UNIVERSITY OF NORTH TEXAS

COLLEGE OF LIBERAL ARTS AND SOCIAL SCIENCES
GUIDELINES FOR DOCUMENTATION OF

REAPPOINTMENT, PROMOTION, AND/OR TENURE CASES 
5/15/2017 (revised 7/3/17 & 5/1/18)
The goal of the College of Liberal Arts and Social Sciences (CLASS) is to oversee a transparent, collegial process that is fair to the faculty member, the department, and the college. To this end, these guidelines are provided to assist all participants in the reappointment, promotion, and/or tenure process. University policy pertaining to this process -- “Faculty Appointments and Granting of Tenure” (15.0.1) -- may be found in the UNT Policy Manual (https://policy.unt.edu/policy-manual). 

General Information
P&T Sessions

The college conducts three P&T and/or lecturer promotion information sessions each semester (fall and spring). Two sessions provide guidance to the candidates and the other reviews procedures for the chairs and departmental committee members. Tenure-track faculty, chairs, lecturers, mentors, and faculty on departmental and college committees dealing with reappointment, promotion, and tenure are strongly encouraged to attend an appropriate session.
Notice to Faculty Members/Faculty Rights
To ensure the procedural rights of the candidate, the department chair will provide a copy of these guidelines to the candidate and to all appropriate departmental committees as soon as a determination has been made that the faculty member is to be considered for promotion and/or tenure. In no case will this occur later than the spring semester prior to the academic year during which the candidate will be considered.
Faculty Responsibilities for Dossier Preparation

Candidates and the department chair share responsibility for ensuring that all required materials are available and complete and that the dossier has been prepared following college guidelines. Candidates have the ultimate responsibility for starting the development of their file (VPAA information form, current CV, personal narrative, supplementary material and table of contents for the supplementary material). Chairs are responsible for completing the dossier with all remaining required materials (department criteria, teaching summary, annual evaluation summary, department recommendation, chair recommendation) and for obtaining and inserting external letters.
Expectations for Promotion and Tenure

The maximum probationary period is the equivalent of six years of full-time service in the university at the rank of assistant professor, or three years of full-time service in the university at the rank of associate or full professor.
Recommendations for tenure, accompanied by promotion to associate professor, are based on the critical review of explicit evidence accumulated during the professional career to date, with particular emphasis on academic work accomplished during the probationary period at the University of North Texas. Scholarly achievement must be of significance and must demonstrate a trend toward continual growth toward a national reputation. The granting of tenure requires excellence in the functions of teaching, scholarly/creative activities, and professional service. Balance among these various activities may be expected to vary somewhat from one discipline to another and as a matter of departmental need; however, contributions in one area alone will not qualify an individual for tenure. Specifically, scholarly/creative production of even extraordinary quality will not compensate for indifferent teaching; unusually effective teaching will not compensate for a lack in scholarly or creative accomplishments; excellence in service activities will not compensate for underperformance in either of the other two areas. Any recommendation for tenure, based on evidence of excellence, should also be based, so far as possible, on indications that the individual will continue to grow and develop professionally. No recommendation for tenure will be made in case of any reasonable doubt.
A recommendation for tenure must carry with it the assurance, so far as can be determined, that the faculty member exhibits professional integrity; adheres to high standards of professional ethics; understands the nature of membership in a community of scholars and has the ability and desire to work as a member of a group while retaining all rights of individual expression; and demonstrates a sense of responsibility for the well-being of the University of North Texas and a commitment to work for the accomplishment of its goals. 
Expectations for Promotion to Professor
Recommendations for promotion to professor are based on the critical review of explicit evidence accumulated during the professional career to date, with particular emphasis on academic work accomplished during the appointment at the University of North Texas and during the tenure as associate professor. A promotion to professor requires evidence of sustained excellence in the functions of teaching, research or other scholarly/creative activities, as well as leadership in providing meaningful service, sufficient for the achievement of a national or international reputation and recognition. Promotion will normally be considered after the individual faculty member has demonstrated excellence for a period of 5-8 years at the level of associate professor, but service for this length of time is not required.  A sufficiently strong record is required also so that a confident prediction can be made of continuous, long-term, and high-quality achievement.

Balance among the various academic activities (teaching, scholarly/creative activities, service) is expected to vary somewhat from one discipline to another and as a matter of departmental need; however, contributions exclusively in one area will not qualify an individual for promotion. Specifically, scholarly or creative production of even extraordinary quality will not compensate for a lack of quality in teaching; unusually effective teaching will not compensate for a lack of excellence in scholarly or creative accomplishments; excellence in service activities will not compensate for underperformance in either of the other two areas. It is understood that work assignments within the departmental context will not have given each faculty member under consideration for promotion an equal opportunity for accomplishment in each area of academic work, but there must be evidence of excellence across duly constituted assignments. A recommendation for promotion, based on evidence of excellence, should also be based, so far as possible, on indications that the individual will continue to grow and develop professionally. 

Review of Material

The College of Liberal Arts and Social Sciences uses a standardized form of documentation for the review of promotion and/or tenure cases. It is the responsibility of the candidate, the department chair, and the departmental committee to ensure that materials submitted are in accord with university policy and college guidelines. Files that are inconsistent with these guidelines will be returned to the department. While some variation can be expected in order to provide for differences in departmental procedures and professional activities, documentation deviating from the instructions described under “submission of dossier” will not be accepted.

Promotion and tenure are serious matters affecting the candidate, the department, the college, and the university. For a recommendation to receive serious consideration at the college level, full documentation, supported by evidence of achievement, is required. All such recommendations will be based on departmental, college, and university performance standards.

One original candidate dossier will be submitted to the assistant to the dean no later than the deadline stated in the CLASS administrative calendar. In order to ensure that the dossier is complete, departments will begin the process of examining all potential candidates for promotion and/or tenure early in the spring semester prior to the academic year during which the candidate will be reviewed. Of critical importance is the initiation of the outside review process, which involves the identification of qualified referees and the solicitation of their external review letters. Candidates will provide the department chair with the names of potential external reviewers, an updated and complete CV, and selected reprints and supporting materials by the deadline date noted in the CLASS administrative calendar. This timeframe must be followed to ensure that the external letters are available and that the dossier is complete when the department chair and departmental committee begin reviewing the application. External reviewer letters and recommendations from the department chair and departmental committee will be added after the dossier is submitted to the chair and before the dossier and supporting materials are forwarded to the dean’s office. 
Submission of Dossier

Original documents (one-sided print) are submitted to the assistant to the dean in a three-ring binder with appropriate tabs. The binders should include the material in the following XII major sections, with each section labeled accordingly with index tabs and in the order listed below. Candidates may request the binder and tabs from the assistant to the dean by providing the candidate’s name, department, and review level (allowing 5 working days for processing the request). Supplemental material is submitted in a separate folder or binder. The college is responsible for the electronic submission of the materials to the VPAA.
A preliminary listing of the tabs and contents for each major section is provided below. Additional details about the content for each tab follow this preliminary listing.
I.      
University Information Form (VPAA 174)

II. 
Curriculum Vita and Self-Evaluation/Personal Narrative

III. 
Table of Content of Supplemental Material

IV. 
Department Promotion and Tenure Requirements
V. 
Summary Description of Annual Evaluations
VI. 
Summary Evaluation of Teaching Effectiveness

VII. 
Recommendation of Department RPTC (departmental committee)
VIII. Recommendation of Department Chair (include documentation regarding the vote of each eligible tenured faculty member)
IX. 
Recommendation of College RPTC (college PAC)
X. 
Recommendation of Dean

XI. 
Dissent Letters

XII. 
External Review Letters and Information Form 

I.  VPAA UNIVERSITY INFORMATION FORM  
     (available on CLASS and VPAA website)
The university information form (VPAA-174) must be completed and inserted in this section.  The CLASS dean’s office will complete the College PAC member list and PAC chair required on the information form.  The vote summary will be completed at each review level, be sure the vote count is noted on the form (for-against-abstain) when appropriate.
II.  CURRICULUM VITA AND SELF EVALUATION/PERSONAL NARRATIVE
Curriculum Vita 

A complete and current CV must include factual information about the candidate’s publications and scholarly/creative activities, including exhibits, performances, presentations, or seminars; professional activities including those involving holding office in learned societies; membership on professional panels; service to the department, college, or university; and other evidence of professional growth which might be unique to the candidate's discipline.  

Publications - The materials will include a brief overview of the categories of publication that are considered typical of a candidate’s field and their relative importance as contributions in that discipline. If some disciplines have specialized types of publications and/or peer review processes that might be unfamiliar to members of the college PAC, a brief explanation or description of these issues must be included in this part of the dossier. The publication section of the CV will separate and describe the candidate’s work as follows:
· Books.

· Journal articles.
· In all cases, indicate which publications are peer-reviewed.

· For publications with multiple authors, underline the name of the principal author.

· Note which publications, paper presentations, etc. are the result of grants the candidate has received.

· For publications listed “in press,” include a copy of the letter from the editor accepting the publication (include letters of acceptance or page proofs, where applicable, in appendix/supplementary materials folder).

· Where book reviews are listed, separate them from articles and include a statement describing their relative importance in the candidate’s discipline.

· Where grants or submitted proposals are listed, distinguish between grants for equipment, training, travel, and research; also distinguish between grant proposals awarded and declined.

· A complete bibliographical citation, including page numbers (total number of pages in article) must be provided for each entry in the publications section.

· In an appendix to the CV, note any creative/scholarly work performed during time at a previous institution that has been credited towards the probationary period at UNT. 


Productions, Performances, Exhibitions, Seminars Presented, etc. – For activities that were refereed, juried, or critically evaluated, include copies of the evaluations.

Samples of the candidate’s work over the time period in question, such as publications, professional work, external evaluations, reviews, etc., will not be included in the dossier itself. These will be submitted in a portfolio or accordion file folder as addenda to the dossier.

Self-Evaluation/Personal Narrative
The college conducts workshops each year to assist faculty in preparing this important part of the dossier. Contact the dean’s office for date information.

The candidate must include a narrative describing his or her teaching, scholarly/creative activities, and service accomplishments. The narrative should provide context and coherence for all of the other tenure materials submitted. In short, the narrative is the candidate’s opportunity to state a case for promotion and/or tenure. The narrative must not exceed 750 words and should address the following information:
· The narrative must emphasize both the quality and the significance of the candidate’s work.    

· Evidence for a sustained program of high quality scholarly/creative work must be provided – e.g., paper/book/performance reviews, rankings of journals or exhibitions, extensive publications, and citation indices.  

· It is essential to provide perspective that confirms a coherent sustainable professional program that contributes to the advancement of the candidate’s field of scholarship or creative work.  

· Evidence should be given of development of an area of expertise and how this expertise relates to long-term professional goals.    

· It is important that the broader significance of the candidate’s expertise be addressed.  

· Discussion of teaching activities can include a brief description of teaching philosophy, curriculum innovation, and student mentoring.
III.
 TABLE OF CONTENTS FOR SUPPLEMENTARY MATERIAL

A pocket folder of appendix material must accompany the dossier  and this supplementary folder must include CVs for the external reviewers. Additional supporting materials may also be included in the pocket folder (books, copies of publications, etc.) 

A table of contents page noting the items in the appendix/supplementary material must be included as part of the dossier.
 IV.
 DEPARTMENTAL PROMOTION AND TENURE REQUIREMENTS


A copy of the departmental promotion and tenure or promotion to full criteria is required 

in this section of the dossier.  
V.  
SUMMARY DESCRIPTION OF ANNUAL EVALUATION 
      (provided by chairperson and must be signed)
Cumulative results of the candidate’s annual evaluations from the last promotion are prepared by the chair. The chair must summarize the results of these annual evaluations, providing context by detailing how the candidate ranks with respect to other faculty members and their cohorts within the department. The purpose of this section is to summarize and provide context: mere copies of the candidate’s evaluations are insufficient.
VI.
 SUMMARY EVALUATION OF TEACHING EFFECTIVENESS INCLUDING                  STATISTICAL SUMMARY OF STUDENT EVALUATIONS
      (provided by chairperson and must be signed)

A summary evaluation of teaching effectiveness is prepared by the chair and must include statistical summaries of student evaluations, interpretative comment on the statistical summaries, and other evidence of student learning.  


Comprehensive evidence of teaching effectiveness is required, covering the period of time since the appointment or last promotion. Candidates receiving credit for previous years of service at another university must provide evidence of teaching effectiveness from that university.


The candidate and the department must ensure that teaching achievement is demonstrated and properly documented. Documentation must reflect a systematic appraisal of teaching performance, including a quantitative assessment of student opinion, peer reviews, input from the department chair and/or members of the departmental promotion and tenure committee and where appropriate, assessment by other knowledgeable persons. The statistical summaries of quantitative assessments must be provided. Such summaries should indicate the candidate’s ranking among all faculty in the department, ranking among faculty within the same cohort, and can include rankings within various types of courses. Typical students’ comments can be included within the teaching evaluation summary to document overall teaching effectiveness, however mere copies of the comments should not be included. The purpose of this section is to summarize and interpret teaching effectiveness.    


Evaluations must also consider the faculty member’s activity in advising students, in supervising graduate students, and in other instructionally related activities.


Candidates should use a portion of the candidate essay to provide information they consider relevant for evaluating their effectiveness as university instructors.

Supporting materials placed in the supplementary folder will include: (a) sample syllabi and other relevant pedagogical materials and (b) teaching evaluation forms and the scale of values used on the forms. 
VII. RECOMMENDATION OF DEPARTMENTAL COMMITTEE (must be signed by all members)
Committee Membership and Voting Eligibility

Membership on departmental reappointment, promotion, and tenure committees will be open to tenured faculty holding the rank of either associate professor or professor. Committee member eligibility to participate in the discussion of, and voting on, a candidate will be determined by the rank to which the candidate aspires. All members of the committee will participate in decisions on candidates seeking promotion and/or tenure at the rank of associate professor. Only members holding the rank of professor will participate in decisions on candidates seeking promotion and/or tenure at the rank of professor.
For departments with fewer than five tenured faculty members, the dean will assist in filling the committee with eligible CLASS faculty members.

For promotion to full professor, if the departmental committee does not have five full professors, the dean will assist in filling the committee with eligible full professors from other CLASS departments.

Procedures for the Written Recommendation for the Dossier

Review of the material by the departmental committee will be conducted after the candidate submits the dossier to the chair and before the dossier and supporting materials are forwarded to the assistant to the dean.
Upon review of the dossier, the departmental committee must notify the candidate in writing if it is considering a negative recommendation. The candidate has the right to request a meeting with the chair of the departmental committee within 5 business days of this notification. 
After reviewing the dossier and any consultation, the departmental committee will submit a written affirmative or negative recommendation to the department chair. 
The recommendation of the departmental committee will include a narrative statement. The document will provide a full and frank explanation regarding the recommendation and must be dated and signed by all committee members. The numerical vote of the committee and list of members must be noted in the narrative along with any minority reports from the committee.  

Narrative Statement 
The narrative will focus upon appraising the candidate's contributions and furnishing insights for reviewers whose disciplines are not the same as that of the candidate. Overall, the narrative statement must address the criteria for teaching, scholarly/creative activities and professional service (as described in the earlier section on “Expectations for Promotion and Tenure and Expectations for Promotion to Full”).  
The committee may begin the narrative with a brief summary or introduction. Under the headings for each evaluative area, a series of sample questions is listed to provide guidance to the committee for addressing these areas. The sample questions are not an exclusive list of evaluation criteria. The committee may address additional aspects of the candidate’s performance. Professional service is interpreted differently from department to department since it often contains elements of both professional development and pure service. Accordingly, questions on professional service are included under both “Professional Activities” and “Departmental and University Service.” The committee will include discussion of professional service under the most appropriate category for that discipline. If professional service is included under “Professional Activities,” the committee will briefly justify its inclusion there. The departmental committee will use the standards outlined in the departmental promotion and tenure documents as the criteria in evaluating the candidate’s performance in the areas of teaching, professional activity, and service.


Teaching Activities

The following paragraph lists questions the departmental committee could address in relation to instructional activities. 

Has the individual been a conscientious teacher, willing to devote time and attention to the preparation of courses? Has the individual been an attentive and helpful advisor to students? Has he/she been willing to attempt innovations and experiments in the classroom? Are there any special indicators of this person's merit as a teacher, such as student publications or awards in which the faculty member played a major role, significant awards for teaching excellence, or student demand for this person as a major professor? What evidence has been used in assessing this person’s accomplishments as a teacher? (e.g., student evaluations, peer evaluations, classroom visits by chairperson or appropriate departmental committee members, course syllabi, team teacher with candidate, etc.)


Scholarly/Creative Activities

The following paragraph lists questions the departmental committee could address related to professional activities.

Are the publications/performances/exhibitions of a high quality, and how was this assessment made? Are they sufficient in number as identified in the departmental guidelines for promotion and tenure? What contributions is this individual making to his/her field?  Do you believe that this candidate will continue to make contributions in the future? If appropriate, do you think the professional service contributions of this candidate represent a regional and/or national recognition of his/her professional abilities and scholarship? How did you assess the quality of these contributions? What evidence did you have in assessing this person’s accomplishments (e.g. peer evaluations, awards)? What evidence is there that the candidate has established a national/international reputation in his/her field?

Departmental, College, and University Service/Professional Services

The following paragraph lists questions the departmental committee could address related to service activities.

If more appropriate in this category, how do you judge the quality of this individual’s contributions to the profession? Is this individual regarded as a good departmental citizen, that is, willing and able to carry out such tasks as committee assignments? How do you assess the quality of this candidate’s departmental, college, and university service? What evidence did you use to assess this person’s contributions in the service category (e.g., peer evaluations, evidence from those with whom he/she has served, service citations)?
Overall Evaluation

Summary questions the departmental committee could address are listed below.

What is your overall assessment of this candidate? What are his/her strengths? Weaknesses?  How well do you think this individual compares with other persons of the same rank or equivalent experience at other peer and aspirational institutions? What evidence do you have to support this assessment? (For example, you might include the history of annual departmental peer evaluations and the statements on the narrative annual evaluation.) Does the committee believe that the candidate will continue to perform at a high level? Does the committee believe that the candidate has demonstrated an overall record of excellence across the areas of teaching, scholarly/creative activity, and service to warrant tenure and/or promotion?

VIII.
 RECOMMENDATION OF DEPARTMENT CHAIR (must be signed)
The departmental chair will provide his/her own independent evaluation of the candidate’s application. The department chair’s recommendation will be added after the candidate and departmental committee submit the dossier to the chair and before the dossier and supporting materials are forwarded to the assistant to the dean. The department chair will include documentation for reappointment votes for third and subsequent years (for assistant professors).
Upon review of the dossier, the chair must notify the candidate in writing if he/she is considering a negative recommendation. The candidate has the right to request a meeting with the chair within 5 business days of this notification. 
THIS RECOMMENDATION LETTER IS EXTREMELY IMPORTANT TO THE FILE AND SHOULD BRING INTO FOCUS THE MOST IMPORTANT ASPECTS OF THE CASE BEING PRESENTED AND THE FACTORS SUPPORTING THE RECOMMENDATION.

1.
 The chair will address and evaluate achievements in the three traditional areas of teaching, professional activity, and service.

The chair will indicate what deficiencies, if any, were noted in previous annual evaluations, what counseling took place, and how these deficiencies have or have not been corrected;

In tenure cases, the chair will provide evidence that, in the normal course of appointments (a six-year probationary appointment at the rank of assistant professor), counseling of the candidate took place and with special emphasis in the third year (midterm) regarding deficiencies and what would be expected of the candidate in order to achieve tenure. In the case of appointments with credit for prior service, reference must also be made to annual counseling sessions. 

2.
 The chair will explain the relative weighting which he/she assigns to these three areas.

3.
 If there is an unusual gap in performance in one or more of these areas, such as a sustained period of low teaching evaluations or a long period in which professional achievement has not been demonstrated, the chair will (a) explain the gap; and (b) explain whether he or she believes that the candidate can be reasonably expected to perform as a professional should promotion be granted.

4.
 The chair will address in his/her letter the vote of the departmental committee.

5. If there is a difference of opinion between the chair and the departmental committee in the evaluation of the candidate’s dossier, the chair will address in his/her letter what attempts were taken to resolve the differences. This discussion will occur prior to any submission of material to the office of the dean.  

6.
 Should unresolved differences remain between the chair and the departmental committee, those differences will be reported with appropriate explanation in the chair’s letter.
SPECIAL NOTE:  In cases involving tenure recommendations, reference must be made to the following assurance statement by the departmental committee and the department chair.

The tenure recommendations must include the assurance, so far as can be determined, that the individual practices professional integrity; that he or she adheres to high standards of professional ethics; that he or she understands the nature of membership in a community of scholars and has the ability and desire to work as a member of a group while retaining all rights of individual expression; and that he or she feels a sense of responsibility for the well-being of the University of North Texas and a commitment to work for the accomplishment of its goals.
IX. 
RECOMMENDATION OF COLLEGE PERSONNEL AFFAIRS COMMITTEE
After review of the dossier material and the advocate presentation, the college PAC considers its recommendation for each case. If the college PAC is considering a negative recommendation, the committee chair must notify the candidate in writing. The candidate then has the right to request a meeting with the chair of the college PAC within 5 business days of this notification. 

The college PAC will make a written recommendation for each candidate’s case. The narrative must contain the vote and signature of all members. The written recommendation must be submitted to the assistant to the dean according to the deadlines provided in the college calendar.
The recommendation will provide context and discussion and must make either an affirmative or negative recommendation. This committee may also comment on matters of process as they may be evident in the earlier reviews. The committee report may include a minority discussion in addition to the majority recommendation. The written recommendation must be dated and signed by all committee members and include the numerical vote. 
X. 
RECOMMENDATION OF DEAN

Upon review of the dossier, if the dean is considering a negative recommendation, he or she must notify the candidate in writing. The candidate has the right to request a meeting with the dean within 5 business days of this notification. 

Based on the review of the dossier and recommendations from the departmental committee, the chair, and the college PAC, the dean makes a recommendation in writing to the provost.  
Once the recommendation is ready to be transmitted to the provost, the dean will inform the faculty member in writing (with a copy to the chair) of the college recommendation (affirmative or negative). In case of negative recommendation, the dean’s letter to the provost must provide a succinct and explicit explanation for the negative recommendation. If the dean does not concur with the college PAC’s recommendation, the reasons for non-concurrence must be stated in writing.
XI.
  LETTERS OF DISSENT

Candidates who receive a negative recommendation from the departmental committee, department chair, college PAC, or the dean have the right to insert into their dossier, before it is transmitted to the next level, a letter disputing that recommendation.  The candidate must submit the letter to the appropriate committee department or college chair or assistant to the dean at least one (1) business day in advance of the deadline for submission of the recommendation to the next level (see CLASS P&T calendar for deadlines).
XII.  
FIVE EXTERNAL EVALUATION LETTERS, REFEREE INFORMATION FORM,          AND SAMPLE LETTER OR EMAIL SENT TO EXTERNAL REVIEWERS
At least five letters of external evaluation must be obtained from persons in the candidate’s area of expertise. The chair will add these letters to the dossier prior to its review by the departmental committee and without sharing the letters with the candidate.  The completed referee form must also be included in this section, along with a sample letter or email that the department sent to the external reviewers when requesting their services and providing instructions for the review. A copy of the CV for each external reviewer must be included in the supplemental folder with the other supporting materials.  
In selecting and submitting these letters, departments must adhere to the following instructions:

A. The external reviewers providing letters must be selected from tenured faculty or administrators at institutions with programs, at a minimum, comparable to those at the University of North Texas. It is recommended that external reviewers be selected from institutions with the most prominent national/international reputations in the candidate’s field. 
B. Reviewers must hold the rank of full professor unless an exception is approved by the associate dean for administrative affairs. Exceptions will be clearly explained and documented. (An example of an exception would be an associate professor who is a leading researcher in a special sub-field of the discipline). It may also be appropriate to solicit additional letters from researchers in industry. Professionals who are not members of the academic community may also be able to comment on public service activities of the faculty member.

C. Reviewers must not be close friends of the faculty member being reviewed and only in extraordinary circumstances should they be graduate school colleagues, former 
professors, or former colleagues. If the latter are used, the extraordinary circumstances must be explained, and such letters must be a minority of those submitted with a candidate’s dossier. 

D. The external evaluators will be chosen in the following manner. 

The candidate will submit to the department chair at least four names and addresses of individuals who he/she believes are professionally capable of evaluating his/her professional achievements. If the names include graduate school colleagues, former professors, or former colleagues, the candidate must justify their inclusion, and the chair, in consultation with the candidate and appropriate department promotion and tenure committee, must decide if extraordinary circumstances exist to warrant their use. In some cases, the candidate may also supply a list of names of individuals who he/she believes would not be able to serve as objective external reviewers. For example, if the candidate has had a professional conflict of interest with a colleague over a grant proposal or article review, then that person might not be appropriate to serve as an external reviewer. If the candidate does submit such a list, he/she will provide a brief statement on the nature of the conflict and why the individual should be disqualified as an external reviewer.

Members of the departmental promotion and tenure committee will similarly assemble and submit to the chair a list of at least four persons so qualified and with the same restrictions as noted in paragraph 1 above. In cases where there are distinct and appropriate disciplinary sub-fields, it is recommended that the committee solicit such names from department faculty of that sub-field.

The department chair may also submit the names of possible reviewers. The department chair in concert with the departmental committee will select a minimum of five referees from these lists, without revealing those names to the candidate. Consideration will be given to selecting at least one external reviewer from each of the lists provided. 

Every letter received must be sent forward with the candidate’s file.

E. If a candidate is reapplying for promotion and/or tenure, then at least five new 
external letters must be obtained. If reviewers from a previous application are used, 
then letters from all the reviewers from that application must be solicited. If a reviewer from a previous application does not respond, the previous letter will be included in the candidate’s dossier.

Outside reviewers will receive the candidate’s complete CV and relevant supporting material, e.g., offprints, personal essay and a copy of the UNT department’s criteria for promotion and/or tenure.

The external review letters must address the candidate’s record as a scholar, the extent to which his/her scholarly/creative record constitutes a significant contribution to the discipline, and his or her potential for continued productivity. The reviewers will also address the question of whether the reviewer thinks the candidate should be promoted based on the UNT department’s criteria for promotion and/or tenure.

Letters of external review will state the reviewer’s knowledge of, or relationship to, the candidate. This information will be requested to be part of the letter when arrangements are made for the external reviews. As noted above, letters will not be solicited from close personal friends of the candidate, and only under exceptional circumstances from graduate school colleagues, former professors, or former professional colleagues of the candidate. External reviewers will also provide a copy of their CV with their evaluation letter. The CVs for the external reviewers will be placed in the folder with the other supporting materials and not included in the dossier itself.

Upon receipt of the letters of evaluation, the department chair will submit all of them to the departmental committee for use in its deliberations. The committee will include these letters with the evaluation which is sent to the chair, and the chair will forward them with the candidate’s dossier to the dean of the CLASS.

General practice is that the external letters will not be released to the candidate.
Midterm Reappointment Reviews

Original documents are submitted in a three-ring binder with appropriate tabs. The binders should include the same material as P&T, except for external review letters. Candidates may request the binder and tabs from the assistant to the dean by providing the candidate’s name, department, and review level (allow 5 working days for processing the request). Supplemental material is submitted in a separate folder or binder.
Midterm reappointment reviews (3rd year) will be required for tenure-track faculty who are following the standard six year probationary appointment. The midterm documentation will follow the same format and composition as the dossier submitted for promotion and/or tenure with the exception of external review letters which are not required as part of midterm review. It is the responsibility of the department chair and departmental committee to provide a thorough review of, and feedback to, faculty who apply for early tenure and that therefore do not have the benefit of a midterm review prior to submitting their dossier for promotion and/or tenure review.

Faculty who receive a one-extension prior to their midterm review will be reviewed for midterm during Year 4 and the P&T review will be conducted during Year 7.

Lecturer Promotion Reviews

Original documents are submitted in three-ring binder with appropriate tabs. The binders should include the same material as P&T, except for external review letters. The lecturer process does not include advocates. Candidates may request the binder and tabs from the assistant to the dean by providing the candidate’s name, department, and review level (allow 5 working days for processing the request). Supplemental material is submitted in a separate folder or binder.

The promotion documentation will follow the same format and composition as the dossier submitted for promotion and/or tenure with the exception of external review letters which are not required. Also, no advocate is needed.  

The college and departments have additional documents specifying criteria for lecturer promotions. The college document is available on the CLASS website and Untranet and from the assistant to the dean.
Guidelines for Advocates

Promotion and/or Tenure College PAC Meeting
The following guidelines are offered to help advocates appearing before the college PAC in support of candidates for promotion and/or tenure.
PowerPoint Presentation and Normal Procedures for the Meeting
Prior to the college PAC meeting, advocates will be notified by the assistant to the dean of the meeting date and scheduled time of their presentation.  

The normal procedure for the advocate on review day begins with the advocate’s presence in the reception/waiting area of GAB 210 at the designated time. One of the college committee members will escort the advocate to the conference room when the committee is ready.  
The advocate will need to comment on the candidate’s accomplishments in the areas of teaching, scholarly/creative activities, and service. The advocate must present an overall assessment of excellence and the impact of the candidate’s work, not just a recitation of publications. The advocate should be very familiar with all of the candidate’s work, not just the dossier material, as specific questions do arise. Advocates play a critical role in helping the committee understand the case for promotion and tenure. It is essential that the advocate deliver an effective presentation. This includes being well-organized, paying attention to the time limit, and being prepared to answer questions from the committee.

Advocates are required to submit an electronic PowerPoint presentation to the assistant to the dean three (3) working days prior to the college PAC meeting. The presentation format must follow or be similar to the template available on the CLASS website (10 slide limitation). The PowerPoint presentation will be setup for the advocate to show during the college PAC meeting. Fifteen minutes are allowed for the advocate’s presentation for promotion and tenure cases, with an additional five minutes for questions from the committee members. Ten minutes are allowed for midterm presentations, with an additional 5 minutes for questions.
Suggested Areas to Address:
1. Advocates should clearly indicate what the department’s expectations are for promotion and/or tenure. The description should include the key things that are emphasized in the discipline, e.g. the importance and relative value of publications, grants and grant applications, etc. 

2. Advocates should not attempt to cover extensively the candidate’s dossier, but should touch upon the main points of a candidate’s teaching, research/professional accomplishment, and service.

3. If there are anomalies in the candidate’s record or dossier, the advocate should be prepared to address them.

4. If a candidate is coming up early, the advocate should be prepared to explain the extraordinary circumstances justifying the early tenure decision or short period of time since the previous promotion.

5. Advocates should be prepared to explain special or discipline-specific terminology describing a candidate’s record.

6. Advocates should be prepared to confirm that a candidate for promotion to professor has achieved a national reputation and that candidates for promotion to associate professor have achieved an emerging national reputation.  

Possible Questions from the College PAC
1. Members of the college PAC may ask for clarification. Examples might include questions on how the candidate compares in teaching evaluations with other faculty in the department. In this vein committee members may ask for more explanation of student evaluations and of how the teaching data is presented in the candidate’s dossier. There may also be questions concerning evaluations in different-level (introductory, senior, or graduate) courses. For UNT faculty granted a shortened probationary period because of previous academic experience elsewhere, there may be requests to present teaching evaluations from the previous school(s).

2. Advocates should be prepared to answer questions about the external review letters and their authors. Advocates should be able to discuss how the reviewers were selected (e.g., who selected particular reviewers). If letters from previous years are used, explain why this was done. If there appears to be a variation from the guidelines on selection of outside reviewers, the advocate should be prepared to explain the variance. Advocates should be prepared to discuss negative, lukewarm, or equivocal evaluations. Sometimes there are questions about the school where a reviewer is located.

3. In discussing the candidate’s publication record, there may be questions on the journals or publishers. How would one rank the journals or publishers? Is there a hierarchy of such journals or publishers recognized by the discipline? How does the discipline view a record of articles as compared to books (single authored, co-authored, edited)?

4. When there is a record of co-authored publications, what is the significance of the order of the authors’ names? Can one tell who is the prime author? If the candidate’s record is all co-authored or mainly co-authored publications, the committee may ask why there is no or little single-authored work.

5. PAC members frequently ask about external grant applications. If there is little record of such applications, be prepared to explain why. If there is a record of grant applications from small or regional agencies, be ready to discuss why there has been no contact with major federal agencies or no proposals sent to competitive peer-reviewed programs.

Confidentiality
1. Discussion of promotion and tenure by the college PAC, including the presentations of advocates and questions and statements made in regard to the presentations, are confidential and should not be discussed or revealed outside the committee hearings. This restriction applies to all persons present during the hearings, including the advocate.
THANKS FOR CONTRIBUTING TO AN IMPORTANT ACADEMIC DECISION. 
Distinctive Circumstances
Early Tenure 

Candidates with significant records of scholarly/creative accomplishment and significant teaching experience may discuss early tenure options with their department chair and with the associate dean for administrative affairs. When applying for early tenure, “the entire professional career, with emphasis on the probationary period at UNT, will be used in evaluating faculty for tenure.” (UNT Policy Manual, Section 15.1.2.1.5). While prior professional accomplishments are considered, it is essential that work performed before appointment at UNT represent part of a sustained professional program that has continued during the time at UNT. In particular, no amount of previous activity will compensate for a lack of professional accomplishments while at UNT.  

When service at other institutions is being considered, it is the responsibility of the candidate to provide documentation, including teaching evaluations, in order to establish sufficient evidence of sustained accomplishments in teaching and scholarship during the years at the previous place of employment that are applied toward the UNT probationary period. For example: if an assistant professor is applying work done one year before joining UNT, then teaching evaluations for that year should be supplied.  

Extension for Promotion and Tenure

Extensions to probationary period require advanced approval. It is the responsibility of the faculty member to provide appropriate documentation to adequately demonstrate why the request should be granted. Circumstances warranting consideration include the birth or adoption of a child, responsibility for managing the illness or disability of a family member, serious persistent health issues of the faculty member and death of a parent, spouse, child or domestic partner. Written requests should be provided to the department chair at least one year prior to candidates P&T review year and forward to the dean’s office upon chair approval. The dean will review the request and recommendation by the chairperson and make a written recommendation to the Provost and Vice President for Academic Affairs who will render a final approval or disapproval. Faculty members should make the request whenever it becomes clear that circumstances consistent with the policy may warrant an extension. Permission for an extension may not be sought out of hindsight, long after the event. At each step in the process, the evaluation of the extension will be based on the merits of the individual case.

Promotion and Tenure Committee Composition in Small Departments

In some departments, only a small number faculty hold the rank of professor. When a candidate in such a department is nominated for promotion to the rank of professor, it may be necessary to create an ad hoc departmental committee using faculty from outside the department holding the rank of professor.  

The candidate will supply the names of three such faculty from within the College of Liberal Arts and Social Sciences to the department chair. The chair, and the other qualified faculty from within the department, will select from these names and those that they supply to form an ad hoc departmental committee of at least five members. None of the outside members of the ad hoc committee should currently serve on the college PAC. If there are no faculty holding the rank of professor in the candidate’s home department, the chair will work with the dean’s office to constitute the ad hoc departmental committee.

Voting Protocol on P&T Candidates by College PAC Members
Members of the college PAC will not vote on tenure and promotion candidates from their own departments in college-level deliberations. This does not preclude college PAC members from serving on a candidate’s departmental committee.  

Receipt of Informal or Unsolicited Letters
Only the materials and items outlined in the CLASS Reappointment, Promotion, and Tenure Guidelines will be entered into the record and used for evaluation purposes at the college level.  

In some cases, informal or unsolicited letters on a candidate may be submitted to the dean’s office.  If such letters or informal communications are received, they will be placed in a secure file in the dean’s office. Such items will not be part of the candidate’s file and will not be available to members of the college PAC.
Rights of the Candidate for Negative Recommendations

A candidate who is under consideration to receive a negative recommendation from either the departmental committee, the chair, the college PAC or the dean has the right to meet with the chair of the committee, departmental chair and/or dean to discuss the decision. The meeting must take place within five (5) business days upon notification of the decision under consideration.

If a negative recommendation is made at any level, the candidate has the right to insert a letter of dissent disputing this recommendation before the dossier is transmitted to the chair, college, or provost’s office. The candidate has three (3) business days after notification of the negative recommendation to provide the letter for placement in the dossier.
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