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A Record of Activities and an up-to-date curriculum vitae are required annually to document contributions of faculty members during the past calendar year, in accordance with the Faculty Career Progress/Merit Plan (Joint Committee, February 2009 – see http://www.mcmaster.ca/policy/faculty/Financial/CPMPlan.pdf).  This information is required for Career Progress/Merit award decisions, and no CP/M award may be made in the absence of this report.  Further guidance on the completion and evaluation of the data contained in this form is provided here as an appendix.  
The time period covered is the calendar year (i.e, Jan. 1 – Dec. 31) for the year listed at the top of this form.
Reports must be converted to PDF format. A copy should be submitted electronically to your department chair, no later than the last working day in January.  This document must be signed.  Faculty members can do this in one of two ways:

1. by attaching an electronic signature to the PDF file in section 7; or 
2. print the signature page, sign and scan the page and append to the end of the PDF.  
This form will not be considered to have been submitted unless the declarations (Section 6) is completed, and the form is signed.  

Yellow sections indicate where information is to be provided – please enter data only in these sections.  Additional information, if needed, should be included as a separate PDF and sent along with this form.
	Name:
	
	Rank:
	

	

	Dept./School:
	

	

	Location(s) (Office and Lab):
	

	

	Date (start – end) of Previous Research Leave:
	


· Please attach a current curriculum vitae as part of this application (as per the faculty CP/M Plan)
SECTION 1:
Instructional activities (during the calendar year)
1.1 Teaching

	Course
	Section
	Session
	Req’d or Elective
	Presentation Format*
	%’age Taught
	Load/ Paid Overload
	Enrolment
	# of

TAs/IAs

	e.g. CIV ENG 2A03
	C01
	Fall
	Required
	Blended learning
	50%
	Load
	373
	3 @130 hr

	e.g. PHYSICS 3B06
	C02
	Winter
	Elective
	Lecture / weekly lab
	100%
	Overload
	200
	6 @ 130 hr

	e.g. ENGLISH 721
	C01
	Fall
	Elective
	Lecture
	100%
	Load
	14
	-

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


* Lecture, laboratory, blended learning, online, etc;
1.2 Supervision of Undergraduate Students, Graduate Students, Postdoctoral Fellows 

(Include those who have completed their studies/research this year)
	Name
	Type of Student

(Bachelors / Masters / 
Doctoral / Postdoctoral)
	Start and (Expected)

Completion Dates
	Thesis / Project / Research
	Co-Supervisor(s) (if any)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1.3
Participation in Supervisory Committees 
(indicate only students not supervised or co-supervised by you)

	Name
	Degree
	Department
	Approximate contact hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1.4
Participation in Examination Committees* 

	Name
	Degree
	Department
	Comprehensive / thesis defense

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


* Examination includes both comprehensive and thesis defence committees.

1.5
Contributions to Teaching Practice
Include elements that speak to the quality and impact of teaching contributions, considering some or all of the following categories (see Appendix B for guidelines):

a. Contributions to course design, development and delivery of teaching
b. Educational leadership, mentorship and partnership
c. Scholarly development in teaching and learning 
	· 


SECTION 2:
Research Activities

2.1 Research Grants and Contracts – Successful (List all grants and contracts that you held during the year) 
	Council / Agency / Program
	Type*
	Amount/Year
	# of Years


	Role (e.g. PI, co-PI, collab)
	Date of Award
(Month/Year)
	Place an “X”

	
	
	
	
	
	
	New
	Renewal

	
	
	$ 
	
	
	
	
	

	
	
	$ 
	
	
	
	
	

	
	
	$ 
	
	
	
	
	

	
	
	$ 
	
	
	
	
	

	
	
	$ 
	
	
	
	
	

	
	
	$ 
	
	
	
	
	


* Indicate Contract or Grant (if Grant, specify Operating, Equipment, Workshop/Travel, or indicate Other)

2.2 Research Grants and Contracts – Applied for (List all grants and contracts that you applied for during the year)
	Council / Agency / Program
	Type*
	Total Budget
	# of Years


	Role (e.g. PI, co-PI, collab)
	# or Applicants
	Place an “X”

	
	
	
	
	
	
	Pending
	Not funded

	
	
	$ 
	
	
	
	
	

	
	
	$ 
	
	
	
	
	

	
	
	$ 
	
	
	
	
	

	
	
	$ 
	
	
	
	
	

	
	
	$ 
	
	
	
	
	

	
	
	$ 
	
	
	
	
	


* Indicate Contract or Grant (if Grant, specify Operating, Equipment, Workshop/Travel, or indicate Other)

2.3 Research Publications and Presentations
Please indicate all publications that were either submitted, in press or published.  The categories listed below are those required by the Senate Committee on Appointments when considering tenure and promotion cases.  In each case, provide a full citation that lists the author(s), title, journal, volume, pages, year and DOI. Include the ORCID identifier if available.  If preferred, a separate list can be inserted below the table provided that it uses the same categories as those in the table, in the order given.  When publications appear in non-traditional formats (e.g. early versions published electronically), please provide sufficient detail to understand this.
Please place an asterisk (*) next to any item that is appearing on this form for the first time (i.e. was not listed, even in alternate format, in a previous year).

	(a) (i) Publications – Peer Reviewed

	
	(1) Books

	
	· 

	
	(2) Contributions to Books

	
	· 

	
	(3) Journal Articles

	
	· 

	
	(4) Research creation and artistic contributions (e.g. exhibitions, performances, recordings, screenings)

	
	· 

	
	(5) Journal Abstracts

	
	· 

	
	(6) Other, including Proceedings of Meetings

	
	· 

	(a) (ii) Publications – Non-Peer Reviewed

	
	(1) Books

	
	· 

	
	(2) Contributions to Books

	
	· 

	
	(3) Journal Articles

	
	· 

	
	(4) Research creation and artistic contributions (e.g. exhibitions, performances, recordings, screenings)

	
	· 

	
	(5) Journal Abstracts

	
	· 

	
	(6) Other, including proceedings of meetings, trade publications, op-eds

	
	· 

	(a) (iii) Publications – Accepted for Publication (in final form)

	
	· 

	(a) (iv) Publications – Submitted for Publication

	
	· 

	(a) (v) Publications – Unpublished Documents

	
	(1) Technical Report Series

	
	· 

	
	(2) Other

	
	· 

	(b) (i) Presentations at Meetings – Invited (put an ampersand (&) against any you did not present personally)

	
	· 

	(b) (ii) Presentations at Meetings – Contributed (put an ampersand (&) against any you did not present personally)

	
	(1) Peer Reviewed

	
	· 

	
	(2) Non-Peer Reviewed

	
	· 


2.4 Supervision of Research Staff 

(List all research staff for which you are the sole or co-supervisor)

	· 


2.5
Noteworthy Contributions to Research 

(List contributions occurring over the past calendar year only.  Examples include comments related to works in progress that have not yet been submitted; the development of research partnerships including the development of community engaged research; engaging in creative performance, knowledge transfer and commercialization activities, including working to patent or licence an invention; creating a start-up company; working to enhance the public service mission or health care mission of the university, etc.).
	· 


SECTION 3:
Service Activities

3.1
University Citizenship (service on Department, Faculty, and University Committees)

	· 


3.2
Current McMaster Administrative Appointments (Associate Chair, Program Director, etc.—include appointment dates)
	· 


3.3
External and International Service (professional societies, government agencies, community organizations, etc.)
	· 


3.4
 Noteworthy Service-related Activities
(Include informal service activities that help to create an inclusive and diverse campus environment, which might include: mentorship or sponsorship of junior faculty and other colleagues, work with student groups and other such bodies on campus, nominations for prestigious awards, etc.)
	· 


SECTION 4:
Other contributions
(List other contributions that do not fit into any of the categories listed above.  Examples include: honours special awards or prizes, etc.z0
	· 


SECTION 5:
Reflections and Goals
(Provide your reflections on your teaching, research, and service this past year. Include your goals for teaching, research, and service for the year ahead)
	· 


SECTION 6:    Declarations

One of the main purposes of a university is to encourage and facilitate the pursuit of research (i.e., an undertaking intended to extend knowledge through a disciplined inquiry or systematic investigation). The attainment of this purpose requires the individual integrity of all members of the University community. By signature of this document you indicate that you are familiar with and abide by the McMaster Research Integrity Policy – see http://www.mcmaster.ca/policy/faculty/Research/Research%20Integrity%20Policy.pdf 

The University’s conflict of interest in research policy (see -  http://www.mcmaster.ca/policy/faculty/Research/StatementOnConflictOfInterestInResearch.pdf)  requires all members of the University who are involved in research to act with integrity in all research relationships and to avoid situations that present conflicts between their duties or responsibilities related to research and their personal, institutional or other interests.  Where unavoidable conflicts exist, those involved have the responsibility to disclose those conflicts to the appropriate authorities to ensure that research outcomes are not compromised. 
The faculty code of conduct provides that faculty members must disclose conflicts of interest or other circumstances that may reasonably introduce or appear to introduce bias into any academic or administrative decision to which they may be a party.

Do you have any activities that you wish to disclose as either conflicts or possible conflicts?

[image: image1.jpg]        YES
  NO 

If yes please explain.

	· 


Do you certify that any activities you have as a consultant comply with the University’s conflict of interest policy?
       YES
      NO
If no please explain.

	· 


SECTION 7:   Signature
I declare that the above information accurately reflects my teaching, research and service activities for the calendar year and that the declarations made in section 5 are true.

	
	
	
	

	Signature
	
	
	Date


Once complete, forward this Record of Activity to your Chair/Director, 

along with your Consulting Activity Report
Appendix A: Guidance on the completion and evaluation of the Annual Record of Activities Form

Each year all members of faculty are required to complete a Record of Activities form.  This must be submitted to the chair of the faculty members department or school.  This form is used as the basis for determining the CP/M that each faculty member receives, and no merit can be awarded unless this form is submitted, on time.

The data in the Record of Activities form is used to evaluate the contributions of a faculty member in each area of teaching, research and service, and to develop a weighted average of these (typically using a 40:40:20 weight function).  Merit evaluations should take into account all contributions listed.  However, it is important to note that the chair or director, supported by any other colleagues who assist in making merit evaluations, will use their judgment in deciding how to value each contribution listed.    Departments may use additional input to evaluate the effectiveness of each contribution.  In particular the student evaluation of teaching performance can used as part of the teaching evaluation. However, the teaching component of merit must not be based solely on student-evaluation data.

Deans and Chairs/Directors will in many cases augment this guidance to take into account local expectations and disciplinary norms.  These might include, for example, an indication of the stage in the life of a publication at which it is used in the CP/M scoring (e.g. when accepted or when published); how a major publication such as a book or an edited volume is to be weighted and whether such a contribution is applied to the CP/M score over more than one year.  In a similar manner departments may vary as to how they value work in progress, the development of long-term partnerships, non-refereed publications, etc.  While such local variation is reasonable and appropriate, it is important that faculty understand such expectations and practices in advance.

Finally, the evaluation of faculty merit is far from an exact science.  Both subjective and objective measures are involved.  We expect that those awarding merit will use their best judgment in weighing both the quantity and quality of the work being done by the faculty members in their unit.  Merit is awarded within the confines of a fixed pool, the size of which is agreed upon between the University Administration and Faculty Association.  For many years this has been done on the basis of 120 par increments per 100 faculty members.  The merit award given is therefore not an absolute indication of performance but rather an indication of performance relative to one’s colleagues. 
Appendix B: Guidance and examples for completing Section 1.5 on Contributions to Teaching Practice
Please use Section 1.5 on Contributions to Teaching Practice to summarize your teaching and learning activities as they relate to a) contributions to course design, development, and delivery; b) educational leadership, mentorship, and partnership; c) scholarly teaching and learning; and/or d) reflections on teaching practice.

Below we provide examples that faculty have used in each of these sections. Please note the examples in each category are meant to promote reflection on one’s practice and are not intended as prescriptions (i.e. it is not expected that you will have completed all of these things!) 

a. 
Contributions to Course Design, Development, and Delivery 
For this category, examples often include: Initiatives undertaken in support of Equity, Diversity, and Inclusion (EDI); development of educational resources for students and faculty; initiatives undertaken to promote accessibility in teaching and learning; (re)design of assessment practices to promote deeper learning; participation in teaching and learning workshops focused on course design, development, and/or delivery.
b. Educational Leadership, Mentorship, Partnership 
For this category, examples often include: leading working groups, participation on panels, designing and/or leading new educational programs; championing innovative approaches to educational program design and/or delivery; mentorship of other faculty members and/or students (outside of a supervisory role); fostering connections/developing partnerships with faculty and/or students from other disciplines to promote the interdisciplinarity of teaching and learning; participation in leadership/mentorship programs designed to enhance pedagogical practice; participation in teaching and learning workshops and conferences; organizing teaching and learning conferences; teaching award(s) won or nominations for teaching awards.
c. Scholarly Development in Teaching and Learning 
For this category, examples often include: participation in professional development related to enhancing teaching practice, research projects designed to enhance teaching and learning practice; dissemination of teaching and learning scholarship in academic journals, books, presentations, etc.; participation in workshops/programs designed to assist in the development of scholarly research on teaching and learning; Scholarship of Teaching and Learning (SoTL) projects, either completed or in development.
Appendix C: Guidance and optional prompts to consider when completing Section 5 on Reflections and Goals
Please use Section 5 on Reflections and Goals to provide your reflections on your teaching, research, and service this past year. Include your goals for teaching, research, and service for the year ahead. Consider this an open section for you to look back over the past year at the things have gone well that you are particularly proud of and the things that might leave you with an opportunity to develop further as you look ahead to the coming year. 
Below we provide some prompts that you might consider using to frame your reflections on your development as an educator, as a researcher, and as someone who contributes to service at McMaster over this past year. These are not meant to be prescribed prompts, but rather some suggested questions that might help you consider how to frame your reflections and goals. 

For your teaching reflections, you might consider: How have your above-mentioned contributions to teaching, mentorship, and scholarly teaching (Section 1) impacted you and your students’ learning experiences? What is an important conversation or insightful observation you had about your teaching this past year? 
For your teaching goals, you might consider: What have you learned this year that you’d like to apply to your teaching in the future? What would you like to learn and build into your teaching practice next year? 
For your research reflections, you might consider: How have your above-mentioned contributions to research activities (Section 2) impacted you and the university’s mission to discover, communicate and preserve knowledge? What is an important conversation or insightful observation you had about your research this past year? 
For your research goals, you might consider: What have you learned this year that you’d like to apply to your research in the future? What would you like to build into your research plans or practice for next year? 
For your service reflections, you might consider: How have your above-mentioned contributions to service (Section 3) impacted you personally, or your department, your Faculty, or the university at large? What is an important conversation or insightful observation you had about your service this past year? 
For your service goals, you might consider: What have you learned this year that you’d like to apply to your service activities in the future? How might you like to contribute to service in the coming year? 
http://www.mcmaster.ca/vpacademic/FormsMainPage.html 


