Promotion and Tenure Policy
Penn State Berks 
Endorsed by the Penn State Berks Senate September 30, 2005.
The promotion and tenure policies of Penn State Berks contribute to academic excellence and are consistent with the College’s mission of providing a high quality education for its students; fostering teaching, research, creative activity, and scholarship; providing service to the University; and enhancing the intellectual, cultural, and economic lives of the community. These promotion and tenure guidelines are to be reviewed in light of the mission of Penn State Berks. Innovative responses to the challenges inherent in our mission are encouraged. 

The Pennsylvania State University policy governing promotion and tenure (HR-23) 
states that it is the responsibility of each academic unit within the University to develop its own specific expectations and standards as the operational basis for tenure and promotion recommendations. The purpose of this document is to delineate the expectations and standards for tenure and promotion at Penn State Berks. This document should be read in the context of the broader procedures and standards of the University. 

Knowledge concerning the expectations and standards contained in this document should be generally available, especially to newly appointed faculty members. The criteria presented in this document are widely applicable to the variety of disciplines represented by the faculty at Penn State Berks.


Criteria for Tenure and Promotion
Faculty members of Penn State Berks become eligible for tenure and/or promotion when they fulfill the expectations specified in The Pennsylvania State University policy (HR-23). With the exception of University Library faculty at Penn State Berks, the criteria for this evaluation embrace three areas: the scholarship of teaching and learning; the scholarship of research and creative accomplishments; and service and the scholarship of service to the University, society, and the profession. The College values independent activity in each of these areas, but also recognizes them as interrelated and supports faculty initiatives to integrate them.

Evaluation of librarians includes a fourth criterion: scholarship of librarianship as detailed in Promotion and Tenure criteria for University Libraries. Penn State Berks values continuing activities in each of these areas.

Promotion and tenure decisions shall be based on recognized performance and achievement in each of the several areas, as appropriate to the particular responsibilities assigned to the faculty member. The presumption is that a positive tenure decision for an assistant professor is sufficient to warrant promotion to associate professor. In an exceptional case, a decision can be made to tenure but not to promote; however, the burden would be on the committee(s) or administrator(s) who wish to separate promotion from a positive tenure decision to show why promotion is not warranted.


For promotion to Professor, candidates must demonstrate accomplishments significantly beyond those presented at the time of promotion to Associate Professor. The candidate must show continuing effectiveness as a teacher; ongoing service to the University, society, and the profession; and a level of scholarship of research and creative accomplishments sufficient to earn a national or international reputation for excellence from leaders of the profession, as measured by the external letters of assessment.

Elaboration of the Three Basic Criteria for Tenure and Promotion
1. The scholarship of teaching and learning. In accordance with our mission, Penn State Berks values highly the teaching and advising roles of its faculty. Faculty members must demonstrate an ongoing commitment to promote student learning. Effectiveness in this area will be measured primarily by input from students and from faculty colleagues in the form of course, advising, and peer evaluations, as well as by evidence of a faculty member’s commitment to achieving instructional excellence. Student interviews, letters from former students, evaluation of course syllabi and other course materials, and any other means that will attest to the candidate’s teaching and advising effectiveness may be considered.

2. The scholarship of research and creative accomplishments. In accordance with our mission, we recognize that the vitality of the faculty, both collectively and individually, depends upon ongoing research and creative accomplishments. Penn State Berks equally values all forms of research and creative accomplishment. Such accomplishments are to be demonstrated in part through publication, exhibition, or performance. Additional demonstrations of achievement in this area may include presentations at professional meetings, obtaining grants, outreach activities utilizing the candidate’s expertise, the development of new courses and academic programs, or other activities considered significant in the candidate’s discipline. Penn State Berks encourages innovative, interdisciplinary ways for faculty to realize professional growth and achievement in these areas. Any demonstration of achievement in these areas should ultimately produce or enhance recognition of a faculty member’s expertise by members of the profession outside of Penn State University.

3. Service and the scholarship of service to the University, society, and the profession. In accordance with our mission, we recognize that Penn State Berks views a record of service as evidence of the candidate’s commitment to furthering the missions of the College and the University. This service usually takes the form of committee work, participation in governance bodies, administrative support work, service to student groups, professionally related service to the public, and participation in professional seminars and workshops. Penn State Berks expects that this record of service will eventually incorporate positions of leadership at various levels: academic division, college, university, professional, or public (discipline-related) organizations.


THE PENNSYLVANIA STATE UNIVERSITY
Penn State Berks
Promotion and Tenure Peer Review Procedures
A. PURPOSE
The purpose of these procedures is to implement Policy HR-23: Promotion and Tenure Procedures and Regulations of The Pennsylvania State University.

B. LEVELS OF REVIEW
Each faculty member at Penn State Berks holds an appointment in one of the academic divisions of the College. Librarians will continue to seek and hold tenure and promotion in the University Libraries. The initial review of a candidate for tenure and/or promotion takes place at the academic division level. (For faculty retaining appointments in their departments at University Park, see HR-23.) It is at the academic division level that specific criteria are presented and evaluated. Each academic division may therefore further define the specific criteria for tenure and promotion in a manner compatible with the general standards set by the University and Penn State Berks. The college level of review will bring broader faculty and administrative judgment to bear and will also monitor general standards of quality and equity of academic division policies and procedures. The review at the University level applies to promotion and tenure decisions dossiers. At each level there is administrative review and consultation with preceding levels of review.

B-1. Divisional Level of Review 

Purpose. The divisional Promotion and Tenure (P & T) Committees are constituted in accordance with the policy, HR-23, Promotion and Tenure Procedures and Regulations to review candidates for promotion and tenure within their divisions. The review is based on dossiers submitted by the Office of Academic Affairs.

B-1a. Initiation of Review Process Cycle

Peer Review of Teaching Effectiveness. The Division Head will assign three full-time faculty members to review the teaching effectiveness of each candidate for tenure and/or promotion in January of the previous academic year. At least one reviewer should be in the same division as the candidate. Peer reviewers need not all be from within the division or the college. In view of the high value placed upon teaching by this college, a careful evaluation of each candidate’s teaching effectiveness is appropriate. If the candidate is being considered for promotion, at least two of the reviewers must be of a rank higher than the candidate.  
Each reviewer will make no fewer than two visits to the candidate’s classroom, on-line discussion, and/or laboratory and any may request any teaching materials that are made available to students. Peer reviewers are expected to review syllabi and assignments and may meet with students.
By September 15 for 6th–year reviews and by December 15 for 2nd-year and 4th-year reviews, for each candidate visited, the reviewer will complete a summary of his/her review. All peer summaries will be submitted to the Associate Dean’s office. Each peer summary will be included unedited in the dossier and will indicate the reviewer’s college, division, rank and name, and carry the reviewer’s signature.

External Letters of Review (6th-year and /or tenure and promotion review only)
6th-Year Tenure Review. The Division Head in consultation with appropriate department chairs at University Park and other Penn State locations will seek external letters of review for all promotion and tenure reviews. Candidates will be asked to submit names, addresses, and positions of possible external reviewers. The Division Head will, in compliance with HR-23, select external reviewers and solicit letters from them, ensuring that a majority of the external letters of review shall not be from the list of names submitted by the candidate. Letters for 6th-year review will address all University criteria.
Promotion. The Division Head in consultation with appropriate department chairs at University Park and other Penn State locations will seek external letters of review for all promotion and tenure reviews. Candidates will be asked to submit names, addresses, and positions of possible external reviewers. The Division Head will, in compliance with HR-23, select external reviewers and solicit letters from them. Letters for promotion review will address all University criteria. Performance in all of the University criteria will be evaluated when considering a faculty member for promotion. Promotion is granted as a reward for academic achievement.

Student Evaluation of Teaching Effectiveness. The Office of Academic Affairs is responsible for providing evidence for the dossier of student evaluations of teaching effectiveness in accordance with the provisions specified in HR-23. The Division Head will be responsible for summarizing the students’ comments.

B-1b. Promotion and Tenure Committee
Committee Composition. Each division will elect three faculty members tenured at the rank of associate professor, professor and/or equivalent rank to serve as the P & T Committee. No member may serve on more than one level of review in any given year of any given candidate. The term of service shall be two years and terms shall be staggered to ensure continuity of membership. 
If a division does not have at least three faculty members who are eligible to serve on a review committee, the college's academic officer can appoint members from other campuses to the college committee, and the division head can appoint members from outside the division and the college/campus to the division committee. Such appointments to division committees shall be from “related fields” or “similar disciplines.”

Selection. The Faculty Affairs Committee of the College Senate will administer the selection process. All tenured members of each division’s faculty will be eligible for election unless the member will be on leave of absence or is ineligible because of recent committee service or is otherwise unable to serve. A member may not serve two consecutive terms. All tenured and tenure eligible members of the division who hold full-time continuing appointments will be eligible to vote. Final decisions on inability to serve on the committee shall be made by the Faculty Affairs Committee in consultation with the Division Head. 
Election. Elections for the divisional P & T Committees will take place only after the election for the College P & T Committee (see below) is completed. By mid-September, the Faculty Affairs Committee will prepare and distribute a ballot to all faculty eligible to vote in each division listing the names of faculty members who are eligible to serve, with the number to be elected for each divisional committee specified. The Faculty Affairs Committee will conduct an election in accordance with P & T review procedures. 

Results of the Election. Winners of the election will be determined as follows: Associate professors, professors, or candidates of equivalent rank who receive the most votes will be elected to the committee. These individuals will serve two-year terms.

In the event that a committee member(s) is (are) unable to serve the first year of the term, a replacement(s) will be chosen to complete that year. The first-year replacement will be the individual(s) who received the highest number of votes in the remaining pool of nominees. The committee member who won the election will complete the second year of the term. 

In the event that a committee member(s) elected the previous year is (are) unable to complete the second year of a term, (a) replacement(s) will be chosen to complete the remaining year of the term. The replacement will be the individual who received the highest number of votes in the remaining pool of nominees for the most recent election. 

In the event of a tie for the final two-year term position or a final replacement position on the committee, the Chair of the Faculty Affairs Committee, after consulting with the candidates who are tied, will determine the selection.

Filling Committee Vacancies. Results of the election will be kept on file by the Associate Dean. In the event that a vacancy occurs during the year of a review cycle, the individual with the highest number of votes in the election will be selected from the remaining pool of eligible faculty to complete the review year with the provision that the rank requirement be met.

Notification of Committee Membership. As soon as is practical after the election, the Chair of the Faculty Affairs Committee will announce the election winners. In September, the Faculty Affairs Committee will send a memo to all college faculty that lists the members of the P & T Committee and indicates the Chair of the committee.

Convening the Committee and Selecting a Chair. The Associate Dean shall call the initial meeting to charge the Committee, to outline procedures to be followed, and to arrange a schedule so that the College review process can be followed and completed in time to meet administrative requirements for the next review level. The Associate Dean will provide each division P&T Committee with a list of all faculty members who are to be reviewed that year for tenure with the review year designated for each, and a list of faculty members to be reviewed for promotion, with the promotion level designated for each. The newly constituted Committee will elect a Chair at its first meeting.

Responsibilities of the P&T Committee. The divisional P & T Committee will be responsible for assessing candidates within their divisions for consideration for tenure and/or promotion and preparing letters of evaluation based on candidates’ completed dossiers. The divisional committee is expected to assess the review process and pass on any recommendations to the Penn State Berks Senate and Associate Dean. 
Evaluation of the Dossier by the Committee. The Associate Dean will make the completed dossier available to the Committee in accordance with the agreed-upon schedule. The committee will write a letter of evaluation for each candidate based on the dossier and the vote of the Committee.

(a) For Tenure. The Committee will meet as a whole to discuss the performance of each tenure candidate. Additional information and/or a meeting with the candidate may be requested. At the conclusion of the discussion each Committee member will cast a ballot for or against the candidacy.

(b) For Promotion to Associate and Professor or Equivalent Rank. Only faculty members of a rank equivalent to or higher than the rank a promotion candidate is being considered for may vote on that promotion. In the event that there are Committee members of the same or a lower rank than a promotion candidate, an additional member (s) with the required rank will be appointed by the Associate Dean from the college faculty to assist in the reviewing and voting process for that promotion. If a faculty member(s) with the required rank is not available at Penn State Berks, the Associate Dean will appoint (a) faculty member(s) with the appropriate rank from another Penn State college. Additional information and/or a meeting with the candidate may be requested. At the conclusion of the discussion each member will cast a ballot for or against each candidacy.

Letter of Recommendation. The letter by the Committee will commence: The _____ Divisional Promotion and Tenure Review Committee of Penn State Berks recommends by a vote of _____ (for or against; majority vote listed first) and _______ (for or against, the minority vote listed second) that {candidate’s name} be (not be) retained on the tenure track (granted tenure, promoted to the rank of ). The Committee has based this recommendation on the three criteria noted in the University Promotion and Tenure Policy.

The letter of evaluation will address each criterion based on the evidence in the dossier. Each member who voted on a candidate will sign the letter of recommendation. All signed letters of evaluation must be addressed to the Division Head in accordance with the schedule developed earlier.

When there is dissenting opinion among the Committee, the reasons for the dissent must be addressed in the letter.

(a) 2nd-Year Tenure Review. Letters of evaluation for 2nd-year tenure reviews will be developmental in order to provide advice to candidates to assist them in earning tenure and promotion.

(b) 4th-Year Tenure Review. Letters for the 4th-year review should evaluate progress to date on all of the University criteria and continue to be developmental in preparation for the 6th-year review.

Confidentiality of the Process. Individual evaluations of teaching effectiveness are considered confidential information. Deliberations and votes of the Committee are confidential activities. Committee members should respect the confidentiality of the peer review process as mandated by HR-23.

B-1c. Completion of the Review Cycle
At the completion of the Division review process, the Division Head prepares a letter of evaluation addressed to the Chancellor to be added to the dossier, which the Associate Dean’s Office will forward for review by the College P & T Committee. 
B-2. College Level of Review
Purpose. The College Promotion and Tenure (P& T) Committee is constituted in accordance with the policy, HR-23, Promotion and Tenure Procedures and Regulations, to review candidates for promotion and tenure within the college. The review is based on dossiers submitted by the Associate Dean’s Office and evaluations conducted sequentially by divisional P & T Committees and Division Heads.

B-2a. Promotion and Tenure Committee
Committee Composition. The college faculty will elect five (5) tenured faculty members holding the rank of associate professor, professor and/or equivalent rank to serve as the P & T Committee. Each of the three divisions must be represented by at least one member of the committee, although this requirement may be waived on an exceptional basis when there are too few faculty members at the appropriate ranks eligible for election. No member may serve on more than one level of review of any given candidate. The term of service shall be two years and terms shall be staggered to ensure continuity of membership. 

Selection. The Faculty Affairs Committee of the College Senate will administer the selection process. All tenured members of the College faculty holding the rank of associate professor, professor, or equivalent rank will be eligible for election unless the member will be on leave of absence or is ineligible because of recent committee service or is otherwise unable to serve. All tenured and tenure-eligible members of the faculty who hold full-time continuing appointments will be eligible to vote. Final decisions on inability to serve on the committee shall be made by the Faculty Affairs Committee in consultation with the Division Head. Each division will elect one representative to the College P & T Committee. After the representatives of the divisions have been elected, a college-wide election will be held to elect the at-large members of the committee. The at-large members will be elected from all the eligible faculty members of the college. 

Election. By mid-March, the Faculty Affairs Committee will prepare and distribute a ballot to faculty eligible to vote in each division to select a divisional representative to the College P & T Committee. Following that selection, the Faculty Affairs Committee will distribute a ballot to all faculty eligible to vote to elect the two at-large members of the College P & T Committee. One full week will be allowed for return of the ballot. (Elections for the divisional P & T Committees (see above) will follow the completion of the elections for the College P & T Committee.)
Results of the Election. Winners of the election will be determined as follows: The candidate(s) who hold(s) the rank of associate professor, professor or equivalent rank who receives the highest number of votes will be declared (a) winner(s). This (these) individual(s) will serve (a) two year term(s).

In the event that a committee member(s) is (are) unable to serve the first year of the term, a replacement(s) will be chosen to complete that year. The first-year replacement will be the individual(s) who received the highest number of votes in the remaining pool of nominees. The committee member who won the election will complete the second year of the term.

In the event that a committee member(s) elected the previous year is (are) unable to complete the second year of a term, (a) replacement(s) will be chosen to complete the remaining year of the term. The replacement will be the individual who received the highest number of votes in the remaining pool of nominees for the most recent election.

In the event of a tie for the final two-year term position or a final replacement position on the committee, the Chair of the Faculty Affairs Committee, after consulting with the candidates who are tied, determines the selection.

Filling Committee Vacancies. Results of the election will be kept on file by the Associate Dean. In the event that a vacancy occurs during the year of a review cycle, the individual with the highest number of votes in the election will be selected from the remaining pool of eligible faculty to complete the review year with the provision that the rank requirement be met.

Notification of Committee Membership. As soon as is practical after the election, the Chair of the Faculty Affairs Committee will announce the election winners. In September, the Faculty Affairs Committee will send a memo to all college faculty that lists the members of the Promotion and Tenure Committee and indicates the chair of the committee.

Temporary Increase in Committee Size. If the number of candidates to be reviewed for promotion and/or tenure is greater than ten, the committee may request the addition of two qualified faculty members to the committee. At the committee’s request the two faculty members in the remaining pool of nominees with the highest number of votes will be added to the committee to serve only in the current review cycle.

Convening the Committee and Selecting a Chair. The Associate Dean shall call the initial meeting to charge the Committee, to outline procedures to be followed, and to arrange a schedule so that the College review process can be followed and completed in time to meet administrative requirements for the next review level. The Associate Dean will provide the College P&T Committee with a list of all faculty members who are to be reviewed that year for tenure with the review year designated for each, and a list of faculty members to be reviewed for promotion, with the promotion level designated for each. The newly constituted Committee will elect a Chair at its first meeting.

Responsibilities of the P&T Committee. The Committee will be responsible for assessing candidates for consideration for tenure and/or promotion and preparing letters of evaluation based on candidates’ completed dossiers. The committee is expected to assess the review process and pass on any recommendations to the Penn State Berks Senate and Associate Dean.

Evaluation of the Dossier by the Committee. The Associate Dean will make the completed dossier available to the Committee in accordance with the agreed-upon schedule. The committee will write a letter of evaluation for each candidate based on the dossier and the vote of the Committee.

(a) For Tenure. The Committee will meet as a whole to discuss the performance of each tenure candidate. Additional information and/or a meeting with the candidate may be requested. At the conclusion of the discussion each Committee member will cast a ballot for or against the candidacy.

(b) For Promotion to Associate and Professor or Equivalent Rank. Only faculty members of a rank equivalent to or higher than the rank a promotion candidate is being considered for may vote on that promotion. In the event that there are Committee members of the same or lower rank than a promotion candidate, an additional member (s) with the required rank will be appointed by the Associate Dean from the college faculty to assist in the reviewing and voting process for that promotion. If a faculty member(s) with the required rank is not available at Penn State Berks, the Associate Dean will appoint (a) faculty member(s) with the appropriate rank from another Penn State college. Additional information and/or a meeting with the candidate may be requested. At the conclusion of the discussion each member will cast a ballot for or against each candidacy.

Letter of Recommendation. The letter by the Committee will commence: The Promotion and Tenure Review Committee of Penn State Berks recommends by a vote of _____ (for or against; majority vote listed first) and _______ (for or against, the minority vote listed second) that {candidate’s name} be (not be) retained on the tenure track (granted tenure, promoted to the rank of ). The Committee has based this recommendation on the three criteria noted in the University Promotion and Tenure Policy.

The letter of evaluation will address each criterion based on the evidence in the dossier. Each member who voted on a candidate will sign the letter of recommendation. All signed letters of evaluation must be addressed to the Dean in accordance with the schedule developed earlier. 
When there is dissenting opinion among the Committee, the reasons for the dissent must be addressed in the letter.

(a) 2nd-Year Tenure Review. Letters of evaluation for 2nd-year tenure reviews will be developmental in order to provide advice to candidates to assist them in earning tenure and promotion.

(b) 4th-Year Tenure Review. Letters for the 4th-year review should evaluate progress to date on all of the University criteria and continue to be developmental in preparation for the 6th year review.

Confidentiality of the Process. Individual evaluations of teaching effectiveness are considered confidential information. Deliberations and votes of the Committee are confidential activities. Committee members should respect the confidentiality of the peer review process as mandated by HR-23.

B-2c. Completion of the Review Cycle
At the completion of the College review process, during the 2nd- and 4th-year reviews, the Chancellor prepares a letter of evaluation addressed to the candidate to be added to the dossier. During the 6th-year review, the Chancellor’s letter is addressed to the Vice President for Academic Affairs.

B-3. College and University Libraries Review Levels

The College P & T Committee shall review each dossier for promotion and tenure in light of college and University Libraries criteria, as well as the quality of documentation, equity, and procedural fairness, and shall forward its recommendations to the College Chancellor, who shall forward his or her recommendations to the University Libraries Dean. If the decision is made at the College or University Libraries level of review not to award tenure, the College or University Libraries Dean shall notify the faculty member accordingly in writing (see Section IV.4). 

B-4. 6th-Year Review
All candidates for tenure and/or promotion will be informed by the Chancellor promptly whether or not their dossiers have been forwarded by the Chancellor to the University P & T Committee. In all cases where a Chancellor intends to make a negative tenure or promotion recommendation, and where all recommendations prior to the Chancellor's level have been positive, that Chancellor is required to meet with the college committee for consultation. The intent is to require full and candid discussion when such divergent recommendations occur. 

Conclusion
The University Promotion and Tenure Review Policy is intended to assist faculty members in improving their performance as well as to reward them for past performance. To assist faculty members still on the tenure track with performance development, the candidate needs feedback from the review process. Within a reasonable time after the dossiers have been returned to the College, the Chancellor should inform the Division Head of the action taken. The Division Head is responsible for providing feedback from the results of the entire review process to the candidate after the dossiers are returned to the College.
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