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INTRODUCTION
Tenure and promotion are covered by policies described in the Academic Faculty and Administrative Professional Manual (hereafter, the Manual).  Rights and responsibilities of academic faculty are included in several sections of this Manual.  The enclosed instructions and forms are designed to implement policy as outlined in the Manual and communicate University standards for tenure and promotion decisions.  The format is intended to cover a broad number of appointments, including academic faculty, Extension specialists, and librarians, and not all categories will apply to all positions. It is also intended to gather information that provides evidence of achievement and success in the broad range of disciplinary, interdisciplinary, service, and engagement activities that are integral to the mission of the university.  Once consideration for tenure and/or promotion is initiated, the process continues as outlined in the Manual, Section E.

One copy of the completed dossier is to be forwarded by the Deans to the Provost on or before December 15.  Additionally, a .pdf copy is to be uploaded to a designated site by this same deadline.  Please contact the Provost’s Office for the appropriate url for this site.  Following Provost review and discussion with the Council of Deans, a recommendation is forwarded to the President.

GENERAL GUIDELINES
This Promotion and Tenure Application should be given to newly hired faculty along with a copy of the letter of appointment.  Each new appointee also should receive a copy of the Department and/or College guidelines/criteria for tenure and promotion and should be instructed to read relevant sections of the Academic Faculty and Administrative Professional Manual related to expectations and responsibilities.  The Department Head/Chair also should review the document with each new appointee to clarify the appointee's responsibility for documenting accomplishments for tenure and promotion consideration.

A.  An electronic version of this document is available on the Provost’s web page
 
at http://www.provost.colostate.edu/faculty-administrative-professionals.  Maintain the format (tables, narrative, etc.) as indicated. Omit all italicized information, including instructions. The candidate's name should appear on the upper right corner of each page.  Inserted pages should be labeled by section and included in sequence. All pages should be typed using an 11-point font.

B.
Supporting documents may be submitted by the candidate.  These materials should be included as Appendices and maintained in the candidate's department, along with a complete copy of the application.  The Dean and Provost may request to see the materials, but these should not be forwarded with the dossier.  Appendices should be returned to the candidate following completion of the process.   The candidate should keep a copy for his/her records.

C.  Along with evidence of achievement in disciplinary activities, candidates are encouraged to provide evidence of collaborative and integrative scholarship, i.e., interdisciplinary and multidisciplinary activities, if applicable, throughout the Promotion and Tenure Application.  The University recognizes that the challenge of solving complex problems and its scholarship as an intellectual pursuit may not be limited to a single discipline or departmental distinction in many cases.  In order to assist in the evaluation and assessment of interdisciplinary scholarship and how it integrates with the candidate’s scholarly portfolio, interdisciplinary work should be included as part of the Promotion and Tenure application.  

D.
A copy of the application (without supporting materials) must be maintained with the faculty member's personnel file in the Department.  External reference letters are considered CONFIDENTIAL to the candidate and not part of the personnel file.  These letters must be kept in a separate confidential file.

ORGANIZATION OF THE TENURE AND PROMOTION DOCUMENT

Checklist

____  Cover Page 

____  Summary Statement [prepared by dean’s office and limited to one-page]
____  Copy of tenure and promotion criteria/expectations in the unit
____  Part I
Appointment Letter 
____  Part II
Curriculum Vitae
____  1.  Employment History / Awards
____  2.  Publications / Scholarly Record
____  3.  Teaching / Advising Effectiveness (E.12.1 and I.8)

____  4.  Evidence of Outreach & Service (E.12.3)
____  Part III Recommendations 

____  Tenure and Promotion Committee 

____  Department Head/Chair (new page)

____  Director of Extension and/or Experiment Station (new page)

____  Dean (new page)
____  Part IV Candidate Responses to Evaluations/Recommendations  





(Optional; limited to no more than 3 pages)

____  Part V   Record of Other Evaluations [Prepared by Department]

____  Copies of annual evaluations/progress reviews for past three years by Department Head/Chair and Tenure & Promotion Committee, as appropriate

____  Copy of Progress Toward Tenure Review (if application is for tenure)

____  Copy of most recent Periodic Comprehensive Review (if applicant is tenured)

____  Part VI External Evaluation Letters [Prepared by Department]

____  Copy of letter sent to outside evaluators

____  Description of how evaluators were selected and their expertise in evaluating this candidate

____  Copies of external evaluator letters
____  Part VII Appendices [Prepared by candidate]
____  Evidence of Teaching and Advising Effectiveness

Documentation Available for Review in Department:



· Parts I – VII
Documentation Forwarded to Dean and Provost:



· Cover Page

· Summary Statement

· Parts I – VI

· One-Page List of Contents of Part VII Appendices 

Candidate: _____________________________

Department (Home): ____________________________

College (Home): _______________________________

Note Joint Appointment if applicable.

Department (Secondary):  _______________________

College (Secondary):  ___________________________

COVER PAGE
A. Check to indicate type of action:

Appointment Type:  ________ Tenure Track

________ Non-Tenure Track

        
Advancement in rank



From ______________________________ to ______________________________

        
Tenure

Date of Appointment to Current Rank at Colorado State University: 






Prior Service Credit







 (If applicable and as specified in the appointment letter)

I hereby certify the accuracy and completeness of all information reported by me on this form.

Candidate's Signature






Date




Candidate: _____________________________

Department (Home): ____________________________

SUMMARY STATEMENT (do not exceed one page)
Name:
College/Department/Department Number:
Appointment Type:
Tenure track ________
Non-tenure track ________ 

Request (tenure, promotion to):

Current Rank:

Completed Years in Rank at CSU as of August 16 of current year:

Initial Appointment Date at CSU:

Prior Service Credit (if applicable and as specified in the appointment letter):
Is this case early (yes or no)?

Terminal Degree year:




Terminal Degree Institution:



Effort Distribution in Prior Year:

Teaching % __________
Research % ________

Service %________
Department Committee Recommendation (with vote):

Department Head/Chair name and recommendation:

Dean name and recommendation:
Highlighted Activities of Special Interest:  

*************************************************************
Copy of tenure and promotion criteria/expectations in the unit
**************************************************************

PART I:  Appointment Letter 

The candidate’s initial appointment letter to Colorado State University should be part of the dossier.   The appointment letter contains important information such as date of appointment, type of appointment, initial effort distribution, and possible prior service credit granted toward tenure and/or promotion for work at another institution.

**************************************************************

PART II:  CURRICULUM VITAE
The candidate should complete ALL parts of the Curriculum Vitae form applicable to her/his position and should omit parts that are not applicable.  Do not rearrange sections of the form.  Few candidates will complete all sections.   However, there should be a record in each of the major parts (teaching, research/creative activity, or service/outreach) appropriate to the individual’s assigned responsibilities. The candidate is responsible for the accuracy of the document; misrepresentation is a breach of academic responsibility and integrity.  Format should be closely followed for ease of review by approving authorities.
Candidates with appointments in Extension should include activities and outreach related to their extension appointment in the areas of teaching and research, scholarly and creative activity sections. 

Collaborative and integrative interdisciplinary activities should be noted as indicated.
1. 
Eliminate all information in italics, including these instructions.  

2. 
Arrange all information using the underlined and non-underlined, bolded topics provided.

3. 
Whenever appropriate, list items chronologically with most recent items first.

4. 
Eliminate headings which are not applicable, or which do not include any citations. 
CURRICULUM VITAE
CV SECTION 1:  Employment History/Awards

NAME
ADDRESS






PHONE
EDUCATION

Year

Degree, University.


Year

Degree, University.


Year

Degree, University.


Year


Professional Certification/s, as applicable

ACADEMIC POSITIONS

(Years) Title, Discipline, Colorado State University


(Years) Title, Discipline, University

SABBATICALS

Year, Sponsor, Description

OTHER POSITIONS

(Years) Title, Employer, Location

CURRENT JOB DESCRIPTION


If there has been a significant change in your job description during the past 5 years, please note.  If you have a joint appointment, please list the workload distribution in each category for each department.  The overall percent effort may not exceed 100%.


              % Teaching          % Research/Creative Activity          % Service/Outreach         % Admin

HONORS AND AWARDS

Year, Honor, Agency or Organization, Location

************************************************************************************************
CV SECTION 2:  Publications/Scholarly Record

EVIDENCE OF INCORPORATING DIVERSITY, EQUITY, INCLUSION, AND/OR SOCIAL JUSTICE (DEISJ) IN SCHOLARSHIP, RESEARCH, AND CREATIVE ARTISTRY

Please note any DEISJ aspects of the scholarly, research, and/or creative artistry activities you list below. Where relevant, show evidence of how you’ve incorporated DEISJ in these activities. For instance, did a research project address how the phenomenon you studied affected minoritized groups? Did a scholarly article consider how its topic relates to systemic inequities that have disproportionate negative impact on minoritized groups? Did a creative endeavor highlight DEI and/or SJ issues?
PUBLISHED WORKS
 (numbered within each category)

Books:


Author(s) in order as they appear on book, Year(s), Title, Publisher, pp.


Refereed Journal Articles:

Author(s) in order as they appear on the article, Year(s), Title, Journal, Volume, pp.


(Where appropriate, include impact factors and citation data. We note recent publications would not have sufficient time to generate meaningful citation data and that this is particularly relevant for promotions of Assistant Professors.)

Textbooks:


Author(s) in order as they appear on book, Year(s), Title, Publisher, pp.


Refereed Chapters in Books:

Author(s) in order as they appear on the chapter, Year(s), Title of Chapter, In:  Title of book (editor(s)), Publisher, pp.


Refereed Proceedings/Transactions:
Author(s) in order as they appear on the article, Year(s), Title, In:  Title of Proceedings, (editor(s)), Publisher, pp.


Non-Refereed Journal Articles/Chapters/Proceedings/Transactions:

Author(s) in order as they appear on the article, Year(s), Title, In:  Title of Proceedings, (editor(s)), Publisher, pp.


Other (e.g., lab texts, book reviews, technical reports, in-house reports):


Author(s) in order as they appear, Year(s), Title, Publisher, pp.



Manuscripts Accepted for Publication (in press)

Author(s) in order as they will appear, Title, Publisher (for books) or Journal name (for research articles),

Refereed or Non-Refereed.  Include copy of acceptance letter in appendix.

PERFORMANCES, EXHIBITS, PRODUCTIONS (Visual/Performing Arts):
Indicate if performances, exhibits, or productions were on or off campus, and indicate whether state, regional, national, or international.  Where appropriate, indicate if performance, exhibit, or production was invited or non-invited.


Juried Activities ((Performances/Exhibits/Productions, Compositions/Arrangements, Productions,

 
Technical Directions, Production Design, et al.) 

Date, Title, Location


Clinics/Adjudications/Workshops:


Date, Title, Location


Non-Juried Activities (Performances/Exhibits/Productions, Compositions/Arrangements, Productions,

 
Technical Directions, Production Design, et al.) 

Date, Title, Location

CONTRACTS & GRANTS

Identify the nature of the project (e.g., disciplinary, interdisciplinary, service, engagement. Briefly describe your role in projects with interdisciplinary collaboration and/or where there are multiple investigators.

Externally Funded Projects as PI

(Years)
Title of proposal, CoPIs if any, Agency, Amount.


Externally Funded Projects as CoPI

(Years)
Title of proposal, PIs, CoPIs if any, Agency, Amount.

            Externally Funded Projects as Investigator or role other than PI or CoPI

(Years)
Title of proposal, PIs, your role, Agency, Amount.


Externally Funded Pending Projects as PI

(Years)
Title of proposal, CoPIs if any, Agency, Amount.


Externally Funded Pending Projects as CoPI

(Years)
Title of proposal, PIs, CoPIs if any, Agency, Amount.

             Externally Funded Pending Projects as Investigator or role other than PI or CO-PI

(Years)
Title of proposal, PIs, your role, Agency, Amount.


Internally Funded Awards


(Years)
Title of proposal, PIs, CoPIs if any, Agency, Amount.


Un-Funded Projects as PI or CoPI


(Year submitted)
Title of proposal, PIs, CoPIs if any, Agency, Amount.
PAPERS PRESENTED/ SYMPOSIA/ INVITED LECTURES/ PROFESSIONAL MEETINGS/ WORKSHOPS
Date, Title of Workshop or Presentation, University or Organization, Role if any (e.g., chair, organizer), Location (indicate if refereed). Indicate invited presentations and workshops with an asterisk (*).
ENGAGED SCHOLARSHIP



Briefly describe all scholarly activities with a research/creative artistry component that include reciprocal 


engagement with external community partners (local, state, national, and international).  Examples include 

applied research, community-based participatory research, and collaboratively created new artistic or literary performances.  Other examples can be found in the “Continuum of Engaged Scholarship”:
https://engagement.colostate.edu/wp-content/uploads/2020/03/Continuum-of-Engaged-Scholarship-3-5-20.pdf

Include details such as the nature of the research activity or project, your specific role or contribution, reports of 


the mutual exchange of knowledge and resources, and publications and submitted grants (funded or not) derived


from these activities.  
COLLABORATIVE, INTERCOLLEGIATE & INTERDISCIPLINARY SCHOLARSHIP 

Briefly describe any interdisciplinary or multidisciplinary scholarship, including details such as the interdisciplinary nature of the activity or project, the other departments and/or institutions involved, your role in the activity, and the contribution of your work to the related disciplines. Include publications and submitted grants (funded or not) derived from these activities, and participation in interdisciplinary centers, SAUs, etc. at CSU.
OTHER ACTIVITIES/ACCOMPLISHMENTS REPRESENTING CONTRIBUTIONS TO THE DISCIPLINE

Patents/Copyrights, etc.
**************************************************************************************************

CV SECTION 3:  

Evidence of Teaching and Advising EffectivenesS
The Academic Faculty and Administrative Professional Manual (Sections E.12.1 and I.8) states that evaluation of teaching and advising effectiveness shall involve multiple sources of information.  It is the responsibility of the faculty member to provide evidence of teaching and advising effectiveness. See this Evidence Options table and this Strengths and Limitations of Evidence table, as well as the instructions below, for types of evidence and effective uses. These tables provide examples; other types of evidence are also welcome where appropriate.
EVIDENCE OF INCORPORATING DIVERSITY, EQUITY, INCLUSION, AND/OR SOCIAL JUSTICE (DEISJ) IN TEACHING AND ADVISING EFFECTIVENESS

Please note any courses that incorporated DEISJ aspects. Add a phrase listing the DEISJ aspect(s). 
TEACHING:
List all credit courses taught at Colorado State University during the last 5 years.  Include laboratory sections and independent study courses, if any. If course is team-taught, indicate the percentage of the course for which you were responsible. Indicate courses that have a substantial and broad service role.  Indicate courses that have a substantial interdisciplinary component or play a central role in an interdisciplinary educational program, and for such courses, describe the disciplines/majors/departments involved, the role of the course, and your role in the development and offering of the course. 

(Sample)


Year
Semester
Course No./Title

Cr. Hrs.
Enrollment
SCH

2001
 Sum

LA345 - Age of Angst
     
     3

    553

1659

2000
 Fall

CS123 - Java Time
   
     3

    15

   45


Describe examples of significant work done in any of the eight categories of teaching activity listed below. This comprehensive set of categories is based on materials developed by the Teaching Academy of the Consortium of West Region Colleges of Veterinary Medicine, with leadership from a CSU University Distinguished Teaching Scholar. It is relevant to all disciplines.
For faculty applying for promotion to associate professor or comparable rank, it is expected that effort will be focused in one to two of the eight categories. Similarly, it is unlikely that faculty applying for promotion to full professor or comparable rank will address more than three to four of the categories and in many cases may focus on one to two. Each category description below explains how to summarize the nature, scope, and impact of your effort. 

Use these explanations to specify what your teaching-related activity is. Then, use a high-quality conceptual or assessment framework to describe how and why your activity positively impacts student learning, directly or indirectly. Examples include:

· Simonson, Earl, & Frary’s (2021) Framework for Assessing Teaching Effectiveness 

· Miguel et al.’s (2019) approach and linked tools for collecting stakeholder groups’ feedback (see Appendix A)

· The Institute for Learning and Teaching’s (TILT’s) Teaching Effectiveness Framework (TEF), which includes tools for annual review. 
After choosing your framework, use its components to explain your activity’s design and significance. These components may be criteria (Simonson, Earl, & Frary, 2021), stakeholder opinion survey topics (Miguel et al., 2019), domains of effective teaching practice (TEF), or comparable categories. You may also wish (but are not required) to reflect briefly on future revisions that could strengthen your activity. Such reflection is a crucial part of improving instructional practice and so is valued in the review of promotion applications. See also these additional resources for developing and evaluating teaching effectiveness. To show your level of proficiency in the TEF domain your activity addresses, you may wish to consult the relevant page(s) in this Framework for Developing Teaching Effectiveness document if using the TILT TEF.
Please note any diversity, equity, inclusion, and/or social justice (DEISJ) aspects of the teaching effectiveness activities you describe. Where relevant, show evidence of incorporating DEISJ in these activities. For instance, did your activity involve adding instructional approaches to create an inclusive classroom climate for all students, especially those from minoritized groups? Incorporate assessments designed to provide multiple ways for learners to demonstrate their knowledge? Include prompts asking students to consider how your course materials or learning objectives relate to their personal, career, civic, or other interests? Integrate culturally relevant materials? See the TEF Inclusive Pedagogy domain or your chosen framework for relevant examples and information.
Categories of Teaching Activity:
Impactful Classroom, Clinical, or Other Direct Teaching Improvement(s)
List one to three substantive course elements you’ve revised or created (e.g., a revised major assignment or assignment sequence, integration of problem- or case-based learning, new class activities designed to engage students and deepen their understanding, etc.). Describe in 500 or fewer words which component of your chosen framework (e.g., which of the seven Teaching Effectiveness Framework (TEF) domains) your course element(s) primarily address(es), your key objective(s), and any information on results (e.g., increased learner satisfaction, achievement of course learning objectives, preparation for subsequent courses, etc.). 
Enduring Educational Materials
List any electronic, print, or other educational materials you’ve revised or created (e.g., problem sets, textbooks, case studies, etc.). Describe in 500 or fewer words which component of your chosen framework (e.g., which of the seven Teaching Effectiveness Framework (TEF) domains) your materials primarily address, key objective(s), where and how widely your materials are being used, and any information on results (e.g., increased learner satisfaction, achievement of course learning objectives, preparation for subsequent courses, etc.). 
Educational Professional Development

List any professional development experiences in teaching or advising that you’ve completed. Describe in 500 or fewer words which component of your chosen framework (e.g., which of the seven Teaching Effectiveness Framework (TEF) domains) the experience(s) primarily addressed, new or revised teaching approaches or course elements you’ve implemented as a result, how the experience(s) changed your teaching practice or perspective, and any information on results (e.g., increased learner satisfaction, achievement of course learning objectives, preparation for subsequent courses, etc.). 
Mentoring/Advising
List goals and/or learning objectives for individual or programmatic mentees (or provide representative examples). Describe in 500 or fewer words the types, levels, and numbers of your mentees and indicate the nature and extent of your contact with them (e.g., biweekly  meetings and feedback on drafts, etc.); which component of your chosen framework (e.g., which of the seven Teaching Effectiveness Framework (TEF) domains) your mentoring primarily addresses; and any evidence of impact (e.g., mentee ratings of your mentoring, achievement of learning objectives, mentees’ career trajectories, changes in educational programs, etc.).
Learner Assessment
List any new or revised assessments of learning (e.g., exams, papers, low-stakes quizzes, projects, etc.) you’ve designed, as well as which course(s) used the assessment(s). List which of your course’s learning objectives each new/revised assessment addresses and describe, in 500 or fewer words, how your new/revised assessment(s) strengthen(s) achievement of these objectives (consulting the TEF Feedback & Assessment domain or your chosen framework for information if desired); which component of your chosen framework (e.g., which of the seven Teaching Effectiveness Framework (TEF) domains) your assessment primarily addresses; and any evidence of impact (e.g., increased learner satisfaction, achievement of course learning objectives, preparation for subsequent courses, etc.).Note that an assessment of learning may primarily address a TEF domain other than Feedback & Assessment, e.g., Student Motivation, Pedagogical Content Knowledge, etc.
Educational Research
List one to three educational research activities (e.g., articles, grants, presentations, etc.) you’ve pursued. Describe in 500 or fewer words the research question or educational problem each activity addressed, which component of your chosen framework (e.g., which of the seven Teaching Effectiveness Framework (TEF) domains) it primarily involved and its contribution to that domain, and how the activity has changed your and/or others’ teaching practice, course or curricular design, mentoring, etc.
Curriculum/Program Development
List the goals and objectives of the program (or, if extensive, give representative examples). Describe in 500 or fewer words the research, evidence, best practices, and/or other principles or materials that shaped your approach, which component of your chosen framework (e.g., which of the seven Teaching Effectiveness Framework (TEF) domains) your curricular or programmatic project primarily addresses and its significance, as well as any evidence of impact (e.g., increased learner satisfaction, achievement of course and/or programmatic learning objectives, preparation for subsequent courses, graduate school, professional positions, etc.). 
Educational Leadership
Describe one to two educational leadership roles (e.g., chairing a national organization’s committee on teaching, organizing a conference track on learning and teaching, participating in developing national curricular standards, etc.). Describe in 500 or fewer words which component of your chosen framework (e.g., which of the seven Teaching Effectiveness Framework (TEF) domains) your leadership role furthered and how your role helped to realize a larger vision, achieve shared goals, and/or align your program or curriculum with national or institutional best practices, standards, etc.  
Please note any advising activities that incorporated DEISJ aspects. Add a phrase listing the DEISJ aspect(s). 
ADVISING:
STUDENT ADVISING/GRADUATE SUPERVISION


UNDERGRADUATE STUDENTS:



# Current Undergraduate Advisees



# Previous Undergraduate Advisees - Year



# Previous Undergraduate Advisees - Year



# Previous Undergraduate Advisees - Year



# Previous Undergraduate Advisees - Year


GRADUATE STUDENTS:



Current Graduate Advisees:




Name (MS, MA, PhD)



Current Graduate Committee Memberships (excluding those chaired):



_____# Plan C



          # Plan B



          # MS/MA



          # PhD



Graduate Committee Memberships (for past 5 years, not including those above)

_____# Plan C


          # Plan B

          # MS/MA

          # PhD


Graduate Degrees Completed Under Your Supervision (past 5 years):

        Indicate those theses jointly or co-advised with faculty in other disciplines and departments.


Name, Year, (MS, MA, PhD)



POSTDOCTORAL STUDENTS/RESEARCH ASSOCIATES:



Current:




Name (MS, MA, PhD)



Past 5 years:




Name, Year, (MS, MA, PhD)


Evaluations from Faculty and Professional Peers

[If included, summarize the comments and include the comments in an appendix.]

Descriptions of Mentoring Activities

i.e., undergraduate research, sponsoring internships, honors theses directed, et. al.

[If included, briefly describe the mentoring activities. Indicate the number of students who benefited from mentoring. Indicate if the mentoring activities are part of an interdisciplinary program. Additional information may be provided in an appendix.]

Other Evidence 

[Other evidence may be summarized. Evidence may be included in an appendix.]

OTHER ACTIVITIES/ACCOMPLISHMENTS – TEACHING/ADVISING

Visiting scholars/outstanding students sponsored


Off-campus/non-credit courses


et. al.
CV SECTION 4:  Evidence of Outreach/Service/Engagement
EVIDENCE OF INCORPORATING DIVERSITY, EQUITY, INCLUSION, AND/OR SOCIAL JUSTICE (DEISJ) IN OUTREACH/SERVICE/ENGAGEMENT

Please note any DEISJ aspects of the outreach, service and/or engagement activities you list below. Where relevant, show evidence of how you’ve incorporated DEISJ in these activities. For instance, did your work with a professional society include designing outreach to explicitly invite, welcome, or otherwise include minoritized colleagues? As a manuscript referee, did you prioritize submissions addressing DEISJ issues in your subfield? Did your editorial board work include advocating for special issues, reserved space, or other approaches designed to increase the number of publications focusing on DEISJ concerns?
COMMITTEES
If you served as committee chairperson, or as an interdisciplinary bridge between disciplines, please note

University Committee, year(s)

   
College Committee, year(s)


Department Committee, year(s)

PROFESSIONAL AFFILIATIONS AND ACTIVITIES
Clearly differentiate editorial positions (e.g., journal editor/associate editor) from manuscript and grant refereeing.


Memberships in professional societies


Office in professional societies


Review/editorial boards


Grant review panels


Grant Refereeing


Manuscript Refereeing
SERVICE WITH EXTERNAL PARTNERS AND COMMUNITIES

Briefly describe your engaged service activities.  Examples may include technical assistance, consulting, and

policy analysis.  Other examples can be found in the “Continuum of Engaged Scholarship: https://col.st/EFfZg.

OTHER ACTIVITIES/ACCOMPLISHMENTS – SERVICE/OUTREACH

Special service to the state/community related to professional expertise


Consultations related to professional expertise


Expert Testimony


Accreditation reviews at other institutions

**************************************************************

PART III:  RECOMMENDATIONS
Evaluation and Review Process
The critical analysis of research and scholarly competence is primarily the responsibility of the external reviewers and the faculty of the unit in which the candidate's appointment lies. Recommendations above the level of faculty and external reviewers judge how well the case has been made either for the granting of continuous tenure or for promotion. The overall quality of the candidate's record and accompanying documentation, rather than the length of the dossier, determine the outcome.  

Evaluations or reviews at each level must address teaching/advising, research/scholarship/creative activity, and service/outreach as they relate to the candidate's responsibilities. A written recommendation should be based on credible information, comply with university policy, and conform to Departmental Codes. Finally, if the candidate is being recommended early, the P&T committee, the Chair and Dean should address the rationale for an early promotion and provide comparisons to relatively recent early and on-time cases.
In cases where a candidate was hired with prior academic experience, the Committee should be apprised of the terms of the original appointment of the candidate regarding the influence of service at another institution.

RECOMMENDATIONS FOR TENURE AND/OR PROMOTION
Candidate:







Department:






College:






Date:







Committee Recommendations
A summary of the Committee's findings should reflect the total of those voting and explain the majority and minority positions.  It is critical that details of Committee discussions remain confidential, to the extent permitted by law, and that the vote results (yeas, nays and abstains) be communicated with those voting or eligible to vote.  The Chairperson of the Departmental Committee must sign the evaluation and recommendation statements. The results of this vote and statements of the majority and minority points of view shall be promptly communicated in writing to the candidate and the Department Head/Chair.

A.
Tenure and Promotion Committee

1.
Vote of Committee

2.
Recommendation, analysis, and justification. (This section should include an evaluation of the candidate’s achievements in each area of responsibility and the T&P committee’s assessment of external letters.)
3.
Minority report, if applicable

4.
Signature:  Committee Chairperson (everyone on committee does not need to sign)
-----------------------------------[New Page] --------------------------------------------------
B.
Department Head/Chair

The Department Head/Chair receives the faculty member's application and Committee's recommendation and prepares a recommendation to be forwarded to the College Dean and to the candidate.  The Head/Chair also is responsible for verifying the completeness of the materials and signing the document. 

1.
Recommendation, analysis, and justification.  (See previous page for details under T&P Committee)
2.
Signature:  Department Head/Chair

--------------------------------------[New Page] -----------------------------------------------
C.
If appropriate, Director of Extension and/or Experiment Station, Chair(s) of interdisciplinary programs, Chair(s) of department(s) where joint appointments are held 

The application for a candidate who also has an appointment with Extension or the Experiment Station must be reviewed by that Director or his/her designee prior to sending the materials to the Dean and the candidate.  Similarly, for faculty who participate in interdisciplinary programs, the director/head of the interdisciplinary unit should provide an evaluation as described in C.2.5 and C.2.8.3 of the Faculty Manual. This evaluation should focus on the quality of the candidate's work with the agency programs, SAU or other unit.  

1.
Recommendation, analysis, and justification.  This section should include an evaluation appropriate to the responsibilities to these agencies.

2.
Signature:  Director or Chair

--------------------------------------[New Page] -----------------------------------------------
D.
Dean's Recommendation
The Dean will review the application, evaluation summaries, and recommendations.  Following review, the Dean will prepare and sign an evaluation statement that is sent to the Provost, Department Head/Chair, and the faculty member. 
1.
Recommendation, analysis, and justification

2.
Signature:  Dean

**************************************************************
PART IV:  CANDIDATE RESPONSE TO EVALUATIONS/RECOMMENDATIONS
Optional – limited to no more than three pages.

**************************************************************
PART V:  RECORD OF OTHER EVALUATIONS
Prepared by Department and includes the following:  

1) 
Copies of annual evaluations/progress reviews for past three years by Department Head/Chair and Tenure & Promotion Committee, as appropriate

2) 
Copies of Progress to Tenure Reviews (if application is for tenure)

3)
Copy of Mid-Probationary Review (if application is for tenure)

4) 
Copy of most recent Periodic Comprehensive Review (if applicant is tenured)
**************************************************************

PART VI: EVALUATION LETTERS
INDEPENDENT EXTERNAL EVALUATION LETTERS

Reviews from experts external to the University must be part of the evaluation process.  A candidate may not have access to external letters of evaluation; such letters may otherwise be disclosed only as permitted by law. For CCAF letters from 2 scholars are required.  One of these two must be from outside of CSU.   For tenure track faculty letters from 5 scholars external to CSU (See Additional Evaluation Letters below) who are qualified to judge the credentials of the candidate are required for all tenure and promotion recommendations. In cases of (non-courtesy) joint appointments, the disciplinary composition of referees providing letters should reflect the percents of the appointments. The expectation is to obtain letters from those at or above the rank aspired to by the candidate.  It is further advisable that the majority of the letters come from well-respected institutions. Selection of evaluators from industry or governmental agencies who have appropriate scholarly credentials is acceptable.  While it is appropriate for the candidate to suggest persons familiar with his/her work, the majority of external evaluations must come from referees suggested by the Departmental Tenure and Promotion Committee and Department Head/Chair (no one person should create the list and make the selections). Letters from colleagues/collaborators who might stand to benefit from the success of the candidate or who are known to be close personal friends are discouraged. The list of potential reviewers from a candidate should be long enough (4) so that confidentiality of a source is maintained but not so long that the candidate's list includes all possible experts. The candidate has no privilege of vetoing external reviewers but may indicate individuals whom he or she considers to be inappropriately biased. The Department Head/Chair or Committee chair should contact reviewers to assure they feel qualified and are willing to provide letters of evaluation.  The qualifications of all outside evaluators should be provided in the tenure and promotion document. If evaluators comment on interdisciplinary activity, the qualifications of the evaluator to review interdisciplinary activity should be described. In addition, the department should note that they reviewed all evaluators to ensure no conflicts of interest exist (by simply using the candidate's CV to make sure selected evaluators are not former co-authors or collaborators, former major professor, or employer, etc.)   All review letters received must be included in the dossier. External review letters should be sent to the Department Head/Chair or Committee Chair and only the tenure and promotion committee and administrative officers directly responsible for making recommendations and decisions will have access to the letter.  These letters are to remain confidential and not available to the candidate.    The Department Head/Chair or Committee Chair should paraphrase key points in the letters and provide them to the candidate. A copy of the letter sent to external evaluators should be included with the reviewers' responses.  Whenever possible, copies of the works of a candidate should be provided to the outside evaluators.    The template of the letter that should be sent to external evaluators is shown below.  The department head/chair may include additional information in the letter to the external evaluator as needed to help the evaluator understand the candidate’s dossier (e.g., the impact of COVID in 2020-2021on their field research). Under no circumstances should the entire dossier be sent to the external reviewer.  
Required information about the outside evaluators:

Title, rank, institution, and qualifications. Please also indicate if the evaluator was drawn from the candidate's list of potential references or the department’s lists (from the Chair/Head, Chair of the P&T committee or P&T committee members).
***********************************************************************************************

Template 1
For Tenure Track Faculty
CONFIDENTIAL
Dear                            :
Dr.                          , now holding the position of                                in the (Department/School) of                                 is being considered for                                   (promotion to full professor, tenure and promotion to associate professor) at Colorado State University.  As you know, (appointments with tenure are among the most important a university makes/ full professors play a critical role in the intellectual quality of a university), and we would be grateful if you could help us by evaluating Dr.                            's scholarly achievements including the areas of collaborative and integrative interdisciplinary and multidisciplinary scholarship where appropriate.  We are providing (his/her or preferred pronouns) curriculum vitae and reprints of publications.  In making your evaluation of (his/her) accomplishments, it would be helpful if you could evaluate and comment on the following:

1. Your relationship to the candidate;

2.  
Dr                        's achievements and stature at this stage of (his/her) career;

3.  
The strengths and weakness of (his/her) scholarship and the degree of recognition achieved in (his/her) discipline;

4.  
The scope and significance/originality of his/her research interests and activities or significant contributions to the discipline;

5.
The scope and significance of his/her collaborative and/or integrative (e.g., interdisciplinary, engaged) contributions and their impact on other disciplines.

6.
How does this individual compare to others in their respective discipline/subdiscipline at this stage of their career?

7.
Any additional insight that may be helpful to the department's tenure and promotion committee in determining whether or not to recommend that (tenure/promotion) be awarded.

When you review Dr.______’s materials, please consider that (his/her) distribution of effort within the College of _______ at Colorado State is approximately ___% teaching, ___% research, and ___% service.  With this in mind, please consider whether the credentials presented would be viewed as 1) well-above average, 2) above average, 3) average, 4) below average, or 5) well-below average.  

We would appreciate a reply by    (date)       if at all possible.  Under applicable state law, all letters of evaluation from persons outside the institution are confidential and only the tenure and promotion committee and administrative officers directly responsible for making recommendations and decisions will have access to your letter. It is very important to the integrity of our process that our request is kept confidential. A self-addressed stamped envelope is enclosed for your convenience.  Please note that while we cannot accept text e-mail responses due to privacy issues, we can accept secure attachments of scanned documents with imbedded digital signatures.

Thank you in advance for taking the time to assist us in this important task.
----------------------------------------------------------------------------------------------------------
Template 2 
For Contract, Continuing and Adjunct faculty whose primary appointment is in teaching.

CONFIDENTIAL
Dear                              :

Dr.                          , now holding the position of                                in the (Department/School) of ________                                is being considered for promotion to                                   (Senior Instructor or Master Instructor OR Associate Professor or Professor) at Colorado State University.  Dr. __________ is a faculty member off the tenure-track that is a critical contributor to our teaching mission, and we would be grateful if you could help us by evaluating Dr.                           's achievements as an educator.  We are providing (his/her or preferred pronouns) promotion package. We are also including a section of our Faculty Manual (E.12.1) that discusses evaluation criteria for teaching achievements and the college and/or department code that also address promotion criteria for various ranks. Please use these documents in evaluating this individuals’ achievements. 
When you review Dr.______’s materials, please consider that (his/her) distribution of effort within the department is approximately ___% teaching and ___% service.  With this in mind, please consider whether you consider the credentials presented as 1) well-above average, 2) above average, 3) average, 4) below average, or 5) well-below average.  
We would appreciate a reply by    (date)       if at all possible.  Under applicable state law, all letters of evaluation are confidential and only the promotion committee and administrative officers directly responsible for making recommendations and decisions will have access to your letter. It is very important to the integrity of our process that our request is kept confidential. A self-addressed stamped envelope is enclosed for your convenience.  Please note that while we cannot accept text e-mail responses due to privacy issues, we can accept secure attachments of scanned documents with imbedded digital signatures.

Thank you in advance for taking the time to assist us in this important task.
**************************************************************************************************************************************
Template 3 
For Contract, Continuing, and Adjunct faculty whose primary appointment is in research.

CONFIDENTIAL
Dear                             :
Dr.                         , now holding the position of                                as a faculty member off the tenure track in the (Department/School) of                                 is being considered for promotion to ____________                                   (Associate Professor or  Professor) at Colorado State University.  Dr. __________ is a faculty member off the tenure track that is a critical contributor to our research mission, and we would be grateful if you could help us by evaluating Dr. _________              scholarly achievements.  We are providing (his/her or preferred pronouns) curriculum vitae and reprints of publications or evidence of creative artistry.  In making your evaluation of (his/her) accomplishments, it would be helpful if you could evaluate and comment on the following:

1.  Your relationship to the candidate;

2.  
Dr                        's achievements and stature at this stage of (his/her) career;

3.  
The scope and significance/originality of his/her research interests and activities or significant contributions to the discipline;

4.
The scope and significance of his/her collaborative and/or integrative (e.g., interdisciplinary, engaged) contributions and their impact on other disciplines.

5.
How does this individual compare to others in comparable positions in their respective discipline/subdiscipline at this stage of their career?

6.
Any additional insight that may be helpful in determining whether or not to recommend promotion.

When you review Dr.______’s materials, please consider that (his/her) distribution of effort within the (Department/School) is approximately ___% research and ___% service.  With this in mind, please consider whether the credentials presented would be viewed as 1) well-above average, 2) above average, 3) average, 4) below average, or 5) well-below average.  

We would appreciate a reply by    (date)       if at all possible.  Under applicable state law, all letters of evaluation are confidential and only the promotion committee and administrative officers directly responsible for making recommendations and decisions will have access to your letter. It is very important to the integrity of our process that our request is kept confidential. A self-addressed stamped envelope is enclosed for your convenience.  Please note that while we cannot accept text e-mail responses due to privacy issues, we can accept secure attachments of scanned documents with imbedded digital signatures.

Thank you in advance for taking the time to assist us in this important task.
**************************************************************

PART VII:  APPENDICES 
Appendices contain additional documentation and other information that may be helpful in review and recommendations.  The following are required, if available:

Examples of materials that could be included as appendices are as follows:
· Materials demonstrating scholarly and creative activity

· Reprints of scholarly works
· Photographs of creative activities
· Copies of funded contracts/grants, including official cover page of application (strongly recommended)
· Proposals submitted, but not funded
· Service/Outreach Evaluations
· Additional Evidence of Teaching and Advising Effectiveness not already included in the dossier
· Additional Information on Engaged Scholarship not already included in the dossier
· Narrative describing engagement activity
· Summary of research, teaching, outreach and funding outputs and outcomes stemming from engaged projects
· Support letter or testimonies from external collaborators
· Statement of professional philosophy (optional)

The candidate may provide (in three pages or less) a personal statement of teaching, research, and/or service/outreach philosophy, methods, strengths, goals and other material in a manner that will present colleagues with a context for interpreting other evaluative information.  Candidates are encouraged to describe where their scholarship may sit or cross disciplinary boundaries (i.e., is interdisciplinary). Candidates may be poorly served by self-reviews that draw attention to their own weaknesses.  For this reason, it is unethical to ask them to go so far in the statement.

Appendices remain on file in the department and are not forwarded to the Dean or Provost unless requested; however, a one-page list of contents is to be provided with the dossier to the Dean and Provost.
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