College of Humanities and Social and Behavioral Sciences
Guidelines 
Assembling Reappointment, Tenure and Promotion Application Materials

(Including Professor Salary Adjustment) 

(Revised July 2009)
These guidelines have been prepared to assist college faculty in the preparation of material to be submitted for personnel decisions including reappointments, tenure, promotions, and professor salary adjustments.  The material presented here are only suggestions as the college and the university recognize that Article 14, paragraphs 36 and 37 of the 2008-2011 Agreement  takes precedence over the materials included in this document.

Agreement, Article 14, paragraph 36: “It is the responsibility of each bargaining unit member to document both the quantity and quality of his/her activities and achievements. …[and] the bargaining unit member has final responsibility for bringing forth all evidence that the bargaining unit member wishes to be advanced in conjunction with recommendations and decisions.”
Agreement,  Article 14, paragraph 37:  “Supporting documentation for reappointment, tenure, or promotion shall include a narrative statement for each evaluation criterion, explaining how and to what extent each of the activities claimed has met the standards set forth in the departmental procedures, criteria, standards, and bylaws and the terms of this Agreement.”
Suggestions for Organization of Materials:
Items 1-4 below may be in a separate folder or binder from item 5.  (Putting item 5 in a separate folder makes reading items 1-4 easier.)  Include references in Items 2 and 4 to where backup information may be found in Item 5. 

1. Personnel form; department level comments

The form should be completed and signed by the department chair or appropriate department member. The department chair recommendation should be included here.  If the department bylaws require a separate statement by the personnel committee, it should be included here as well.  
 It is important for the department and the chair to cite appropriate evidence when making a recommendation.  For example, if the department and chair conclude the faculty member is “an excellent teacher”, what evidence was considered and how was it interpreted?  If a faculty member is judged to have “high promise”, what evidence has been considered to justify this conclusion?  If a faculty member is publishing in top quality journals or cutting edge journals, what evidence supports these claims?
2. Table of Contents

This is an index (list) of the main components of the narrative and the major sections of the backup materials.  It is not necessary to number all pages.

3. Professional vita

        A current and complete vita is expected.  It is helpful to highlight or indicate in some fashion those activities that     have occurred since the last reappointment or promotion.  See the attached suggested format.
4.  A copy of the departmental bylaw language appropriate to the personnel action being considered.  For example if the personnel action being requested is tenure, the application should include the departmental standards and evaluative criteria for tenure.  A candidate may wish to copy the appropriate pages from the departmental bylaws, and then highlight the appropriate section(s).
5. Narrative documenting the quality and quantity of work and relationships to the departmental standards. 
After Item 1, this is the most important component of the application.  The narrative is where the applicant documents the quantity and quality of his/her work and the extent to which the department standards have been met.  See the next page for additional comments.

5. Back-up materials

Organize the material in such a way so that it is easy to locate specific items to which the narrative makes reference.  This part is often organized by sections, according to the sections in the department criteria (usually Teaching, Research and Scholarly Activities, and Service).  Major sections are often separated by tab sheets. Some people number the tabs: A1, A2, …, B1, B2, … for easy reference from the narrative.  Backup items might include:

SOS report forms and student comments

Instructional materials (course syllabi, etc.)  
Peer evaluations of instructional material

Copies of publications–actual reprints or copies of papers (not just manuscripts), CDs, ….
Evidence of the review process:  It is also helpful for the back-up material to contain evidence of the evaluation process for acceptance of the work.  This might include evidence of the review process from the “back page of the journal”, letters or e-mails from the journal editor, conference leader, publisher, etc.  If the contribution is not yet available in press, an acceptance letter from the editor that a publication is “to appear”, plus a copy of the manuscript, would be appropriate.
Letters from colleagues at other universities
Copies of awards

Documentation of service activity
Suggestions for Narrative Comments:
The 2008-2011, Agreement, Article 14, paragraph  37 calls for each applicant to supply a narrative, which accompanies the other material submitted.  See below:

Agreement, Article 14, paragraph 37: “Supporting documentation for reappointment, tenure or promotion shall include a narrative statement for each evaluation criteria, explaining how and to what extent each of the activities claimed has met the standards set forth in the department procedures, criteria, standards, and bylaws and the terms of this Agreement.”

The purpose of the narrative is to show how the university criteria and departmental standards have been  met by the faculty member.   Reviewers or decision-makers, will often read the narrative carefully and selectively check enough back up material to satisfy the depth to which they want to go on a particular issue.  Thus, the narrative should be straight to the point, with the details and “the physical evidence” left to the backup materials.  

Remember: Demonstrate quality and quantity and also explain how and to what extent each criterion is met according to the departmental standards.  

There are a variety of ways to demonstrate quality and quantity many of which are explained below. 

Organization of the narrative:

Most applicants organize the narrative by sections that correspond to the department and university criteria and standards.  Each section should state or summarize the university criteria and department standards followed by the applicant’s response.  (Make sure that each criterion and standard is clearly stated and addressed.) 

Applicants may wish to include a brief description of their future plans including work in progress, planned activities, changes in teaching assignments, etc.  This is more important for tenure and reappointment applications where a case for promise must be established, than for promotion and professor salary adjustment applications.  Work in progress will not be considered, unless the departmental by-laws specifically address this issue, in applications for promotion and professor salary adjustment.
It is helpful to distinguish activities that have been done at CMU versus work completed prior to coming to CMU. For promotion and professor salary adjustments, the narrative should not include references to items that were considered in prior promotions or professor salary adjustments.  As indicated before, your professional vitae that accompanies your application should distinguish between new achievements and achievements that were considered in prior personnel actions.
It is important to include evidence in the section where it is most appropriate in terms of the departmental standards.  For example, in some departments developing a new course would be considered as evidence of teaching while in others it might be considered under service.  If the departmental standards provide a choice where this work might be “counted”, the applicant should clearly state where she/he wants it to be considered.
Teaching:

Faculty should list the classes they have taught during the period of time covered by the personnel request.  They should also list other teaching related activities for that time period.  

There are a number of ways to assess teaching effectiveness.  Some of the ways to demonstrate effective teaching include, but are not limited to: reports of student evaluation of teaching including the Student Opinion Survey results, systematic peer review that has evidence of reliability and validity,  peer evaluation of instructional materials, results of focused interviews with students by colleagues, documented student learning such as pre- and post-tests, student achievements such as graduate school admissions and student awards, analysis of assessment data, and any other documentation that may be specific to the discipline.  Evidence of involvement in sponsoring student research (undergraduate research, graduate research, membership on thesis and doctoral committees) may also be evidence of effective teaching.  
Applicants need to convince the reviewers that their teaching is effective in terms of what the department considers as indicators of effective teaching and at the level of teaching effectiveness that is required for a positive personnel recommendation.  It is up to the candidate to provide evidence that is consistent with the department standards and university criteria.  The applicant should make a conscious effort to link the evidence they present to the standards of the department and the university criteria and to explain the relevance of the evidence to the standards and criteria  

It is generally helpful for the applicant to provide a context within which the evidence may be judged.  For example if an applicant notes they have served as a member of three thesis committees, they might also note how common this is; how many departmental faculty serve on a thesis committee, or on how many thesis committees do others serve.  Another example might be that if student evaluations were significantly lower for a particular class the faculty member might note a possible reason why, such as “the course was  a new preparation that the faculty member agreed to teach at the last minute because of the sickness of another faculty member.”  Another example might explain low student evaluations by providing evidence that others who have taught this course also receive lower evaluations when teaching the course. Such explanations are obviously more persuasive if evidence that supports the explanation is also provided.  For instance, some faculty provide a table comparing their average SOS scores to average SOS scores of other faculty teaching similar courses, to department averages, college averages, etc.  Some faculty choose to submit not only student evaluations and other documentation but also comparative grade distributions.  This is obviously important if faculty members claim that they are more rigorous graders than others.
Applicants often include copies of syllabi, examinations, examination results, or labs.  The narrative should make reference to, and provide a context for, qualities within these that support the case of effective teaching.  This material would have more of a significant impact on decision makers if there were also evaluations made at the unit or departmental level as to the adequacy and quality of this instructional material.  In the absence of these evaluations, decision makers will have to make difficult judgments, as the decision maker’s area of expertise may not be directly relevant to the applicants teaching areas. 

Some applicants include a discussion of innovations or efforts to improve instruction.  It would be helpful to put these efforts in the context of the departmental standards related to teaching; how do they imply effective teaching?  Some applicants describe what they learned from their courses and what they might do differently next time.   Again it would be helpful to explain how this relates to your departmental standards.
Faculty who make assertions about their teaching such as the rigor of their teaching, the difficulty of their grading, etc. should provide evidence to support their assertion.  It is not enough to state, “I teach difficult classes, that is why my student evaluations are low.”  Or, “I am a rigorous teacher and expect more than others.”  Or “I grade harder than other faculty and that is why students’ don’t take my classes.”  
Whatever evidence is provided, the narrative should comment how it supports the quality and quantity of the effectiveness of their teaching.

Scholarship:

It is important to tell the reviewers about the nature of each scholarly work and the applicant’s contribution to it.  One might include such things as whether the article was peer reviewed and, if so, what was the nature of the review which may include how rigorous the review process was.   Faculty should also include information about the quality/status of the journal or press that published the work along with supporting evidence (acceptance rates, journal rankings, impact factors, etc.,).  Other possible indicators of quality could include such things as citation rates for one’s work or published reviews of the work.  Other possibilities are awards that the work may have earned.

In the case of jointly published work, the faculty member should state their role in producing the work; what were each members contributions to the work?  Note it is impossible for two or more co-authors to have produced the majority of the work.  In some departmental bylaws, there is specific language which states how faculty should address the issue of joint authorships.  In these cases, if the faculty member does not appropriately address the issue, they have not met the departmental standard for reappointment, tenure, or promotion. 
One way to clearly delineate the types of scholarship is to use the format shown on the attached faculty vita form (see Section V) to group items into separate categories (refereed journal articles, etc., …).

Provide a complete citation of each work in a consistent and acceptable bibliographic style.  

In cases of reappointment and tenure, it may be useful, in establishing promise, to describe work that was begun elsewhere and completed at CMU. Indicate roughly how much of the work for an item was done prior to CMU.  Example:  “The field work and data gathering were performed during my last year of post-doc work at Blue Fish State; the analysis and write up have been carried out at CMU.”

Service:
Give a qualitative and quantitative description of any professional or public service related to the discipline.  This includes contributions to the department, college, and university as a whole.  If the applicant wishes to have community and public service counted in terms of service, the narrative needs to explain why this is relevant to the faculty member’s professional role.  For example, helping the Mt. Pleasant school board select readings for elementary history courses might be relevant for History faculty, but might be less relevant for Psychology faculty members. Discuss your contribution to the activity (viz., “member of the Hiring Committee that searched for a linguist, screened 82 applications, interviewed 4 candidates on campus.”)  Speak about any leadership roles and accomplishments in any of the above.  
Some applicants submit letters from others evaluating the impact that he/she had upon the service activity.  Such as, “Dr. Smith had a major impact through her willingness to collect and analyze data.  She also wrote the majority of the final report.”
Activities that are considered as service in some departments might be considered under other areas in different departments.   For example, advising of students or department assessment efforts might be considered as service in some departments, while in other departments it might be considered under teaching.  
The general guide is “know where to place a particular accomplishment according to the department’s bylaws, and to place and discuss the contribution in the appropriate place”.

College of Humanities and Social and Behavioral Sciences
Suggested Format for Faculty Vitae

Current date

I.  Personal

Name, Rank, Department, Current office, phone number(s)
II. Education
Background -- degrees, dates, schools.

Fields or specializations
III. Employment History (Professional Positions)

Specify employer, dates of employment, job title.

IV. Teaching/Administrative Experience

University level courses or describe subjects taught.

Administrative positions held, titles, dates of appointment.

V. Creative and Scholarly Activity 

Specify the title, author(s), title, volume, and date of publication, page numbers of the article.

a. Refereed journal articles Publications and technical reports 

b. Proceedings publications 

c. Abstracts and other publications

d. Presentations -- author(s), title of presentation, audience, location and date.

VI. Grants and Contracts 

Specify title, agency or contractor, award date, amount, duration, brief description of the work. 

a. External grants and contracts 

b. Other grants and contracts (such as REF, FRCE,…)

VII. Community and University Service

Service activity -- specify work performed, unit involved, dates

VIII. Honors, Awards and Distinctions

Specify award, date of award, bestowing unit.

IX. Other


Other information appropriate to the vitae
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