UMW COLLEGE OF BUSINESS (COB) PROMOTION AND TENURE (P&T) PROCEDURES

This document contains the procedures for faculty evaluation for promotion and tenure within the College of Business (COB). Candidates must familiarize themselves with the general University requirements for promotion and tenure as found in Section 7 of the University Faculty Handbook. Candidates in the COB must demonstrate that they have met the University requirements according to the procedures outlined in this document. 

COB Probationary Period and Pre-Tenure/Pre-Promotion Review 

Procedures and guidelines for mentoring all full-time faculty in their probationary period including tenure-track lines in the first 6 years, and renewable-term appointment lines are determined at the departmental level. 

Each department shall conduct a third year review for all tenure-track faculty determined by department guidelines. All departments shall have a written policy for pre-tenure review and mentoring.

COB Promotion and/or Tenure Procedures

Faculty performance in the COB is evaluated in three areas:  teaching, scholarship/professional activity, and service. All evaluations will be based on the Faculty Handbook, College Procedures, and Department Guidelines in effect when the candidate applies for promotion and/or tenure. For all deadlines, please see the calendar appended at the bottom of this document.
1) All faculty pursuing promotion and/or tenure will assemble their credentials in a candidate Learning Management System (LMS) course to facilitate the storage and organization of materials supporting that candidacy. The dean or their delegate will serve as the P&T LMS administrator. 
2) The candidate must submit a letter or email and a CV to the Dean and Chair requesting consideration for promotion and/or tenure in the next academic year. 
3) Candidates shall submit to their department chair a list from which to solicit letters of recommendation. For promotion to professor, this list shall include three to five individuals who are faculty or professionals outside the University. Additionally, for those being considered for promotion to professor, the chair shall solicit letters of recommendation from reviewers who are faculty or professionals outside the University in the candidate’s discipline that are not on the candidate’s list. The department chair’s request for letters of recommendation shall include university criteria and departmental guidelines for promotion and/or tenure. 
a) Letters of recommendation should clearly identify accomplishments of the candidate that substantiate specific criteria for promotion and/or tenure. All persons asked to write letters of recommendation shall be informed that these letters will be accessible to the faculty member.  
b) The department chair shall be responsible for transmitting these recommendations to the LMS for inclusion in the candidate’s file. 
4) In the case of department chairs, requests for promotion should be submitted directly to the dean. In this instance, the dean shall appoint, in consultation with the chair, by May 15, a member of the faculty (from the chair’s department whenever possible) who has tenure and the rank of full professor to act as their chair. 
5) The department chair shall solicit preliminary letters from the other tenured members of the faculty member’s department as to whether promotion to the next higher rank should be granted to the faculty member. The tenured faculty members in the department all draft letters to support, oppose, or abstain. After letters are received, the department shall hold a meeting with all other tenured faculty in the department to review and vote on the candidate’s file and note the vote in all three performance areas and the overall vote.
6) The department’s tenured faculty members may revise their letters and submit to the department chair.
7) The chair writes a letter to the college P&T committee that summarizes the result of the votes and the rationale. The chair also provides an independent evaluation of the candidate’s portfolio in that letter. The chair will also upload all the final departmental review letters.
8) The chair shall review their written recommendation regarding promotion and/or tenure and the reasons for the recommendation with the faculty member. 
9) The faculty member may submit a letter of exception to the dean. This letter must be included in the LMS credentials file. 
10) The dean or their delegate shall give the college P&T committee access to the faculty member’s credentials file. For the remainder of the decision-making process, this file shall constitute the exclusive official written record of the procedure. After the file access is given to the college P&T committee, no additional material will be added to, included in the file, or used in the promotion and/or tenure consideration to ensure the same documentary record forms the basis for recommendations at each level of review.
11) The College P&T Committee shall study carefully each credentials file and shall formulate and submit a recommendation to the dean on whether promotion should be granted or withheld, together with a written justification for each recommendation. The recommendations and justifications of the committee shall be included in the appropriate credentials files and, ultimately, in the faculty member’s University personnel file.
12) College committee composition:
a) One tenured person from each department and one tenured person from outside the college (university service position voted by all full-time faculty in the university) for a total of 5 members.
b) Department tenured faculty member representative on the P&T committee will be elected by the department faculty.
c) 3 out of the 5 members must be tenured at the rank of professor.
13) The college committee meets and votes on the candidate’s application based on university criteria and departmental guidelines, and the committee members write the committee’s letter and each of the five members sign under it. 
a) The letter’s content evaluates the performance of the candidate on three areas of teaching, scholarship, and service, reflecting the discussion during the committee meeting.
b) The letter is submitted to the dean.
14) [bookmark: _Toc201829816]Appeal of the Promotion and Tenure Committee’s Recommendation:  When the College Promotion and Tenure (P&T) Committee submits a recommendation to withhold promotion and/or tenure, within one week (five business days) the dean shall inform the faculty member of the P&T Committee’s recommendation, of the justifications for the recommendation, and of the faculty member’s right to appeal. The faculty member must appeal this decision within one week (five business days) of the recommendation by submitting a request to the dean for reconsideration and justification for such reconsideration on the basis of procedural or substantive grounds. Upon receiving an appeal, the dean will form a Promotion Appeal Advisory Committee (PAAC) or Tenure Appeal Advisory Committee (TAAC) within one week (five business days). The appeal advisory committee shall be composed of four people: (1) the college’s member (current or past) of the University Faculty Affairs Committee, selected by the current college representative(s) on UFAC; (2) one member appointed by the dean; (3) one member appointed by the Provost; and (4) one member appointed by the appellant. No person on the appeal advisory committee, other than the person selected by the appellant, should be a faculty member who has written a letter of recommendation for the candidate’s promotion and/or tenure file. All members serving on the appeal advisory committee shall be tenured and/or promoted at least at the rank the appellant is applying to receive (i.e., be full professor if a PAAC is formed for an appellant applying for promotion to full professor). If no college member (current or past) of the University Faculty Affairs Committee is eligible to serve on the appeal advisory committee, then the current college member of UFAC may appoint someone else to fill this role, with preference for a former external member of the college’s promotion and tenure committee, due to their knowledge of the college’s promotion and tenure procedures. In the event of multiple appeals in a college, the three members appointed by the college’s UFAC representative(s), the dean, and the Provost shall serve on each appeal committee; the member selected by the appellant shall serve only on the committee reviewing the appeal of their selector. The appeal advisory committee, with access to all information available to the original P&T Committee, the original P&T Committee’s recommendation, and the candidate’s letter of appeal, shall reconsider the recommendations of the original committee. In cases where the appellant’s justification of the appeal is based on possible inequitable evaluation, all information available to the original P&T Committee and the original P&T Committee’s recommendation for all applicants to the rank sought by the appellant may also be provided to the appeal advisory committee. The appeal advisory committee shall report to the dean in writing within four weeks, either endorsing the original report or presenting an alternative recommendation. The dean shall inform the appellant of the appeal advisory committee’s recommendation within two working days. See the promotion and tenure calendar posted on the Provost’s website for specific deadlines involved throughout this process. 
15) [bookmark: _Toc201829817]Appeal of the Dean’s Recommendation: The dean shall review all information and recommendations contained in the promotion and/or tenure credentials file of each faculty member, shall formulate and state in writing their recommendations with reasons, and shall forward these and the promotion and/or tenure credentials files to the Provost. When considering tenure decisions, the dean must consider each application according to criteria expressed in the Faculty Handbook. The dean must also consider carefully the rank and tenure profiles of the college, projected enrollment patterns, staffing needs, current and projected mission of each department, the specific academic competence of the faculty member, and the preservation of opportunities for the infusion of new talent. A copy of this letter will be sent to the faculty member and their department chair. When the dean recommends that promotion and/or tenure be withheld, the recommendation letter from the dean shall inform the faculty member of their right to appeal the dean’s recommendation, in writing, within seven days to the Provost.
16) [bookmark: _Toc201829818]Appeal of the Provost’s Recommendation: The Provost shall review the recommendation letter from the P&T Committee along with the recommendation letter from the dean. The Provost shall formulate and state in writing their recommendation and shall submit this letter to the President. A copy of this letter shall be sent to the faculty member, their department chair, and the dean. When the Provost recommends that promotion and/or tenure be withheld, the recommendation letter from the Provost shall inform the faculty member of their right to appeal the Provost’s recommendation, in writing, within seven days to the President and the Board of Visitors.
17) [bookmark: _Toc201829819]Appeal of the President and Board of Visitors: The Board of Visitors (or the Executive Committee thereof) in consultation with the President, shall, no later than May 15, review all information of record, as well as any written appeals, and shall render a final decision in the matter and so notify each candidate, their department chair, the college dean, and the Provost in writing. Action by the Board of Visitors (or the Executive Committee thereof) shall be final. If tenure is denied, the Board of Visitors may offer a one-year contract to the faculty member; the Board of Visitors may offer additional one-year contracts, but such additional contracts carry no right to tenure. After the completion of the promotion and tenure review process, the letters of recommendation (and of exception, if any) shall be inserted in the University personnel file (see § 3.13.2.2 of the Faculty Handbook) maintained by the Office of the Provost; the candidate should maintain access to any original materials they submitted.

Contents 

The file shall include all documents developed as part of the process beginning with the initial letter or email requesting promotion and/or tenure. The completed file shall be accessible only to the faculty member involved, the college P&T Committee, Promotion/Tenure Appeal Advisory Committee, the dean, the Provost, the President, and the Board of Visitors. All persons asked to write evaluations and/or recommendations should be informed by the requester that these documents will be accessible to the faculty member.  

The file that accompanies a candidate’s request for tenure and/or promotion must contain specific evidence and supplementary materials that will enable the committee to read, understand, and act on the request. The candidate is responsible for ensuring that the file is complete and that it clearly communicates to the committee all evidence of meeting the relevant criteria.

The Dean or their designee will create the candidate’s LMS for the candidate credentials and will provide access to the candidate by May 15th.  The Dean or their designee will provide and remove access as needed based on the stage of review.

The complete file will include the following:
1) Letter of Application to Chair/Dean:  This should be no longer than one paragraph, describing the basic criteria that have been met (i.e. the length of service at UMW or in the rank, the completion of degree requirements, etc.).
2) Faculty Data Sheet:  The faculty data sheet providing information contained in the candidate’s state personnel file concerning the individual’s degrees and dates received, terms of  service, promotion record, and other personnel data as deemed appropriate. This faculty data sheet must be reviewed by the candidate, countersigned by the candidate, and is included in the candidate’s credentials file by the dean’s office.
3) Curriculum Vitae (CV): The CV should be recent, complete, and organized in a conventional format appropriate to one’s discipline.
4) Faculty Annual Activity Reports (FAARs)
a) For promotion to Associate Professor and/or tenure applications, all FAARs from UMW must be included.
b) For promotion to the rank of Professor, all FAARs since the previous promotion must be included.
c) All FAARs must be signed.  If any are missing or late, the chair must address this in their letter.
5) Annual Performance Reviews (APRs)
a) For promotion to Associate Professor and/or tenure applications, all APRs from UMW must be included.
b) For promotion to the rank of Professor, all APRs since the previous promotion must be included.
c) All APRs must be signed.  If any are missing or late, the chair must address this in their letter.
6) Letters of Recommendation: Letters should be from multiple sources (chair, departmental colleagues, faculty colleagues, professional colleagues) clearly substantiating specific claims related to the criteria. Letters of recommendation are collected and uploaded by the chair once the chair has been given write access to the Candidate LMS Course. 
7) Rationale: The candidate should explain as clearly and concisely as possible (in no more than ten pages) how they meet all the general and specific criteria for promotion and/or tenure.  
8) Appendices: Include representative materials that attest to effectiveness and  
achievement, not merely meeting normal expectations of the faculty.  Each appendix may be no longer than 100 pages, and all appendices may not exceed 300 pages total. 
a) Evidence in Support of Teaching Criteria: The candidate should make a concerted effort to include useful sources of information about quality of teaching. These sources must include all student evaluations since the last promotion or since joining UMW. They may also include sources such as classroom visitation reports, awards, publications or presentations about teaching, and formal involvement in programs focused on improving teaching. The candidate should present converging lines of evidence instead of depending upon a single measure. The candidate should provide select examples of representative syllabi, tests, and assignments that, with appropriate annotation, will help the committee understand their goals, expectations and process in the classroom.  The course evaluations and syllabi do not count toward the page limit of this appendix.
b) Evidence in Support of Professional Activity Criteria: The candidate should include only the material relevant to the period under review at the University (for tenure) or at the current rank (for promotion). Copies of the first page of an article or a table of contents from a book (rather than an offprint or photocopy of the full text) is sufficient.  Visual work produced in media other than print can be represented by photographs. The candidate should describe electronic or digital products clearly, explaining what they do and their design. While hyperlinks need not be removed from credentials files, please note that no resources outside those in the digital credentials file will be reviewed by the committee. 
c) Evidence in Support of Service Criteria: Candidates should provide documentation of their engagement in service to their department, college, and the University. Examples of such documentation can include testimonials from University colleagues, flyers and schedules for programs to which the candidate contributed, committee meeting minutes, or committee appointment letters.
Candidates for promotion to the rank of professor may count work activity from the final year of their prior probationary period, since it cannot have been assessed in their candidacy for the prior promotion. Note that the Candidate LMS Course has 1GB of storage maximum.

Candidates may upload updates (such as a new publication and updates to their C.V.) as long as they have write access to their file.

Expectations

Departmental Colleagues
· Departmental colleagues should write letters that assess the candidate’s performance as measured against the relevant criteria for tenure and/or promotion in the areas of teaching, professional activity, and service. 
· Such letters should explain the candidate’s role in the department in terms of both teaching, and service. In addition, the departmental colleagues’ letters should help to explain the significance of the candidate’s scholarship and professional activity. Recommendations should be based on specific information.
Department Chair  
· The chair should solicit the required letters from departmental colleagues and invite institutional colleagues and colleagues in the discipline external to the university to submit letters for the file. The chair will advise all persons writing letters of the deadlines and of the criteria for tenure and/or promotion.
· The chair’s letter assessing the candidate should draw on these letters and the 
chair’s own review of the candidate’s performance over time to explain the candidate’s role in the department. Specifically, the chair should take extra care to explain the department’s style of operation, so that the candidate’s important roles can be more adequately understood. The chair’s letter should also explain the significance and quality of the candidate’s professional activity. The chair’s letter should then give an honest summative evaluation of the candidate’s work in all three areas. The chair should distinguish between the consensus of the tenured faculty as a whole as documented in their letters and their independent evaluation of the candidate.
· The committee asks for the chair’s best, most careful judgment of the candidate’s work over an extended time. That judgment should be based on specific information reported in the letter and (usually) reflected in the series of evaluations that the file contains. 
· Finally, the committee assumes that the chair has verified the accuracy of all substantive claims on the candidate’s curriculum vitae. The chair is expected to report the results of the vote of the tenured faculty members in the department in their letter.
Institutional Colleagues
· Institutional colleagues should explain the specific contexts in which they have worked with the candidate and evaluate their performance in those areas as measured against the relevant criteria for tenure and/or promotion. Recommendations should be based on specific information that is reported in the letter.
Colleagues in the Discipline External to the University
· Candidates should see that these references address the context in which the candidate’s work has become known and the standing of the candidate’s work within the discipline or the profession. 
Director of Undergraduate Programs
· The director of undergraduate programs should verify that materials are submitted as scheduled and close the file. The director should verify that files are available to the committee promptly in a way that facilitates the committee’s work and protects the confidentiality of the files.
Dean
· The dean should brief the College P&T committee on protecting the confidentiality of the process. After the committee forwards its recommendations, the dean may meet with them to clarify the recommendations. 
· In reaching their own recommendations, the dean should consider first whether the candidate’s record of achievement as represented in the file satisfies the relevant criteria. The dean may also consider two other factors: institutional constraints on promotion or tenure; and additional information about the candidate’s performance which they have learned through formal processes and which is clearly represented in the candidate’s personnel folder. In no case is the dean to grant any credence to anonymous or informal claims about the candidate’s performance.
Provost 
· The Provost shall review the recommendation letter from the promotion 
and tenure committee along with the recommendation letter from the dean, and may also consider institutional constraints that may bear on promotion or tenure decisions. 
· As necessary during this stage of the process, the Provost may examine the candidate’s record of achievement as represented in the file when formulating their recommendation that will be submitted to the President.


Calendar

This calendar is based on the sample calendar noted in UMW Faculty Handbook and incorporates the COB specific procedures. All COB applicants for tenure or promotion must follow the calendar below.

	Tenure and Promotion Action 
	Deadline

	Candidate requests tenure and/or promotion in writing to the department chair and to the dean.
	May 1

	Candidate submits to the department chair a list from which to solicit letters of recommendation.
	May 1

	Deadline for candidate’s APR to be completed by the chair
	August 16

	Deadline for all solicited letters to be received by chair from reviewers who are faculty or professionals outside the Department
	August 18

	Deadline for candidate to submit all required materials on LMS. LMS write access is removed, and read access retained for the candidate
	August 18

	Date for chair to upload the solicited letters from faculty or professionals outside the Department and date to give tenured faculty in department LMS read access
	August 20

	Deadline for all preliminary letters to be received by chair from tenured members of the department
	August 30

	Deadline for department P&T meeting
	September 7

	Deadline for final letters from departmental colleagues to be submitted to the department chair
	September 9

	Deadline for department chair letter
	September 16

	Deadline for chair and candidate to review chair’s written evaluation
	September 23

	Deadline for candidate to write a letter of exception
	September 30

	COB P&T committee members gain read access to the file.
	October 1

	Deadline for college P&T recommendation to the dean with a copy to the department chair
	January 5

	College dean notifies candidate of P&T Committee’s recommendations.
	 January 12

	Deadline for candidate to file appeal to college dean
	 January 19

	Deadline for dean to establish tenure and/or promotion appeal advisory committee
	 January 26

	Deadline for recommendation of appeal committee to college dean
	 February 23

	College dean informs appellant of the recommendation of the appeal advisory committee.
	 February 25

	College dean makes recommendation to the Provost with copy to candidate and their chair.
	 March 10

	Deadline for candidate to appeal to the Provost
	 March 17

	Provost makes recommendation to the President.
	 March 24

	Deadline for candidate to file appeal to the President and the Board of Visitors
	 March 31

	Candidate is notified of Board of Visitors’ final decision.
	 May 15
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