equivalent

Short-term contract

Other

[Standard 405(c) requires that clinicians who are not tenured or on tenure track be provided security of employment (generally a renewable contract of five years or longer) and non-compensatory perquisites similar to those provided other full-time faculty members. Although Standard 405(c) specifically applies to clinical teachers and not to other instructors, such as legal writing instructors, a school might voluntarily provide them with long-term contracts and non-compensatory perquisites that provide the equivalent of 405(c) status.  Since, under Interpretation 402-1, all full-time teachers on tenure track “or its equivalent” count as one FTE each for purposes of computing the student/faculty ratio, a faculty member who is not tenured or on tenure track, but meets the job security and non-compensatory perquisite requirements of Standard 405(c), should be listed with a tenure status of “405(c) contract or its equivalent,” whether or not the faculty member is a clinician.  However, a faculty member who lacks either the job security of tenure or a long-term renewable contract, or the non-compensatory perquisites of full-time faculty members, should be listed as “short-term contract” or “other.”]

5a.
Is this a visitor at your school?  (Visitors who will be at the school for any semester or quarter, but not just summer, should be included in this profile.) (Y/N)

[Answer YES for visitors who will teach full time at the law school during at least one term of the current calendar year (not counting summer or intersessions).  If Question 5a is answered yes, you must also answer questions 5b through 5e.  If Question 5a is answered no, skip to Question 6.]

5b.
Is the visitor replacing a permanent faculty member? (Y/N)
          
[A visitor who is hired to replace a permanent faculty member who plans to return should answer YES to Question 5b.  The key is what position the visitor is filling, not what courses the visitor is assigned to teach.  Thus, even if courses normally taught by the absent permanent faculty member are being covered in other ways, if the visitor is filling the absent faculty member’s line in the budget, this question should be answered YES.  Answer YES to Question 5b for a visitor who is hired on a “look-see” visit to replace a permanent faculty member who has left.  NOTE:  Although the visitor is replacing someone who is tenured or tenure track, the visitor’s tenure status cannot be tenured or tenure track as the person is only visiting.]

5c.
If visitor is temporarily replacing a permanent faculty member, indicate the name of person(s) replaced:

5d.
Is this person filling a permanent position that is reserved for a visitor? (Y/N)

[Answer YES for an individual filling a permanent position reserved for a visitor. If the position is not permanent (e.g., a position approved by the University on a temporary or provisional basis) answer NO to Question 5d.]

5e.
Please indicate the Semester(s) or Quarter(s) that the visitor will be teaching by placing a 'X' in the appropriate box:

Spring

Summer (just completed)

Fall

Winter (if on quarter system)

6.
Was this person on leave of absence or sabbatical or was not employed by the law school at any time this year other than summer? (Y/N)

(‘On-Leave’ doesn’t include reduced teaching loads)

If "Y", indicate which semester/quarter by placing an 'X' in the appropriate blank below:

Spring

Fall

Winter (if on quarter system)

(For a person who is teaching in either the fall or spring, but not both, create one profile. Mark the appropriate semester that they were not at the law school.)

7.
Select the description which best identifies this person's duties.

General Faculty (not otherwise identified below)

Full-Time Professional Skills 
Part Skills and Part General Faculty

Full-Time Communication Skills/Legal Writing 

Part Communication Skills/Legal Writing and Part General Law Faculty

Teaches only Post-J.D. courses

Librarian

8.
Law school credit hours this person will teach (do not include independent study or the like). (Where there is more than one teacher of a class please allocate the hours between or among the teachers.) A "credit hour" is the equivalent of a "contact hour". A faculty member teaching more than one section of the same course is credited with the full number of credit hours for each section to determine total credit hours.  Only include hours for externships if the school formally considers those hours in determining the faculty member’s teaching load.
Full-Time Program


Part-Time Program (for schools with part-time programs)

A. Spring:                        
     
A. Spring:                                         ___
B. Summer


     
B. Summer:                                      ___
C. Fall:   


     
C. Fall:                                             ___
For schools on the quarter system

D. Winter:


     
D. Winter:                                        ___
PART‑TIME TEACHING FACULTY
2.
Select the description which best describes this person:

Adjunct

Part‑time faculty (whose primary employment is in the law school)

Part-time professional skills (not externship supervisor)

Faculty from another unit or with joint appointment not primarily in the law school

Part-time emeritus faculty

[All of the above part-time faculty except teaching assistants and teaching fellows count as .2 FTE subject to the 20% cap on additional teaching resources.]  
[Do not create profiles for teaching assistants or teaching fellows.  They are not included in the calculation for the student/faculty ratio.]

[The distinction between adjunct and part-time faculty is that adjunct faculty members generally have another primary occupation, e.g., the practice of law, whereas a part-time faculty member is primarily a teacher, but not on a full-time basis.]

[Those persons who serve as part-time, off-site, supervisor of students should not be included as part-time teachers.]

[A person who offers a Distance Education course for which your students receive credit should only be included if the individual is directly compensated for the instruction by your institution.]

3.
Law school credit hours this person will teach during the current calendar year (do not include independent study and the like)?  (Where there is more than one teacher of a class please allocate the hours between or among the teachers.)  A "credit hour" is the equivalent of a "contact hour".  A faculty member teaching more than one section of the same course is credited with the requisite number of credit hours for each section to determine total credit hours
Full-Time Program


Part-Time Program (for schools with part-time programs)

A. Spring:                        
     
A. Spring:                                         ___

B. Summer


     
B. Summer:                                      ___
C. Fall:   


     
C. Fall:                                             ___

For schools on the quarter system

D. Winter:


     
D. Winter:                                        ___

[If a part-time teacher for whom a profile was created in the past will not be teaching any classes this year, but may teach again in future years, you need not delete the profile.  Even if a profile exists for a part-time teacher, the individual will only be counted in the part-time teacher count if they are listed as teaching credit hours during the current calendar year or previous summer.]
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