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THE APPLICATION PROCESS FORPROMOTION

I. OVERVIEW

The College of New Jersey (TCNJ) affirms that a community of learners and scholars is built
around high expectations in which all members use their talents tothea&ellege a better place. The
proces of promotion at TCNJ functions within this context. The promotion process supports the mission
of the College through the recognition of faculty members and librarians who demonstrate continuous
exemplary achievement in teaching (or librarianship) aivikang, scholarly/creative/professional
activity, and service. The standards and procedures for promotion shall be fairly and equitably applied to
all candidates, with the goal of supporting a culture in which promotion through the ranks is a regular part
of a successful academic career.

The promotion process relies on peer evaluation and recognizes the distinctiveness of academic
disciplines. Therefore, the departments (or programs where there are no departments) have the major
responsibility for stablishing guidelines for promotion, particularly for disciplinary scholarship, and for
making initial promotion recommendations. The applications and departmental recommendations are then
further considered first by a Dean and then by the College Pramsdfiommittee (CPC) for the purpose
of submitting recommendations to the PresidenhefCollege.

[I. BASES AND STANDARDS FOR PROMOTION: TEACHING OR LIBRARIANSHIP,
SCHOLARLY/CREATIVE/PROFESSIONAL A CTIVITY, AND SERVICE
A. Minimum Eligibility T Faculty

All faculty, including those not yet tenured, who meet the minimum requirements set out below are
eligible to apply for promotion. The minimum qualificats by rank are:

1. Associate Professor

An earned doctorate or other appropriate terminal defpa@a an accredited institution in an
appropriate field of study and five (5) years of professional experfence.

! If a candidate presents qualifications in terms of education and experience that his or her

department and the Dean judge to be equivalent to the terminal degree, that candidate meets this
requirement. This determination stebe made at hiring and be part of the candidate's personnel file.
The requirement of an earned doctorate or other appropriate terminal degree does not apply to faculty
members employed #te College prior to September 1, 1968.

2 The determination ohe number of years of prior professional experience is an administrative
one that should be made at the time of hiring and should then become part of the candidate's personnel
file.



2. Professor

An earned doctorate or oth&ppropriate terminal degree from an accredited institution in an
appropriate field of study and ten (10) years of professional experience, at least two of which
must have been at the rank of associate professor at TCNJ.

B. Minimum Eligibility i Librari ans'

All librarians, including those not yet tenured, who meet the minimum requirements set out below are
eligible to apply for promotion. The minimum qualifications by rank are:

1. Librarian Il (concurrentank is Assistant Professor in the library)

A Master's degree or its equivalent from an Akécredited program in library or information
studies and three (3) years professional experience. A second master's degree in another subject
area or reading copetence in one (1) foreign language is desirable but not required.

2. Librarian | (concurrent rank is Associate Professor in the library)

A Master's degree or its equivalent from an Akécredited program in library or information

studies and five (5) yas professional library experience. Demonstrated or potential
administrative and coordinating ability. A second master's or doctoral degree in a relevant
subject area, or ABD status in a relevant doctoral program. Reading competence in one (1)
foreign language is desirable but not required. A minimum of five (5) additional years of
professional library experience may be considered in substitution for the second master's degree
or ABD status.

C. General Bases for Promotioni Faculty and Librarians

All decisions regarding promotion are based on teaching/librarianship, scholarly/creative/professional
activity, and service. Candidates are expected to demonstrate accomplishments arel steatdhds in

all three categories. Even so, it should be noted that these three broad areas do not count equally in the
promotions process. High quality teaching or librarianship is the most important of the required criteria
for promotion at each ranischolarly/creative/professional activity is the second most important area; a
candidate's service record ranks third. It is the responsibility of the department/program Department
Promotion and Reappointment Committee (PRC) to provide each candidateowijily of the accepted
Disciplinary Standards of the department/program and to discuss meaningfully the Disciplinary Standards
with the candidate. It is the candidate's responsibility to present effectively her/his accomplishments as
evidence for promaoobin.

3 This minimum eligibility period for the rank of Professor shall takeatfin the 20082009

academic year; thus, the former minimum eligibility period of eight (8) years of professional experience
shall apply for all applicants to the rank of Professor who apply during the2B@@7academic year.

4 If a candidate presenggialifications in terms of education and experience that his or her library
peers judge to be equivalent to the academic requirements normally required for promotion, although not
corresponding to the letter, the candidate may be recommended for pronhai@mians shall seek the

advice of the appropriate outside agency in questions of equivalency. Establishing equivalency is not part
of the promotion process per se, and must be accdraglisefore applying for promotio



Consistent accomplishment over time will be evaluated positively, while recognizing that a candidate's
relative contributions to the campus community in terms of teaching/librarianship,
scholarly/creative/professional activity, and service normaillyvary over time. Therefore, periods of
relatively less activity in one area should be complemented by greater activity in the others, producing a
consistently high level of accomplishment and balance overall.

Candidates should demonstrate, approgtia rank, a significant, positive influence on students (in
particular), peers, the campus community, and their profession in their teaching/librarianship,
scholarly/creative/professional activity, and service. Because promotion recognizes progressive
professional accomplishment, each rank requires a more significant level of accomplishment and scope of
recognition.

(Librarians skip tgpage8)
D. Faculty

The following sections address teaching, scholarly/creative/professaivityaand service separately.
However, for many teachiescholars at TCNJ, the activities and accomplishments in the three areas
overlap and, as such, often are enhanced, for example when scholarly or creative activity can be
connected to student learginThe responsibility of faculty as academic advisors and mentors, which is a
central role of all faculty, is outlined and will be considered under the category of teaching. Candidates
whose activities in the three areas are integrated are encourdughlight this aspect of their work in

the application.

1. Teaching
The College is an exemplary comprehensive institution with the mission of offering a quality education to

high achieving students in a residential setting whexehiag is an essential priority. Faculty should
aspire to be teachers of the first order. High caliber, effective teaching may be characterized by:

A subject mastery, currency, and ongoing growth in one's discipline;

A the creation of caring and respectiarning environments in which the contributions of students
and faculty are valued and recognized;

A enthusiasm that arouses student interest, curiosity, and motivation;

A rapport with students;

A incorporation of one's scholarship into teaching, when apptepincluding the effective
supervision of student research and the incorporation of students into one's scholarship, when
appropriate;

A commitment to all levels of the curriculum, including First Seminars, liberal learning,
introductory courses, and graata courses, where appropriate;

A careful preparation and clear organization of lessons and pedagogical materials that enhance
student learning;

A attention to student learning outcomes that help develop students as successful, ethical, and
visionary leadersii a multicultural, highly technological, and increasingly global world;

A purposeful experimentation with one's pedagogy in ways that foster engaging educational

environments that are characterized by academic freedom, creative expressions, critical thinking
intellectual inquiry, and community engagement;

° Faculty hired before 1974 wde considered for promotion primarily based on excellence in

teaching and service.



the creation and/or revision of courses and curricula in ways that foster a vibrant, intellectual
community that is built around a shared commitment to scholarly inquiry;

thoughtful mentorship and advisitigat contribute to students' cultural, social, and intellectual
lives;

respect for and fair treatment of students as individuals;

pride in offering an individualized educational experience to every student;

timeliness and professionalism in meeting class®l evaluating student work; and

rigor and transparency in evaluating student work.

>>>> > >

To help evaluate teaching effectiveness candidatest submit:

(a) All student evaluations from all sections of all courses taught in the time period ranging from not
less than three (3) years, but not more than five (5) years prior to the submission of the
application®

(b) Peer evaluations of their teaching. The format and content of the peer evaluations should
conform to the result of the recommendations ofttetd t y Senat eds Standing
Teaching Excellence as approved through the governance process and set forth in Appendix Ill.

(c) Syllabi from all courses taught in the time period ranging from not less than three (3) years, but
not more than five (Byears prior to the submission of the applicafiidote: Only one syllabus
per discrete course should be submitted, not multiple copies of syllabi used in different sections
or semesters).

(d) Selectedcourse/curricular materials and other items dekerakevant by the candidate in support
of the teaching record. The materials should illustrate efforts and success in developing best
practices in teaching; describe the approach to pedagogy and how it fits with College, liberal
learning, and/or program gis; and show the rigor, comprehensiveness, and depth of
assignments.

To help evaluate teaching effectiveness candidatgsalso elect to submit information on the

candidate's philosophy towards grading and the implementation of that philosophgintgpating

practices. Grade distributions, however, should not be submitted because neither the Department
Promotion and Reappointment Committee, a Dean, nor the College Promotions Committee may use a
candidate's grade distributions as part of theirgethe assessments of the candidate's

promotability’

Promotion to Associate Professorequires evidence of continued improvement in teaching in response
to feedback from peers and students, and a growing record of teaching excellence.*

6 Three years of material is normally sufficient. Candidates should only provide additional years

of evaluations and syllabi if their teaching load was significantlyeed in the three years prior to the
application for promotion due to service as a department chair, graioulgjya sabbatical leave, a leave
of absence, etc.

! How grading practices and distributions might be used as part of assessing a candidate's
promotability in the future will be studied by the campus community. If such study results in
recommendations to change the provision barring the use of grade distributions, a new policy must be
formally approved through the governance process.



Promotion to Professorrequires evidence that the candidate has reached a consistent level of teaching
excellence* and serves as an educational leader in the department or program.

(* The occasional course might be evaluated at less than an excellent level, for exaempenvew
course is being developed. This should be explained in the application.)

2. Scholarly/Creative/Professional Activity

The best teachers remain devoted learners. TCNJ embraces the modefedsopaseacherscholar

and understands that a serious and continuing commitment to scholarship complements and enriches
teaching of the first order; therefotbe Collegevalues the scholarly and creative enterprise. The College
recognizes a range stholarly modes including:

0 The Scholarship of Discoveiythe traditional research model in which new content
knowledge is acquired;

0 The Scholarship of Integratianthe creation of new knowledge by synthesizing and making
connections across disciplmer sukdisciplines;

0 The Scholarship of Applicatiointhe bridging of the gap between theory and practice through
both research and action;

0 The Scholarship of Pedagogyhe discovery or an evaluative analysis of the ways students
learn, and the iderittation and assessment of methods used to foster learning; and

0 Artistic Expressiorni the expression of artistry through the visual, performing, or literary arts.

In keeping with the mission adlfie College, we also value scholarship that is uniquetgdtd our
institution, such as projects that involve TCNJ students in a scholarly manner or are connected to our role
in the larger community.

Although scholarly/creative/professional activities take many forms, the expectation is that finished works
will be submitted to an appropriate jury of peers for rigorous evaluation. The quality of work is defined

by its significance in one's field of inquiry and necessarily requires such peer review to validate the work's
significance. Normally, this means thhétfinished works will be published, presented, or performed in a
respected venue consistent with accepted disciplinary stand@aisi$evel of accomplishment is

required and is the most important evidence for promotion within the

scholarly/creative/professional activity area Quality is more important than mere quantity, although
candidates for promotion are expected to maintain their scholarly/creative/professional activity
consistently, and demonstrate the ability to bring significant projects tiofrais defined by the

standards of one's discipline. The applicant's entire body of scholarly/creative/professional work provides
evidence for the pattern of continuing scholarship in support of promotion, but works finished since
appointment athe Colleg or since the last promotion are required for promotion and carry greater

weight.

There may be some years when the level of scholarly activity is reduced (but not eliminated) due to a
significant increase in teaching or service, such as serving asdrept chair.ln such cases the

reduction in scholarship should not be counted against the candidate, but there should be evidence that the
candidate's scholarly/creative/professional activity has been maintained to some degree and has promise
for full resumption when the other activities return to normal levels.



Professional activities as a consultant or practitioner are considered scholarly when they involve the
creation rather than application of knowledge and impact significantly on one's discipta@ples

include original research when consulting for a company, creating national standards for an accrediting
organization, and designing curricula for national or regional use. Evidence includes but is not limited to
written evaluations by peers professional organizations or some other type of formal and rigorous
assessment.

The standards that mark excellence in scholarly/creative/professional activity may differ significantly
among disciplines and even sdisciplines. It is not possible to deé in this document what these

standards are in every discipline; instead, the accepted Disciplinary Standards of the appropriate
department or program should be consulted (and made available to every candidate for promotion). Itis
the responsibility ofthe departmental Promotion and Tenure Committee (or its equivalent) to consult,
when necessary, with the Dean and Provost about reasonable expectations for a given discipline or sub
discipline, based on the Disciplinary Standards of the department oaprodi is the responsibility of

the candidate to make clear in the application that the expectations were met.

Promotion to Associate Professorequires continuing scholarly/creative/professional achievement since
initial appointment. An external rewviemay be requested by the applicant as one component of this
evidence (see Appendix V).

Promotion to Professorrequires a sustained pattern of achievement since attaining the rank of Associate
Professor, with evidence indicating the maturation of theladl/creative/professional record. An
external review may be requested by the applicant as one component of this evidence (see Appendix IV

To help evaluate one's scholarly/creative/professional endeavors, candidgigsct to submit external
professional peer evaluations of their scholarly/creative/professional work written by individuals with
established reputations in the candidate's field and not employed by/affiliated with TCNJ. The processes
for selecting external reviewers, soliciting thgarticipation, and guiding the format and content of their
evaluations must conform to the requirements set forth in Appendix IV.

The following sideby-side comparison is only a guide to help differentiate between qualifications by

rank. It includes somsignificant examples of scholarly/creative/professional activity in support of
promotion, but should not be read as a comprehensive list of requirements; however, some discipline
appropriate form of finished, refereed publication or performed work isregljThese particular items

will apply to some candidates and not others, and there will be other accomplishments not listed here that
candidates might include.

8 It is expected that Appendix IV of this Document will be significantly modified after the external

review process is studied by the campus community and formally approved through the governance
process. Until revisions to Appendix IV are formally adoptedidedates have the option of seeking
external reviews as currently described in Appendix 1V, or proceeding with an application for promotion
under this Document without any external reviews



Associate Professor

Professor

Publishing in selective peeeviewed venues.

Continuing to publish in selective peeeviewed
venues.

Presenting at juried or pesviewed local, state,
and regional conferences or professional
organizations.

Giving invited presentations at juried or peer
reviewed regional, national, and international
conferences or professional organizations.

Having book manuscripts under contract for
publication.

Having one or more published books.

Writing grant proposals.

Writing and obtaining grants.

Engaging in consulting activities or other
professional practicdemonstrating recognition
one's scholarly/creative work at least at the loc
or state level.

Taking a leadership role in consulting activities
other professional practice, demonstrating
recognition of one's scholarly/creative work at t

regional,national, and/or international level.

3. Service

The College depends on faculty contributions to ensure that it achieves its educational mission through

effective and efficient operations. The College's commitment to particjpggdeernance and the needs

of academic programs and units necessitate a spirit of service and citizenship. Faculty contributions to
the good of the community are expected to increase concomitantly with the institution's commitment to
the individual. Thé means that faculty will be expected to accept more significant service responsibilities

at each higher rank. When a faculty member contributes exceptiondklomgervice, such as chairing a

department or program for years, it is recognized that thagebe a reduction in the quantity of
scholarly/creative/professional activity (see previous section).

Promotion to Associate Professorequires service to the department/program, school, attdyor

Collegecontributing to the effective operation anagth of the institution; to the community (applying

academic skills and experience to the solution of campus, local, national, or international problems); and
to the profession (advancing one's academic profession through active participation in padfassio

scholarly organizations).

Promotion to Professorrequiresconsistent service and leadershifin the department/program, school,
andthe Collegecontributing significantly to the effective operation and growth of the institution; in the

community(applying academic skills and experience to the solution of campus, local, national, or
international problems); and profession (advancing one's academic profession through active participation

in professional and scholarly organizations).

9

Leadership is not

e X ¢ | u s hieragchigal stluetdird, bueratherisy
something that can be demonstrated at all levels by influencing, motivating, and enabling others to

oneods

contribute toward the effectiveness and success of the group in which they serve. Effective leaders create
results, #ain goals, realize vision, and guide others by modeling more quickly and at a higher level of

guality than do ineffective leaders.



The followingsideby-side comparison is only a guide to help differentiate between qualifications by

rank. It includes some significant examples of service in support of promotion but should not be read as a
comprehensive list of requirements. These particular iteithapply to some candidates and not others,

and there will be other accomplishments not listed here that candidates might include:

Associate Professor Professor
Advising student organizations or clubs. Chairing a department or program.
Participaing actively in department/program, Holding elected office in or chairing
school, and/or collegeide committees, department/program, school, and/or collegde
organizations, or task forces. committees, organizations, or task forces.
Actively participding in student programs. Creating or significantly revising entire

department/program curricula.

Actively participating in onor off-campus Taking a leadership role in ear off-campus
programs or workshops. programs or workshops.

Actively participaing in charitable, civic, and Holding office in charitable, civic, and cultural
cultural organizations related to the candidate'y organizations related to the candidate's
professional expertise. professional expertise.

Acting as a resource person for eglignal Consulting in a leadership role for educational
organizations, government, business, or indust| organizations, government, business, or indust
serving on governing boards, chairing meeting

Participating in appropriate professional Holding office in appropriate professional
organizaions. organizations.

(Faculty skip tgpagel?2)

E. Librarians

The following sections address librarianship, scholarly/creative/professional activity, and service
separately. Howevefor many librarians at TCNJ the activities and accomplishments in the three areas
overlap and as such often are enhanced, for example when scholarly or professional activity can be
connected to student learning. Candidates whose activities in the trasa@réntegrated are encouraged
to highlight this aspect of their work in the application

1. Librarianship

Library faculty should aspire to be librarians of the first order. High caliber, effective librarianship is
characteried by:

0 mastery, currency and ongoing growth in one's specialty;

o careful preparation and clear organization;

o fair and sensitive response to student needs, concerns, individual differences, and cultural
backgrounds;

0 purposeful experimentation in the praetiof one's professional specialty;



incorporation of one's scholarship into the practice of librarianship, where appropriate;
incorporation of one's professional service into the practice of librarianship;

timeliness and professionalism in carrying out pssfonal responsibilities;

consistency in developing, implementing, and/or updating services;

respect and fair treatment of all library users as individuals; and

an ability to successfully interact with and/or supervise staff at various levels.

O O O0OO0O0Oo

Librarians perform in one or all of the following capacities: reference, information literacy, systems
development, access services, collection development, collection management, information retrieval, and
bibliographic control. Responsibilities of individual catates will vary according to their positions;

therefore, not every candidate will have accomplishments in all the areas described below. The following
descriptions are not intended to be exhaustive or prescriptive, but rather to reflect the spirithieehind
promotion process.

Examples of skills and characteristics that mark effective performance include:

Providing library users with effective access to information.

Being well informed about trends, practices, and changing technologies in the professi
Contributing to the initiation and development of new programs and policies and preparing
information materials for other staff and library users.

Establishing and maintaining good communication and working relationships with faculty,
administratim, and students.

Working effectively with student groups, outside agencies and with the general public.
Demonstrating adaptability and flexibility and showing an awareness of individual differences
and a sensitivity to the various cultures and hergagj¢hinthe Collegecommunity.

Participating in planning, initiating, and codifying or coordinating library operations and services.
Assisting in training new colleagues.

Assisting in coordinating the work of colleagues and supervising the work of sstafort

D> D> > D>

Promotion to Librarian Il requires evidence that one has begun to grow in the mastery of one's
specialty.

Promotion to Librarian | requires evidence of continuing growth and mastery in one's specialty.
2. Scholarly/Creative/Professional Actityi

The best librarians remain devoted learners. TCNJ embraces the model of a libriérranias-scholar,
thereforethe Collegevalues scholarly, creative, and professional activity. A serious@mtithuing
commitment to scholarship complements and enriches librarianship of the first order. The College
recognizes a range of scholarly modes including disciplinary research, applied research, pedagogical
research, and artistic expression (see aba&though these modes take many forms, the expectation is
that finished works will be submitted to an appropriate jury of peers for rigorous evaluation. Normally,
this means that the finished works will be published in a respected venue such asd jedenal or

press or presented in a juried show. The quality of work is defined by its significance in one's field of
inquiry and necessarily requires such peer review to validate the work's significance. In keeping with the
mission ofthe Collegewe ako value work that is uniquely suited to our institution, such as projects that
involve TCNJ students in a scholarly manner or are connected to our role in the larger community.



Professional activities as a consultant or practitioner are consideredlgcivblen they involve the

creation rather than application of knowledge and impact significantly on one's discipline. Examples
include original research when consulting for a company, creating national standards for a professional
organization, and creaty authoritative records for national or regional use. Evidence includes but is not
limited to written evaluations by peers or professional organizations.

Quiality is more important than mere quantity, although candidates for promotion are expectedaion mai
their scholarly/creative/professional activity consistently, and demonstrate the ability to bring significant
projects to fruition as defined by the standards of one's discipline. There may be periods when the level of
activity is reduced (but notietinated) due to a concomitant increase in librarianship or service, such as
serving as an area or divisional coordinator. In such cases there should be evidence that the
scholarly/creative/professional activity has been maintained to some degree arairtiss for full

resumption when the other activities return to normal.

The applicant's entire body of scholarly/creative/professional work is considered as evidence for
promotion. The work accomplished during the period of employment at TCNJ is eviadfehee
continuing nature of the applicant's scholarly/creative/professional activity.

The standards that mark excellence in scholarly/creative/professional projects may differ markedly among
disciplines and even swubsciplines. It is not possible tefine in this document what these standards are

in every discipline. It is the responsibility of the Department Promotion and Reappointment Committee

(or its equivalent) to consult, when necessary, with the Dean and Provost about reasonable expectations
for a given discipline or sutiiscipline, based on the Disciplinary Standards of the department or

program. It is the responsibility of the candidate to make clear in the application that the expectations
were met.

Promotion to Librarian Il requires a remrd of achievement since initial appointment, with evidence of
continuing scholarly/creative/professional endeavors. An external review may be requested by the
applicant as one component of this evidence (see Appendix V).

Promotion to Librarian | requires continued achievement since attaining the rank of Librarian Il, with
evidence of previous and continuing scholarly/creative/professional endeavors. An external review may
be requested by the applicant as one component of this evidence (see Appendix IV).

The following sideby-side comparison is only a useful guide to help differentiate between qualifications
by rank. It includes some significant examples of scholarly/creative/professional activity in support of
promotion, but should not be read as a cahpnsive list of requirements. These particular items will
apply to some candidates and not others, and there will be other accomplishments not listed here that
candidates might include as evidence of scholarly activity.

10



Librarian Il Librarian |

Pubishing in peeireviewed venues. Continuing publications in pegeviewed venues
Presenting at juried or pesgviewed local, state,| Presenting at juried or pesgviewed regional,
and regional conferences or professional national, andriternational conferences or
organizations. professional organizations.

Having book manuscripts under contract for
publication.

Attending courses, seminars, and workshops | Taking courses toward or comphej additional
related to one's academic discipline or the worll academic degrees. Attending courses, semina
the library. and workshops related to one's academic
discipline or the work of the library.

Writing grant proposals.

Engaging in consulting activities or other Taking a leadership role in consulting activities
professional practice demonstrating recdgniof | other professional practice, demonstrating
one's scholarly/professional work at least at thd recognition of one's scholarly/professional work
local or state level. at the regional, national, atad international
level.

3. Service

The College depends on librarian contributions to ensure that it achieves its educational mission through
effective and efficient operations. The College's commitment to participatory goveamahttes needs

of academic programs and units necessitate a spirit of service and citizenship. Librarian contributions to
the good othe Collegeand library professional community are expected to increase concomitantly with
the institution's commitment the individual. This means that librarians will be expected to accept more
significant service responsibilities at each higher rank. When a librarian contributes exceptienal long
term service, such as coordinating a library operation for years, itogmized that there may be an
acceptable reduction in the quantity of scholarly/creative/professional activity (see above).

Promotion to Librarian Il requires evidence of contribution to the effective operations and growth of
the library andhe College Active participation in the library profession outsttle College is also
expected.

Promotion to Librarian | requires continuing growth in service and leadership in the libraryhend
College Ongoing service to the profession, including leadershgsro

The following sideby-side comparison is only a useful guide to help differentiate between qualifications
by rank. It includes some significant examples of service in support of promotion but should not be read
as a comprehensive list of requiremeifisese particular items will apply to some candidates and not
others, and there will be other accomplishments not listed here that candidates will include:
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Librarian Il Librarian |

Maintaining active membership in library Maintaining active membership in library or

committees, organizationer task forces. College committees, organizations, or task forg

Actively participating in student programs. Creating or significantly revising departmental
programs/services.

Actively participating in onor off-campus Taking a leadership role in ear off-campus

programs or workshops. programs or workshops.

Actively participating in appropriate professiond Assuming leadership roles in professional

organizations and associations. organization and ass@ation committees, task
forces, etc.

Actively participating in charitable, civic, and | Holding office in charitable, civic, and cultural
cultural organizations related to the candidate'd organizations related to the candidate's
professional expertise. professional expertise.

Acting as a resource person for educational
organizations, government, business, or indust]

Advising student organizations or clubs.

I1l. ROLES AND RESPONSIBILITIES
A. The Candidate

1. Verifies withHuman Resources andhe Office of Academic Affairs that s/he meets the
minimum qualifications for the desired rank, before beginning the promotion process.

2. By February 15th, notifies the department/progiet his or her tentative plan to apply for
promotion in the next semester.

3. Arranges for peer observations of teaching after consultation witbepartment Promotion
and Reappointment Committee (PRG@, during the relevant time frame prior to the &gtion
as set forth in Appendix lIl.

4. By September Icomplete and submitotice of intent to file for promotion
(http://www.tcnj.edu/~academic/faculty.hfml

5. By September 15th, presents and explaidear, complete'® and compellingcase for
pronotion, organizing and focusing the application in order to convey the information that is
most relevant in the record of achievement (see Appendix I). The candidate needs to establish the
exemplary nature of his or her record of achievement. The candidgtehoose to have a
conference with a member of tRRCto confirm the completeness of the application and may
appear before the committee to amplify and explain documentation submitted with the

10 Applications that are incomplete or that do not adhere to the timeline established herein

will not be consideredt any level of the promotions process
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application. If the candidate is-epplying for promotionthe candidate must include the report
of the prior College Promotion Committee(s) ("CPC") and explain how the applicant has
addressed whatever shortcomings were identified by the earlier CPC(s).

Coordinates with the chair of the department (or tteeraf the PRC, if there is no department
chair or the department chair is a candidate) to ensure that the materials from the department are
added to the portfolio in a timely manner.

Indicates by signature that s/he has read the entire PRC recomioweatat has been afforded
an opportunity for comment and response. If the candidate chooses to file a response, it is due to
the PRC by October 30.

By December 7, conveys all promotion materials from the Dean to the CPC, including 14 copies
of the enire contents of the Documents Envelope (see below).

Responds to any written recommendations according to the procedures and timeline described
below.

B. TheDepartment Promotion and Reappointment Committee (PRC)

1.

If a department/program elect&mbers to its PRC, such elections must occur by February 1.
The names of the people who will serve on the PRC and the person who will chair the committee
must be submitted to the relevant Dean no later than May 1.

Consults with the candidate and, whmtessary, the Dean about reasonable expectations for
scholarship/creative/professional activity in the candidate's discipline, based on the accepted
Disciplinary Standards developed in each department or program, as well as the expectations for
teachingand service. This consultation, which may be accomplished by a subcommittee of the
PRCin large departments or programs, must occur in the first year of appointment and should
then be revisited periodically, including early in the spring semester pitioe gubmission of an
application for reappointment, tenure, or promotion. Such meetings are not meant to produce a
document which is binding on the PRC or the candidate, but rather should provide mentorship to
faculty so that they may better navigate ris@ppointment, tenure, and promotions processes.

Has at least one of its members observe the candidate's teaching. (Note: This must have
occurred, at the latest, in the spring semester prior to the submission of the candidate's application
since promotion materials are due to PRCs by September 15th.)

Evaluates each applicant in terms of the Bases and Standards for Promotion, including strengths
and weaknesses, with a careful, thorough, and thoughtful analysis. Recommends for promotion
only those andidates who clearly warrant such promotion.

Completes the Department/Program Recommendation for Promotion (see Appendix Il) indicating
how the application materials demonstrate that the recommended candidates are eligible in terms
of the Bases anfitandards for Promotion. Only one recommendation will be forwarded for each
candidate. All members of a PRC must sign the recommendation. By signing a recommendation,
members of the PRC indicate their participation in the decisiaking process and vérithat

the recommendation accurately reflects the decision of the PRC; sighing does not necessarily
indicate that that person concurs with the ultimate recommendat@amdidates are to be

11

AnyPRC member who refuses to sign the committeed
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informed in writing of the committee's decision by October 16.

6. Provides feedback to all naecommended candidates that, as set out in the Bases and Standards
for Promotion, improvement is needed in one or more of the following: teaching/librarianship;
scholarly/professional/creative activity; service. Note: THeglback provided should be given
careful attention and consideration in a future PRC's evaluation of a subsequent application for
promotion.

7. Limits discussion to the candidate's application, supportive documents and evaluation materials
as they applyo the Bases and Standards for Promotion founpiages 1-12 of this document.
Committee members do not serve as advocates for any candidate.

8. Gives the candidate a copy of the recommendation for his or her records and forwards any
response from theandidate as part of the candidate's application.

9. Forwards the application materials of all recommended candidates and of-edcnammended
candidates who indicate that they wish to continue their application, along with the departmental
recommendatin for each of these candidates, to the Dean for consideration no later than
November 3.

C. The Dean

1. Forwards the names of PRC members and chairs from all departments/programs under the Dean's
jurisdiction to Academic Affairsio later than September 1.

2. Takes the PRC's report into consideration and prepares a separate written statement for each
recommended candidate and each-remommended candidate wishing to continue. That
recommendation must outline the Dean's reagpftinhis/her decision by explaining how the
application materials demonstrate that the candidate meets or does not meet the Bases and
Standards for Promotion (spages 1-12).

3. Transmits the Dean's recommendation to the candidate for review andseebyddovember 20.
The candidate may, within three (3) working days of receiving the recommendation, request a
meeting with the Dean to discuss that recommendation. The discussion shall take place within
three (3) working days of the request. Withireth(3) working days of the discussion, the Dean
notifies the candidate in writing of the final recommendation. If there is any response from the
candidate, it must be in writing and becomes part of the application and is forwarded to the CPC.

D. The College Promotions Committeg CPC):
The committee evaluates each applicant in terms of the Bases and Standards for Promptges(see
12) and recommends promotion only for those candidates who clearly wsuEmpromotion. In its

consideration of candidates, the committee:

1. Reviews and discusses all materials received from each candidate, assessing the quality of the
documentation and considering the recommendations made by the PRC and the Dean.

2. Gives consideration to the evaluations of promotion applications made by PRCs and/or CPCs in
the last three (3) years.

send a written explanation for his/her refusal to sign to the appropriate Dean.
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3. Restricts its discussions of candidates to the Bases and Standards for Promotion found in this
document jages 1-12), referring to the gplication materials, the PRC's and Dean's
recommendationspa the candidate's response(s) dAljNone of its members acts as an
advocate of a discipline, department, program, or school. Members should avoid any
conversations about candidates outsidERC meetings.

4. Provides candidates and/or their representatives an opportunity to appear before the committee to
amplify and explain the documentation submitted with the application. A request to appear
before the committee must be made in writingpbobefore the second Monday in December.

5. Concludes its deliberations, votes on each candidate, arrives at recommendations, and notifies in
writing recommended and n@acommended candidates on or before January 17. The
committee's feedback lettertonrecommended candidates must indicate that, as set out in the
Bases and Standards for Promotion, improvement is needed in one or more of the following:
teaching/librarianship; scholarly/creative/professional activity; service. Note: The feedback
provided should be given careful attention and special consideration in a future CPC's evaluation
of a subsquent application for promotion.

6. Allows the candidate to examine the committee's feedback letter and recommendation. Any
comment or response toette from the candidate shall be forwarded to the President as part of the
candidate's application.

7. Hears appeals on or before January 27. Candidates for promotion have five (5) business days
after receipt of the committee's recommendation to subnaippeal. Information on the dates
and procedures for making an appeal is included in the committee's letter of natification to the
candidate. Compelling evidence must be submitted in order to warrant a change in the
committee's recommendation. After Hag a presentation by the candidate, the committee will
vote by secret ballot. The Provost must be present for the hearing of appeals.

8. Reports to the President by February 1. Upon completion of the appeal process, the committee
forwards to the Prédent a list of candidates it recommends for promotion and the promotion
materials of the candidates. This recommendation must indicate how the candidate meets the
Bases and Standards for Promotipades 1-12). The committee's final recommendations shall
made known to all applicants within two (2) working days after submission to the President.

9. Returns all promotion materials to the candidate at the conclusion of the process.
E. The Provost

1. Servesx officioas anonvoting member of the CPC and must be present for all evaluation
meetings and for the hearing of appeals by the CPC.

2. Prepares a written statement indicating concurrence or areas-obnourrence with the CPC's
recommendations once appeals to tREC®ave been completed and the committee's final
recommendations have been made. In instances eforarurrence, the Provost must indicate
how the application materials demonstrate that the candidate meets or does not meet the Bases

12 Because grade distributions are not a part oBtéees and Standards for Promotion (see page 4),

neither a RC, a Dean, nor the CPC may consider a candidate's grade distributions during deliberations of
a candidate's application for promotion.
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and Standards for Prartion (pages 1-12).

3. Transmits the Provost's report to the candidate, by Feb. 3, for review and response. Should the
Provost make a recommendation contrary to that made by the CPC, the candidate may request a
meeting with the Provost. The requestsirioe made within two (2) working days of receiving
the recommendation, and the discussion must take place within two (2) working days of receiving
the request. Within two (2) working days of the discussion, the Provost notifies the candidate in
writing of the final recommendation.

4. Forwards to the President the Provost's report and any response by the candidate to the Provost's
final recommendation by February 15.

F. The President

1. Within two (2) working days afteleceiving the final recommendations of the CPC, the President
may choose to meet with the committee concerning its recommendations.

2. Should the President make a recommendation inconsistent with that of the CPC and/or Provost,
s/he provides the committemd the candidate with the reasons for that action.

3. A candidate who has been recommended by the CPC and/or Provost and not recommended by the
President may request and will be granted a meeting with the President to discuss the reasons for
non-concurence within two (2) days of such a request. Recommendations of the President to the
Board of Trustees and the decisions of the Board shall be delivered in writing to all candidates no
later than March 15, unless changed by local agreement bettree€ollegge and the Union.

IV. PROCEDURES FOR APPLYING FOR PROMOTION

A. Timeline (If the specified date is a namork day, the deadline will be moved forward to the next
work day.)

Near the begining of a candidate's appointment at TCNJ, the PRC is responsible for discussing with the
candidate the expectations for scholarly/creative/professional activity based on the Disciplinary Standards
developed for each department/program, extending fronpo@ament through tenure and promotion. In

the spring semester preceding the application for promotion, the PRC should again review these
expectations with the candidate.

February 1  PRCs must be elected by February 1.

February 15 Each candidate tentegly intending to apply for promotion notifies the Department
Promotion and Reappointment Committee (PRC) for the purpose of reviewing the
Disciplinary Standards and insuring that a member of the PRC has adequate time to peer
review the applicant's teaclg no later than the spring semester prior to the applicant's
filing for promotion. The candidate also indicates to the PRC whether external reviews
are requested.

February 20 PRC meets with each candidate to discuss external review process and eanditiaf
to April 10 potential reviewers, if applicable.

April 15 PRC selects and writes to external reviewers, if applicable.
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August 15

September 1

September 1

External reviewer report due to PRC, if applicable.

Complete and submitotice of intent to fié for promotion
(http://www.tcnj.edu/~academic/faculty.hfmlCertification of eligibility for promotion

and the official Documents Envelope are provided by the Office of Academic Affairs to
the candidate before September 15th. This includes informaticating the date an
applicant commenced servicetla¢ Collegetotal number of years of service, and the
number of years in present academic rank. It also certifies that a candidate has met the
minimum educational requirements (gsge 1-2) through a@erminal degree or having
established equivalency or that this requirement is waived under the grandfather clause.
Any discrepancies with respect to the information supplied must be resolved prior to the
start of the promotion process.

Deans notify Academic Affairs of the names of all PRC members and chairs under the
Dean's jurisdiction.

September 15 The candidate submits application and supporting materials to the PRC, including the

October 16

October 30

October 30

official Documents Envelope containing

a. Certificaion of credentials and service.

b. Candidate's application, following the format of the Standard Application for
Reappointment, Tenure, and Promotion (see Appendix I).

C. Candidate's essay.

d. External review reports, if applicable.

The following items are added to the Documents Envelope at the appropriate stage:

e. PRC's recommendation and candidate's written response if applicable (added by
PRC).

f. Dean's recommendation and candidate's written response if applicable (added by
Dean).

Thecandidate should submit supporting documents in hard cover binders (see Standard
Application for Reappointment, Tenure, and Promotion) with tables of contents and
identifying tabs marking sections and subsections. The candidate is responsible for
identifying all supporting material with her or his name, clearly labeling and organizing
the material, and referring to this material in the application itself.

Each candidate is informed in writing of the decision of the PRC. Before October 16,
each candidate shall have the opportunity to appear before the committee to amplify and
explain the documentation. Each candidate shall have an opportunity to examine the
PRC's recommendation in its entirety.

The candidate indicates by sigmi@ that he or she has read the entire contents of the

PRC's recommendation and has been afforded an opportunity for comment and response.
Such written response is due by October 30 and is forwarded to the College Promotions
Committee (CPC) as part ofalapplication.

A nonrecommended candidate may choose to continue an application. To do so, she or

he must notify the chair of the CPC in writing (with copies to the Dean and the chair of
the PRC) no later than October 30.
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November 3 PRC brwards recommendation and candidates' documentation materials to the
appropriate Dean.

November 20 The Dean's recommendatitsee Part 111.C.20n pagel4) is transmitted in writing to the
candidate by November 20. The candidate may, within (8)esorking days of
receiving the recommendation, request a meeting with the Dean to discuss that
recommendation. The discussion must take place within three (3) working days of the
request. Within three (3) working days of the discussion, the Deamuotifgtthe
candidate in writing of the final recommendation. If there is any response from the
candidate, it must be in writing within three (3) working days of receiving the final
recommendation and shall become a part of the application and forwautthedGPC.

December 7 Candidate conveys all promotion materials from the Dean to the CPC, including 14
copies of the entire contents of the Documents Envelope (see above).

2nd Monday Each candidate and/or representative shall have the opportunityearadefore

in December the CPC to amplify and explain the documentation submitted with the application. A
request to appear before the CPC must be made in writing on or before the second
Monday in December.

January 17  Each candidate receives writteatification of the recommendation of the CPC by
January 17. For nerecommended candidates this letter includes explanation of the
CPC's decision.

January 22  Candidates have five (5) days after receipt of the committee's recommendation to submit
an gpeal.

January27 The CPC must hear and decide a candi dateos
for submitting an appeal. The candidate or candidate's designee may present the appeal.
Information on the dates and procedures for making an biggaaluded in the
committee's letter of naotification to the candidate. Compelling evidence must be
submitted in order to warrant a change in the committee's recommendation.

February 1 A list of candidates recommended for promotion is forwarded fhenCPC to the
President.

February 3  The Provost transmits to the candidate a written statement of concurrence or non
concurrence with the CPC. Should the Provost, following the conclusion of the appeals
process, make a promotion recommendation contoeityat made by the CPC, the
candidate may request a meeting with the Provost. The request must be made within two
(2) working days of receiving the recommendation, and the discussion takes place within
two (2) working days of receiving the request. Wittwo (2) working days of the
discussion, the Provost notifies the candidate in writing of the final recommendation. If
there is any response from the candidate, it must be in writing within two (2) working
days of receiving the final recommendation amtbrwarded to the President along with
the Provost's final recommendation.

February 15 The Provost transmits to the President a written statement of concurrence or non
concurrence with the CPC, along with any response from the candidate.
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February 17 The President transmits to the candidate a written statement of concurrence or non

concurrence with the CPC and/or the Provost. Should the President make a promotion
recommendation contrary to that made by the CPC and/or the Provost, the candidate may
request a meeting with the President to discuss the reasons for nonconcurrence. The
request must be made within two (2) working days of receiving the recommendation, and
the discussion takes place within two (2)working days of receiving the request.

One weé& President transmits recommendations for Promotion to the Board of Trustees

prior to

Feb BOT

meeting

March 15 Recommendations of the President to the Board of Trustees and decisions of the Board

are delivered in writing to all candidates.

B. Withdrawing the Application

A candidate may, at any time in the process, withdraw the application for promotion without
prejudice. An application is withdrawn by submitting a letter to the chair of the PRC or CPC,
dependingipon the stage of the application process.

C. Grievances

Claims of violation of procedures must be reported to the Presidtre Qollegeby the

individual grievant 14 days from the date on which such claimed violatiorptaok or 14 days

from the date on which the individual grievant should have reasonably known of its occurrence.
In the event of failure to report the occurrence within such 14 day period, the matter may not be
raised in any later grievance contestingwakdity of the committee's recommendation or any
action based theredArticle VII, G.5, StateUnion Agreement

Within seven (7) calendar days of the final recommendation of the CPC to the President, or by
February 8, a candidate may initiate a grieeaticough the Union based on the allegation that,

after timely filing of his or her application, the promotional procedure was violated or that there
was breach of the rights of the candidate concerning discrimination or academic freedom. Such a
claim, if sustained, will result in a reprocessing of the application on an expedited basis. A final
recommendation in such case shall be made to the President no later than March 1 of the year in
guestion StateUnion Agreement, X1V, G).
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V. SUMMARY CHART OF RESPONSIBILITIES AND DEADLINES

AGENT DUE THE PROMOTION PROCESS (items oldfaceare required)
DATES
CANDIDATE | 2/15 Notify department/program of intention to apply
(preceding
the
application
9/1 Sign form of intent to apply for promotion.
9/15 Submit application to PRC.
10/30 Respond to PRC recommendatiorfnonrecommended candidates
may notify chair of CPC of intention to continue the application).
within 3 May request meeting with Dean to discuss Dean's decision within
days working days of receiving the recommendation.
within 3 May submit written response to Dean's final recommendation with
days working days of receiving the final recommendation.
12/7 Take all materials from Dean to CPC(application materials ant#
copies of Documents Envelope contents).

2nd Mon. in| May request to appear before CPC in writing on or before the 2nc
Dec. Monday in December to amplify/explain redtals submitted.
within 5 May submit an appeal to CPC within 5 days of receiving its
days recommendation.
within 2 May request a meeting with the Provost within 2 working days of
days receiving the Provost's recommendation.
within 2 May submit written response to Provost's final recondagan
days within 2 working days of receiving the final recommendation.
within 2 May request a meeting with the President within 2 working days g
days receiving the President's recommendation.
within 7 May file a grievance through the Union within 7 calendar days of 1
days recomnendation of the CPC to the President.
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PRC 2/1 Departments/Programs that elect a PRC must do so

(preceding

the

application

2/20- 4/10 | Meet with candidate to review Disciplirary Standards and
external reviewers.

4/15 Select and write external reviewers, if applicable.

5/1 Departments/Programs submit names of PRC members and PR(
chair to the appropriate Dean.

End of At |l east on PRC member obseryv

spring

semesterat

latest

8/15 External reviewereports due, if applicable.

10/16 Notify the candidate of recommendation in writing.

11/3 Forward recommendation and application materials to Dean.

DEAN 9/1 File with Academic Affairs the names of all PRC members and

chairs under the Dean's jurisdiction.

11/20 Transmit recommendation to the candidate.

within 3 Meet with candidate to discuss recommendation within 3 working

days days of receiving the request.

within 3 Notify candidate in writing of final recommendation within 3 days

days the discussin with the candidate.

CPC 1/17 Notify candidate of the recommendation in writing.
1/27 Hear appeals of decisions (if any) on or before 1/27.
2/1 Forward list of recommended candidates to the President
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PROVOST

Attend (ex officio without vote) all CPC deliberations and appeal
hearings

213 Transmit report of concurrence or non-concurrence with CPC to
the candidate
within 2 Meet with candidate to discuss recommendation within 2 working
days days of receiving the request.
within 2 Notify candidate of final recommendation in writing within 2 workif
days days of the meeting with the candidate.
2/15
Send final report and candidate's response (if any) to the
President.
PRESIDENT | Within 2 May meet with CPC concerning its recommendations
days of
receiving
final report
Inform candidate of the President's recommendation
Meet with candidate to discuss recommendation within 2 working
within 2 days of receiving the request.
days
Make recommendatins to the Boardof Trustees and inform
within 1 candidate of the President's recommendation.
week of Feb
BOT
meeting
Notify candidate of the Board's decision in writing.
3/15
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VI.

DEPARTMENT PROMOTION AND REAPPOINTMENT CO MMITTEE (PRC)"

A. Membership/Eligibility

1.

Minimum Number

A department of ten (10) or fewer members must have at least three (3) members on its
Department Promotion and Reappointment Committee (PRC); a depadfrmore than ten (10)
members must have at least five (5) members. In cases where the department chair does not vote,
he or she may senex officiobut is not counted among the number of individuals making up the
committee.

Eligibility of Members

PRC members must be tenured with the exception of the department chair/program director who,
even if untenured, may, at the choice of the department/program ggeofficiowith vote.

Candidates for promotion are eligible for the PRC, but must atisemselves from all

promotion discussions.

Outside Members

A department/program with insufficietdnuredmembers available to serve on its committee may
elect members of other departments/programs who meet eligibility requirements. Each
department/mgram shall file with the appropriate Dean the names of up to three (3)
departments/programs representing related or cognate disciplines from which it may elect
members. A department/program with insufficient membership on its committee will poll the
menbers of the identified departments/programs to determine who is interested in serving. These
names shall be placed on a departmental/programmatic ballot, and a sufficient number shall be
elected to bring the number on the committee to the required minimum

Service on Multiple Committees
a. A faculty member or librarian may serve on the PRC of different departments/programs.

b. Faculty or librarians serving on a PRC who also serve on the College Promotions Committee
(CPC) should recuse themselveanfi the promotions process within their own
departments/programs.

JointAppointments

A PRC consisting of members of all departments or programs involved will be formed for each
reappointment, tenure, or promotion case involving af@omointment.If the department(s) or
program(s) with which the candidate is affiliated have ten (10) or fewer members between them,
they must elect a PRC of at least three (3) members, with one (1) member drawn from each of the
two affiliated department(s) or program(sAssuming that there exists a sufficient number of

13

Large departments/programs may decide to have a comfeitteeomotion and a second

committee for tenure/reappointment in order to distribute the work to more faculty.
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tenured faculty in both departments or programs, then the candidate shall have the right to
designate from which of the affiliated department(s) or progathé third member shall be

elected. If thex exists an insufficient number of tenured faculty in both departments or programs,
then the third member of the PRC must be drawn from whichever department or program has a
tenured faculty member who is able to serve on the PRC. If neither departmpesgram has a
sufficient number of tenured faculty, then the third member of the PRC must be drawn from a
related cognate discipline suggested by the candidate and approved by the Office of Academic
Affairs.

If the department(s) or program(s) with whitle candidate is affiliated have more than ten (10)
members between them, they must elect at least five (5) members to the PRC, with two (2)
members drawn from each of the two affiliated department(s) or program(s). Assuming that there
exists a sufficienbumber of tenured faculty in both departments or programs, then the candidate
shall have the right to designate from which of the affiliated department(s) or program(s) the fifth
member shall be elected. If there exists an insufficient number of teflactdty in both

departments or programs, then the fifth member of the PRC must be drawn from whichever
department or program has a tenured faculty member who is able to serve on the PRC. If neither
department or program has a sufficient number of terfadty, then the fifth member of the

PRC must be drawn from a related cognate discipline suggested by the candidate and approved
by the Office of Academic Affairs.

Like other PRCs, members of joiappointment PRCs must be tenured with the exceptian of
department chair or program director who, even if untenured, may, at the choice of the
department, servex officiowith vote. Candidates for promotion are eligible for the PRC, but

must absent themselves from all promotion discussions. In the haeatmember must absent
himself/herself, then a replacement PRC member must be added to the committee in accordance
with the procedures outlined in the previous two paragraphs.

B. Selection of Committee Members

1.

2.

4.

The department may, by simple majority vote, designate committee membership to be comprised
of all tenured faculty members in the department or;

Where a department chooses to elect its members, it will develop election procedures and conduct
elections. Elections will be conducted no later than February 1.

By September 1, the department will file with Academic Affairs (through the appropriate Dean)
the names of its PRC members and chair.

All PRC selection procedures will be filed witle Office of Academic Affairs (through the
appropriate Dean). Prior to implementation, these will be reviewed jointly by the Unidheand
Collegeto assure fairness and equity. Once reviewed, departmental selection procedures will be
made public.
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VIl. COLLEGE PROMOTIONS COMMITTEE (CPC)

A. Membership/Eligibility

1.

2.

No candidate for promotion can be a member of the College Promotions Committee (CPC).

Members must be tenured faculty and librarians who have reached the rank of Associate
Professor, Professor, Librarians Il, or I.

Faculty or librarians serving on a PRC who also serve on the College Promotions Committee
(CPC) should recuse themsedvfor the promotions process within their own
departments/programs.

Membership by school/disciplinary category:

a.

In principle, the CPC should be composed of twelve (12) faculty members and librarians
drawn from a crossection of disciplines inllsschools and different departments within
schools. Thus, an ideally composed CPC might look as follows:

Three (3) from the School of Culture and Society, each from different
departments/progrartis

Two (2) from the School of Science, each from diffiedepartments/programs

Two (2) from the School of Education, each from different departments/programs
One (1) from the School dthe Arts and Communication

One (1) from the School of Business

One (1) from the School of Engineering

One (1)from the School of Nursing, Healt#mdExercise Science

One (1) from the Library

It may not always be possible to assemble a CPC comprised of twelve (12) people drawn
from different departments/programs in each and every school in the propeetidagh in

the previous section. It is more important to have a full, twelveri2hber committee than

it is to have representation from every school. So, in the event that the distribution set forth
in the previous section is not possible in anyegiyear, faculty members from other Schools
of similar classification may be substituted for the School lacking representation. In filling
such a vacancy, a proportional balance on the CPC should be maintained such that six (6)
members are drawn from diffent departments or programs in the arts and sciences (i.e.,
Culture and Society, Science, ahé Arts and Communicatigrand six (6) members be

14

15

Previously, members of a department®&d_could not serve on the College Promotions

Committee. This was changed to allow faculty membersri@ sm both; however, if they do so, they

must recuse themselves from the promotions process in their departments. This change allows programs
or departments to have tenured members participate in reappointment and tenure decisions, rather than be
disquaified from such participation due to service on the CPC.

If possible, at least one (1) of the three (3) representatives from the School of Culture and Society
should be from a social science department or program, and at least one (1) should be franmes it
or program in the humanities.
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drawn from departments or programs in professional schools (i.e., Education; Business;
Engineering; Nursing;lealth, and Exercise Science; and the Library).

5. No two members from schools with multiple representation can be from the same department.
6. No one may serve more often than four (4) years in a ninge¢®)period.

7. When others are willing teesve, no single department may represent its school for more than
two (2) consecutive terms.

8. The Union appoints an observer.
9. The Provost for Academic Affairs serves asearofficioparticipating member without vote.
B. Term of Service
Except for the completion of another person's uncompleted term, the term of service is three (3) years.
C. Nomination and Elections Procedures

1. College Promotions Committee ElentiCommittee
The CPC Election Committee consists of two (2) representatives from the Union and two (2)
from the Collegeadministration. This committee's role is to fill vacancies on the College
Promotions Committee by: issuing the call for nominationsyseeing the preparation of
ballots; and establishing election rules and overseeing the conduct of elections.

2. Nominations
The call for nominations (including seibminations) to the College Promotions Committee is to
be made on or before thest Monday in February. All nominations must be submitted on the
appropriate forms to the College Promotions Committee Election Committee in care of the Office
of Academic Affairs by 4:30 p.m. on tliest Monday in March.

3. Ballot Preparation
Voting isby school (or the library). The Office of Academic Affairs prepares the ballots for each
school (or the library) in which there is a vacancy and distributes them by 4:30 p.m. on the
second Monday in March.

4. Conduct of Elections
a. Ballots are to be sded in a blank envelope provided with that ballot and returned to the

College Promotions Committee Election Committee in care of the Office of Academic

Affairs by the thirdMonday in March.

b. Ballots are tallied by the College Promotions Committee Blec€ommittee, and the person
receiving a majority vote in a school or disciplinary category is elected.
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c. Where no one receives a majority of the votes, a runoff election is held between the top two
(2) nominees in the category. The Office of AcadeAffairs prepares a runoff ballot to be
delivered to faculty by 4:30 p.m. on tfeurth Monday in March and returned by 4:30 p.m.
on thefirst Monday in April . Individuals receiving a majority of votes within a category are
elected.

d. The College Pmmotions Committee Election Committee announces election results by the
second Monday in April.

D. Operating Procedures

1.

2.

5.

Committee membership begins on September 1 of each academic year.

The chairperson of the prieus year (even if his/her term on the CPC has expired), calls the first
meeting of the committee no later than September 15 of the following year for the purposes of
electing a new chair who will then represent the CPC at meetings of the Committe@ilon Fac
Affairs.

At the first meeting, a representative from Academic Affairs and/or Human Resources who is
designated to review diversity and equity issues shall give an overview of affirmative action
concerns and alert the committee to affirmative adssues as they relate to the promotions
process. The College's diversity and equity designee may be asked, or may choaese, to sit
officio (without a vote) with the committee during its discussion and review of candidates. All
results of CPC deliberiains should be submitted to the ViPeesident for Human Resources for
ongoing monitoring of trends concerning equity issues.

The chairperson is a regular faculty member of the committee elected by a majority of the current
committee members at thedirmeeting of the academic year.

All CPC members read this Promotion document before beginning application review.

E. Voting Procedures

1.

All candidates for one rank are discussed and voted upon before discussiotiragébr another
rank takes place.

Candidates within each rank are discussed in alphabetical order. Discussion may be terminated
by a majority vote of the committee.

After thorough discussion of each candidate, committee members will vatedlyéo" by

secret ballot, with the results of each ballot not announced until all candidates have been voted
upon.

Candidates receiving eight (8) out of twelve (12) votes are recommended for promotion.
Candidates receiving seven (7) positiates can be recalled once by a committee member.

After a full discussion, a recall vote is held for these candidates, and those receiving eight (8) or
more votes are recommended for promotion.
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