FACULTY GUIDE
Resources for
managing and
programming
the NIRSA
School

Additional information can be found at
www.nirsa.org/School
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Introduction
This handbook is designed to introduce current and prospective faculty members of the NIRSA School of
Collegiate Recreation to the details of planning, marketing, conducting, and evaluating the NIRSA School
of Collegiate Recreation Level I and II events. The document provides general information, policies,
procedures, and resource information. Roles and responsibilities for faculty are outlined in this
document.
Serving as a volunteer faculty member for the NIRSA School of Collegiate Recreation is a wonderful
opportunity to guide current and future leaders in the profession, and allows NIRSA members the unique
opportunity to work together in the creation and delivery of a dynamic curriculum.
In an effort to continue to meet the learning needs of NIRSA members, the information in this document
is subject to review and modification each year.
Relationship to NIRSA Strategic Plan
This event shall be designed to help support NIRSA’s Strategic Plan -Goal III -NIRSA will be the primary
resource for professional development of collegiate recreation individuals throughout their careers
(source: NIRSA Strategic Plan 2013-2018)
Event Description
The NIRSA School is designed for professionals at two primary levels in their careers.
•Level I focuses upon those professionals in recreational sports with less than five years of full-time
experience.
•Level II is designed for professionals with five or more years of full-time experience.
Curricular offerings and the schedule are designed to offer an intensive program structured to provide
participants with professionally challenging sessions to further develop their competencies. The
interrelationship between course offerings is designed to provide a well-rounded approach to handling
challenges in today's recreational sports management environment. Participants must attend the entire
event to receive a certificate of completion.
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Frequently Asked Questions
How much time is required to be an effective faculty member?
Generally, the role should take only a couple hours a month (for part of the year) for regular
correspondence, and planning. Faculty can expect that time commitment to increase to 5-10 hours per
month in the 6 months prior to the event. This time is spent preparing content (s) prior to the NIRSA
School of Collegiate Recreation (NSCR). The event itself is comprised of many days of meetings, sessions,
and evaluations with lots of discussions worked in.
Are faculty members responsible for their own expenses (travel, materials, etc)?
NIRSA covers all travel costs, and per diem to and from the NSCR event for all faculty members. Lodging is
at double occupancy with another faculty member. Additionally, the budget supports a face-to-face midyear meeting.
Copying and basic materials are also covered by NIRSA as part of the overall NSCR event budget.
How often does the faculty meet?
The meeting schedule is determined by the chair in collaboration with NIRSA HQ at the beginning of the
event planning process.
Options:
•Teleconferences, videoconferences
•Upon request by the Chair, space at NIRSA Annual Conference may be requested 6 months prior to
conference). and the day following the NSCR.
•Mid-year planning meeting in the fall.
Why can’t faculty members hold other elected/appointed positions within NIRSA?
The intent of this policy is to ensure individuals don’t become overloaded with NIRSA responsibilities and
can adequately fulfill their volunteer roles. In addition, the Association is committed to offering the ability
for interested and qualified members to serve in a faculty role, avoiding using the same select/small
group continuously.
How are host sites, dates, and registration costs determined for the NSCR?
NIRSA HQ is solely responsible for these decisions. Various data points are considered when making these
decisions such as recommendations from past participants, faculty recommendations, and budget
parameter. An effort is made to rotate School events to different parts of the country. Sites and dates are
determined through a request for proposal process and registration costs are determined through the
NIRSA annual budget process.
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Faculty Member Position & Term Description(Revised 10/01 and 5/07)
The School Faculty shall consist of six (6) appointed members. Each year, two new members are
appointed for a three (3) year term.
Qualifications (Revised 10/01, 4/02, 1/09)
Applicants to the Faculty must meet the following minimum criteria:
1. At least three years continuous NIRSA membership in the professional, professional life, retired,
emeritus or associate member category.
2. Agree to maintain NIRSA membership through NSCR Faculty term.
3. Demonstrated presentation/teaching experience, and recognized teaching abilities. (List
presentation/teaching experiences and include support letters, thank you letters, etc.)
4. Minimum of five years at a managerial and/or administrative level in a recreational sport,
corporate, or public setting.
5. Ability to attend faculty meetings
Preferred: Experience supervising full-time employees.
Preferred: Graduate of the NSCR (Level I or II)
Selection Process (Revised 10/01, 11/02 and 5/07)
1. Faculty vacancies may be announced via available NIRSA outlets (ie—NIRSA Know, website, social
media). This posting shall include a summary of position qualifications and responsibilities and
specify the application/selection process and timeline.
2. Online submissions will be routed to the NIRSA Director of Professional Development
3. Applications, including supporting materials, shall be forwarded to members of the faculty.
4. The faculty will review applications according to eligibility requirements. The faculty will rank
applicants and determine new faculty recommendations over a teleconference in early February.
5. The Chair shall send recommended faculty nominees, along with the rationale and all applications
to the Director of Professional Development 5 business days before the exhibit posting deadline
for the March BOD teleconference.
6. The NIRSA Board of Directors shall appoint new faculty members by March 30th of each year
7. The Chair shall notify new faculty members of their appointment. The Chair shall also notify
individuals not appointed of the results of their application.
8. Faculty members may not hold any other elective office in NIRSA during their tenure on the
School Faculty.
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Operation of the NSCR
The faculty is responsible for the design and implementation of the curriculum for the NSCR. The faculty
shall identify curriculum topics, conduct and oversee all sessions; prepare and present reference and
bibliographic information, and corollary materials; interact with participants in all sessions; and respond
to participant evaluations in ways which afford continuous improvement to the format and content of the
School. The faculty shall also request logistical needs through NIRSA’s Professional Development
Department.
Content Development
The faculty shall develop an education program plan in the fall each year during a mid-year meeting (in
person) meeting. This plan should identify the proposed curriculum and schedule for next School event.
The Chair, in consultation with the faculty, will develop the program plan. The program plan will be
developed in a format that provides for the needed flexibility with respect to availability and expertise of
the faculty.
Program content will consist of topics that pertain to the leadership and management of recreational
sports programs. Content should support participants’ growth in NIRSA’s Core Competencies. The faculty
will decide the curriculum. The faculty should investigate and be knowledgeable of the curriculum for
other, similar management schools, training, and development programs to maintain current and
relevant focus with the School. Faculty may choose to center the curriculum on one or two particular
themes. The Chair will provide the proposed program schedule following the mid-year meeting for
posting on the website.
Faculty Meetings
Faculty meetings will be determined by the group at the beginning of the planning process each year.
An example of an annual meeting framework may include:
1.
2.
3.
4.
5.

Mid Year Meeting –on site (usually scheduled for 2 full days in Oct/November)
Annual Conference meeting
On site faculty meetings -mornings/evenings
NSCR event debrief meeting—either on site at the event, or 2 -3 weeks post-event
Curriculum planning meetings—via teleconference/videoconference as called by Chair

All faculty members attend meetings to review and evaluate the event, determine curriculum revisions,
discuss logistical needs, discuss faculty applications and other related business.
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Site Selection
NIRSA’s Professional Development Department will secure a site between June-August of the previous
year. NIRSA’s Professional Development Department is solely responsible for working with Helms Briscoe
(event management firm) to select sites through a request for proposal process. Some of the parameters
that are important to the success of the school are the following: the need for large enough space for
gathering of all and two additional break out rooms; provided breakfast for all; a site that has eating
establishments nearby that allow for quick transitions and moderate costs; etc. Additionally, a possible
mid-year meeting of faculty may be negotiated into the hotel contract.

Feedback from the faculty are taken into consideration during the process. An effort is made to rotate the
event site through a different region when possible. Other data points when determining site selection
include post-event evaluations when members are asked to provide site recommendations.
Marketing/Promotion of the NSCR
NIRSA HQ is responsible for developing a marketing strategy to sell the event to members.
Faculty Chair of the NSCR
Selection Process
The NIRSA Board of Directors shall appoint a Chair for a one-year term beginning each year at the
completion of the NSCR (usually one of the third-year faculty).
Chair Role and Responsibilities
The President may assign specific charges to the Chair as warranted, in addition to the duties outlined
below:
1.Serve as liaison between the NSCR Faculty and the Director of Professional Development.
2.Coordinate selection of new faculty members with faculty and Director of Professional Development.
3.Ensure the NIRSA Position Acceptance Contract is completed by faculty members.
4.Communicate and clarify policies and procedures to faculty.
5.Develop the program plan, including the schedule, program content, and teaching assignments, in
consultation with the faculty.
6.Collect materials from each faculty member by and review for overlap and coordination of content
between topics.
7.Serve as faculty member.
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8.Work cooperatively with the NSCR Faculty and the Director of Professional Development in all other
aspects that pertain to the organization and administration of the Schools.
9.Prepare communication to send to the NSCR participants about the school. The communication should
welcome attendees, outline pre-reading requirements, cover attendance expectations, and other
required assignments so they come prepared.
10. Opening Session at the NSCR and include any/all of the following:
a)
b)
c)
d)
e)

Welcome and Introduction of NSCR Faculty
Review the attendance policy
Make announcements relating to session material
Review general information (attire, name tent movement, restroom locations, etc.)
Remind participants to complete post event evaluation

11.

Develop agenda items and convene faculty meetings as necessary.

12.

Assign leadership roles within faculty as needed

a)
b)
c)
d)

Budget appointee
Technology appointee
NIRSA BOD liaison if needed
Chair has flexibility to use the individual talents of the faculty

Additional Responsibilities of the FacultyRecruitment of Participants
•
•
•
•

Actively recruit eligible members at the NIRSA Annual Conference preceding the NSCR.
Encourage graduates to recruit another professional to attend.
Target directors and educate them to the benefits of the NSCR, encourage them to send their
staff for professional development.
The Board of Directors and Faculty currently agree to the concept of maintaining the registration
maximum at 48 students per school to enhance the experience of attendees

Budget
The NSCR faculty will be consulted in the budgeting process by reviewing and making recommendations
to the Director of Professional Development for presentation to the Board of Directors.
Instructional Preparation and Responsibilities
Faculty members are required to submit session materials (a course outline to include learning objectives
and assessment methods, session notes and, if applicable, pre-assigned reading) to the Chair by April 1.
The Chair reviews the materials for coordination and any duplication or other conflicts. The Chair will
adjust the schedule, if necessary, to maximize the logical sequencing and interrelationship of information.
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Content
Each faculty member will indicate his/her preferred topic areas to the Chair, who then determines the
best matches once the new faculty members have been appointed. Teaching assignments for returning
faculty should be made by fall (Sept-October).Content must be designed to support members’ growth in
NIRSA’s Core Competency areas.
Instructional Methods
Faculty should provide a variety of teaching methods within the sessions to accommodate diverse
learning styles. Emphasize interactive sessions in which participants are actively engaged. Prepare written
resources for student reference after the NSCR has been completed. Some sessions may lend themselves
to a dual-faculty approach.
Course Outlines
Outlines will be provided to participants prior to NSCR and should include the topic, faculty name and
contact information, course goals/objectives, course outline, and pre-assigned NSCR readings (if
applicable). In addition, a section can be included which identifies key concepts and any related readings.
Pre-Assigned Reading
It is recommended that a cover letter written by the Chair is sent with the material; the letter outlines
expectations, highlights assignments to be completed before attending the NSCR and encourages
individuals to prepare early. However, experience has shown that many participants read the material on
the plane or on the evening prior to the session. Be selective about articles and assignments participants
are required to complete prior to attending the NSCR. In addition, be realistic about the amount of
information assigned, as participants have multiple sessions to prepare for. Directly reference the
information pre-assigned; failure to do this has resulted in significant negative feedback from
participants.
Copyright Permission
Individual faculty are responsible for requesting permission to reprint any copyrighted material. Most
university libraries have the following publications available in the reference section: Books in Print Publisher's Volume; Publishers, Distributors and Wholesalers of the United States; Ulrich’s Periodicals
Directory; and the Gale Directory of Periodicals and Broadcast Media. These publications include details
on where to send request letters.
Audio Visual
NIRSA HQ will coordinate the Association’s standard A/V package for School sessions. This includes
projector and screen. Faculty must request any additional audiovisual requests to the Director of
Professional Development by May 1. Accomodation may be made if budgetary resources are available.
Evaluations
Faculty will receive an overall NSCR evaluation summary from the Director of Professional Development.
Participant comments will be provided with the evaluations and should be reviewed to assist in improving
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the session for the following year. Incorporation of participant feedback is important for continued
improvement.
General Responsibilities of the Faculty at the NSCR
1. Assist in developing and conducting the exercises for the Opening Session.
2. Attend all sessions, interact with participants and facilitate their interaction. It is permissible to
skip the session immediately preceding yours to make final preparations. However, if you present
the second session of the morning or afternoon, you should still show up for the beginning of the
first session.
3. Attend breakfasts and the social; these functions are provided to foster interaction between
participants and Faculty.
4. Attend the Awards Banquet to recognize graduates.
5. Coordinate distribution of diplomas at the Awards Banquet.
Attire
Wear professional attire when presenting and when attending the Awards Banquets (photos will be
taken). Casual attire is appropriate when not presenting.
Expenses
NIRSA will pay for all direct costs related to the NSCR such as travel (according to NIRSA Travel Policy)m
lodging (rooming with another faculty member), and meals (per diem) after an expense report is
submitted. Also included are materials (submitted by the deadline for reproduction), and special request
for audiovisual equipment requested by May 1. Keep in mind the budget must reflect the needs of
materials and technology support.
Roles and Responsibilities of NIRSA’s Professional Development Department
Content Consultation
NIRSA’s Professional Development Department is charged with overseeing the development and
maintenance of NIRSA’s national education portfolio. Faculty are directly responsible for designing
curriculum for NSCR, but the Professional Development Department has an interest in ensuring the
content of the event supports the overall education strategy for the association. Open lines of
communication between faculty and NHQ staff is encouraged. NHQ staff will provide any useful data
being collected by the Association to help inform content development.
Event Evaluation
NHQ staff will work between the BOD, Association staff, and faculty to help evaluate and determine any
needed changes to this event to support the Association’s educational strategy.
Marketing & Registration
NHQ staff will develop and implement and event registration & marketing plan for NSCR.
Logistics
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NHQ staff will 1. Coordinate meeting room layout and technical support. Work with the hotel and/or other
contract agencies to provide the necessary audiovisual equipment, wi-fi and other technology
support. Provide supplies requested by faculty and/or contact individual faculty if a request
cannot be met.
2. Arrange lodging for faculty and help coordinate travel.
3. Determine faculty roommate assignments with input from chair.
4. Post materials for distribution to attendees on the NIRSA web site.
5. Coordinate pre-registration process, and ensure participants meet eligibility requirements.
6. Email pre-assigned reading materials to participants if received from faculty.
7. Conduct registration and assist participants as needed.
8. Prepare graduation diplomas for all participants successfully completing the NSCR.
9. Coordinate and distribute NIRSA post event evaluation. Send appropriate
10. results to faculty.
11. Coordinate an optional afternoon social activity (with additional registration fee), if desired by
faculty, for the NSCR participants.
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Sample Event Planning Cycle
July
Chair:
Begin developing program for NSCR
Ask faculty for teaching preferences
Faculty:
Submit teaching requests to Chair
Begin developing NSRSM program
NIRSA Director of Professional Development:
Verify and process all bills relating to NSCR
Compile evaluations
Submit proposed NSCR budget to NIRSA Professional Development Department for
consideration into NIRSA’s annual budget process
August
Chair:
Develop program and schedule with the Director of Professional Development
Director of Professional Development:
Develop program and schedule with Chair
Send evaluation results to the faculty
September
Chair:
Complete program and schedule and notify faculty of teaching assignments
Coordinate Mid-year meeting arrangements with Director of Professional Development
Director of Professional Development
Coordinate Mid-year meeting arrangements with Chair
October
Chair:
Submit program content to the Director of Professional Development for inclusion in
promotional material
Coordinate teaching assignments and finalize sessions at mid-year meeting
Make any recommendations to the Director of Professional Development for changes or
updates to the New Faculty Application Form/materials.
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Director of Professional Development:
Notify chair of approved/modified NSCR budget following mid-year BOD meeting
November
Faculty:
Continue preparations on teaching assignments
Update forms/materials for new faculty applications
December
Director of Professional Development:
Advertise faculty member opening through appropriate outlets.
January/February
Chair:
Send reminder to faculty about meeting at the Annual Conference
Send reminder to faculty about submitting materials by April 1
Conduct conference call with Faculty and Director of Ed. for new Faculty selection
Faculty:
Review nominees for open faculty positions
Director of Professional Development:
Forward all applications/material to current Faculty to review
February
Chair:
Provide new faculty recommendations with rationale and copies of ALL applicant
materials to Director of Education at least 24 hours prior to posting deadline for March
BOD teleconference
Faculty:
Continue working on teaching materials
March
Chair:
Develop agenda for meeting at the Annual Conference
Compile teaching materials submitted; review for coordination
Prepare recommendation for new Chair
Faculty:
Prepare for promoting NSCR at the Annual Conference
Final preparations on teaching material
Submit session materials to the Chair by April 1
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Professional Development:
Help coordinate exhibit with new faculty recommendations and rationale and all
applicant materials for posting for review by NIRSA BOD at their March teleconference
call
Begin preparations for faculty travel and lodging
Communicate to chair, the NIRSA BOD decision for new faculty appointments
April
Chair:
Notify applicants selected as new NSCR Faculty members (preferably before Annual
Conference)
Conduct meeting at the Annual Conference for current and newly appointed faculty and
the Director of Professional Development
Prepare welcome letter to attendees
Notify those applicants not selected
Faculty
Attend meeting at the Annual Conference (if it is determined by the faculty that they will
meet)
Prepare final instructional materials, handouts by May 1.
Finalize AV requests to the Director of Professional Development by May 1.
April-May
Chair:
Make final preparations with faculty regarding travel arrangements and assignments.
Review current budget & propose changes for next year’s budget to the Director of
Professional Development
Assign appointee to give input for budget and work with Director of Professional
Development
Faculty:
Acquire materials needed for ice breakers and group exercises by May 15th.
Director of Professional Development:
Make final preparations with faculty for travel, requests, etc.
Send letter and pre-assigned reading materials, received by deadline, to participants
Prepare and ship materials to site
Relay travel information to faculty
Post designated presenter materials for distribution to attendees on the NIRSA website
Develop budget with faculty appointee

13
May-June
Chair/Faculty:
Conduct/Attend NSCR
Attend NSCR Faculty meetings
Director of Professional Development:
Write event debrief, close financials (due within 90 days of event close)
Attend NSCR
Coordinate on-site needs for NSCR
Coordinate site selection for NSCR
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Appendix A

NIRSA: Leaders In Collegiate Recreation
POSITION ACCEPTANCE AGREEMENT
Your expertise in this profession and commitment to the National Intramural-Recreational Sports
Association (NIRSA) will greatly contribute to the advancement of Association goals, and as such, your
efforts are sincerely appreciated. An appointment/election to a position in our Association is both an
honor and a privilege. With this position comes responsibility to fulfill duties and obligations in the
highest professional manner while upholding the mission, goals, objectives and ideals of the NIRSA.
I agree to fulfill the duties and responsibilities of my position as an appointed/elected officer within the
NIRSA. I agree to uphold the Bylaws of the Association, conduct myself in accordance with the ideals and
standards of the Association and adhere to its Code of Ethics.
I recognize that I individually benefit from serving in said position(s) through increased knowledge and
professionalism as well as the professional exposure I gain from said service. In return, I recognize and
agree that all the work I do as a result of my service including all work product is done for the benefit of,
and belongs to, the NIRSA. I agree that all work product including but not limited to surveys and results,
papers, books, research and forms belong to the NIRSA.
I understand that the NIRSA shall not be bound by any statement or actions by me except when such is in
pursuance of specific instructions by the NIRSA. I understand that I am not to present myself as a
representative of the NIRSA at any time other than in the fulfillment of the duties and responsibilities as
described for my position. I agree to maintain current membership in NIRSA for the duration of my term.
I understand that if at any time during my term I fail to fulfill my duties or meet these commitments, I
may be removed from my position. By my signature, I agree to abide by these conditions.

Name: (Please print) ______________________________________________________________

Signature: _____________________________________________________________________

Date: _________________________________________________________________________

NIRSA Position (State Director, committee name, etc.) ____________NIRSA Faculty
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Event Location History
The event was initially designed for a more experienced professionals. A Level 1 experience was
incorporated starting in 2001. Since that time, Level I and II have been offered on a 3 -year schedule—
Level 1 offered 2 years, Level II offered on the 3rd year.
Year

Event

1989

Indianapolis, IN

1990

Breckenridge, CO

1991

Breckenridge, CO

1992

Breckenridge, CO

1993

Breckenridge, CO

1994

Louisville, KY

1995

Little Rock, AR

1996

San Diego

1997

San Diego

1998

Corvallis, OR

1999

Hilton Head, SC

2000

Breckenridge, CO

2001

Level I, Orlando, FL

2002

Level II, Tempe, AZ

2003

Level I, Tempe, AZ

2004

Level I, Indianapolis, IN

2005

Level II, Hilton Head, SC

2006

Level 1, San Antonio, TX

2007

Level 1, Charlotte, NC

2008

Level II, San Diego, CO

2009

Level 1, Nashville, TN

2010

Level 1, Tampa, FL

2011

Level II, Indianapolis, IN

2012

Level 1, Tampa, FL
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2013

Level 1, Portland, OR

2014

Level II, Baltimore, MD

2015

Level 1, St. Louis, MO

2016

Level 1, Dallas, TX

2017

Level II, Saint Paul, MN

2018

Level 1, Virginia Beach, VA

