Reappointment, Tenure, and Promotion: Procedures
1.0 Definitions and Eligibility
I.I  Personnel Decisions
1.11 Personnel decisions shall include decisions regarding appeintment, reappointment, tenure, and promotion.

112 Faculty participation shall be in accord with Title 5 of the California Code of Regulations, the Collective Bargaining Agreement (CBA), and
university pelicy. University pelicy shall not centradict or be inconsistent with the Collective Bargaining Agteement. In the event of

conflict between any university, college, or department/school policy and the Collective Bargaining Agreement. The Collective Bargaining
Agreement shall govern,

113 TFaculty employees, students, academic adtministrators, and the President may contribute information to the evaluation of & faculty employee.
Only tenured faculty employees and academic department administrators shall engage in deliberations and make recommendations to the
President {or designee) regarding the cvaluation of a faculty employee.

1.2 Probationary Period
1.21 The normal probationary period shall be six years of full-time probationary service. Probationary faculty may request consideration for
tenuere earlicr than the sixth year if the faculty employee belicves he or she has satisfied the criteria for tenure.

.22 The President or designee may award tenure to a Taculty employee before the normal six-year probationary period.

1.23 A first- or second-year probationary academic employes may be terminated with proper notice at the end of that academic year. Terminal
year appointments shall be limited to probationary facully who have served a minimum of three years of probation.

1.24 When the President or deslgnee determines that credit toward tenure or tenure at San Diego State University shall be granted, the candidate’s

letter of appointment shall specify status with regard to tenure or credit toward tenure, In caloulating the probationary period, a year of
service shall commence with the first fal! semester of the appointment,

125 Aprobationary facuity employee shall normally be considered for promotion when considered for tetwre.,

1.3 Appointment with Tenure

1.3t The President or designee may award tenure to a faculty employee at the time of appointtnent. This shall include a faculty employee

appointed and essigned to an administrative position.  Appointments with tenure shall be made only after and evaluation and
recommendation of the appropriate department of school.

1.32 The following standards shall be met in recommending appointment with tenure:

1,331  Faculty Appointments

E3311 Candidates shall demonstrate evidence of outstanding performance in teaching by documentation of teaching effectiveness or by
consideration of modes of instruction typical of the research or professional setting,

13312 Candidates shall demonstrate evidence of cutstanding professional growth.
1.3313  Candidates shall demonstrate evidence of academic, professional, or community service,

1.332  Administrative Appointments
13321 Candidafes shall demonsirate evidence of cutstanding administrative experience.
13322 Candidates shall demonstrate evidence of outstanding achievement in the professional discipline.

1.3323 Candidates shall demonstrate career evidence of teaching with distinction by documentation of tcaching effectiveness or by
congideration of modes of insiruction typical of the research or professional sefting.

1.3324 Candidates shall demonstrate evidence of academic, professional, or colmunity service.

1.4 Promotion

1.41 A tenured faculty employee shall normally be considered for promotion after having served four years in the same rank or classification,

although upen application, a faculty employee may be considered for prowmotion to professor, librarian equivalent, or SSPAR Levol TI before
serving fhis full period.

1.42 The list of faculty employees cligible to be considered for promotion shall b prepared by the Associate Vice President for Faculty Affairs
and shatl be distributed by June 15 annually te each college office, Bach faculty member shall also reccive notification of eligibility in their

campus mail box. Questions concerning a faculty employee’s cligibility for promotion shall be directed to the Associate Vice President for
Faculty Affairs.

143 Other tenured faculty employees whose names do not appear on the promotion eligibility list shall be considered for prometion by submitting a
Working Personnel Action File (PDS and One-of-a-Kind file) to ihe department or school peer review committee no later than the date
established by the Office of Faculty Affairs.

1.44 The Associate Vice President for Faculty Affairs shall report by October 15 the statistical results of the promolion procedures for the two
previous years. This reporl shall be sent to all personnel on the Executive Committee distribution list, its availability announced to the
campus, and il shali be made available in all department or school and college offices. This report shall list by college (a) the number of
eligibles, (b) the number of eligibles not considered, {¢) the number of applicants not on the eligibility list, (d) the number of faculty
recommended by Lhe department and schoo! committees, (e} the number of facully recommended for simultanecus promotion and tenure by
the department and school commitiees, {f) the umber of faculty recomtnended by the college committees, (g) the number of faculty
recommended by the University Promotions and Tenure Review Panel, (h} the number of faculty recommended by department chairs, school
dirgctors, deans, the University Promotions and Tenure Review Panel, and the Provost, and (i) the number of promotions awarded. This
report shall also include the number of faculty currently eligible for promotions.
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2.0 Criteria and Responsibilities

2.1

2.2

23

2.4

2.5

2.6

Recommendation and decisions concerning resppointment and tenure shall be based on demonstrated performance and acceptance of professional
responsibilities. The responsibilities of a faculty member shall include (a) effectiveness of teaching, (b) professional growih, and (c) service to the
university, profession and the community. Furthermore, the faculty member shall accept the high standards of professional conduct in these three
categories. The results of student evaluations of instruction shall be important in evaluating instruction but not the sole indicator of instructional
quality.

The department or school shall use the probationary period for evaluation of the new faculty member. Each probationary faculty employee shall be
evaluated annually according to procedures determined by the tenured members of the unit in accordance with the established criteria. The chair or
director shall promptly inform the faculty member in writing regarding strengths, weaknesses, and prospects for a fiure career in the unit as indicated
by the evaluation.

All tenured and probationary faculty members of the department or school or of the college may recommend procedures and eriteria, subject to
fimitations,

Department or school personnel docurments shall respond at least to the following points:

2.41 The documents shall specify the type of data to be gathered and the method(s) of gathering data and shall provide for the inclusion of the data
with the final report,

242 The documents shall provide clear standards by which faculty members may measure their performance in (a) teaching effectiveness, (b)
professicnal growth, and {c) service.

2.43 The documents shall specify how evaluation of faculty niembets is to be achieved (vis., who doss the evaluation, what procedures are wsed fo
evaluated, where the evaluation is reported).

2.44 The documents shall indicate the actual relative weights that arc to be assigned to teaching effectiveness, professional growtl, and university
service, and of the various ways in which these may be evidenced.

245 The documents shall specify guidelines regarding procedures or criteria detailed by university and college regulations. These shail be clearly
referenced and may be included verbatim. These guidelines shall not contradict of be inconsistent with the university criteria. In the event of
conflict between university criteria and any department, school, or college guidelines, criteria, or procedures, the university criteria shall
govern.

Evaluation criteria and procedures shall be made available to the faculty member no later than 14 days after the first day of instruction of the academic
term and to the evaluation committee and the academic administraters before the formal evaluation begins. Once the evaluation has begun, there shall
be no changes in avaluation criteria or procedures.

Wrilten copies of the current procedures and criteria shall be filed with the Office of Faculty Affairs and shall be available to the University Prometions
and Tenure Review Panel. The department chair or school director shall make available the cuirent procedures and criteria to any faculty member.

30 Working Personnel Action File

3.1

32

33
34

35

36

Faculty employees are responsible for preparing a Working Personnel Action File (WPAF) consisting of a Personnel Data Summary (PDS} and a
One-of-a-Kind file. The WPAF format for the current evaluation eycle must be used. An index of the One-ofa-Kind file is required. The WPAF
shall be submitted to the department or school peer review committee ne later than the date established by the Office of Faculty Affairs. Evalnating
committees and adiinistrators shall be responsible for identifying and providing materials relating to evaluation not provided by the faculty
employee.

Personnel Action Files shall be declared closed on a date determined by the Office of Faculty Affairs but no sooner than 10 working days after the
deadline for submission. The department or school shall inform the faculty member of this requirement,

Nonsubmission of these forms by a faculty member eligible for promotion shall be considered a withdrawal from the process.

Departments, schools, and solleges shall adhere as elosely as possible to the format for reappoiniment, tenure, and promotion materials that shall be
distributed before the beginning of the academic year by the Asscciate Vice President for Faculty Affairs. Pecr review committees and facylty may
annually forward requests for revision of the PDS format to the Associate Vice President for Faculty Affairs or to the Comimittee on Faculty Affirs.

The supporting documentation considered by a depattment or schoal peer review committee and forwarded to the college committee shall included (2)
one copy of ail verbatim student comments for the six most recent semesters in which each candidate taught {fewer that six semesters may be provided if
the candidate has been on campus for fewer than six semesters), (b) peer evaluations of teaching available, (c) one copy of all tangible evidence of
teaching, professional growth, and service specified in the PD'S, and (d) previous letters of review by committees and administrators.

At the conclusion of the reappointment, tenure, and promotion process, the One-of-a-Kind file shall be returned to the candidate. A copy of the PDS
and of all recommenclations shall be placed in the official personnel file.

4,0 Review Process

4,1

Levels of Review
4.11 Peer recommendation on persennel decisions shall originate with the lowest organization level, usually the department or school.

4,12 There shall be three levels of review for reappoiniment, tenure, and promotion: department or school, college, and university, The
department or school peer review committee and department chair or school director shall constitute the department level. The college
committes and dean shall constitute the college level. The University Promotion and Tenure Review Panel shall constitute the university
level, with the final decision being made by the President or designee on behalf of the university.

4.13 The Office of Facully Alfairs shall announce a schedule including dates by which members of the department or school peer review
comuittee, the college peer review comumitteo, and the University Promotion and Tenure Review Panel shall be elected.

4.14 Bach ovaluating committee or administrator shall review the WPAF and send its recommendation to the faculty employee according to the
published time lines.

4,15 At all levels of review, the reviewing committes or individual shall use proper letter of recommendation formal including a response/rebullal

Extracted from the San Diego State University Senate Policy of July 2014



date and copy notations. Befare recommendations are forwarded to a subsequent review level, faculty employees shail be given a copy of
the recommendation and the written reasons therefore. A faculty employee may rebut or respond in writing or may request a meeting tc
discuss the recommendation within ten days following receipt of the recommendation. A fagulty employes submitting a response or rebuttal
must include a completed response/rebuttal form. Attachments are not allowed, Only the faculty employee is allowed to submit a response
or rebuttal. Departments/schools and colleges shall have procedures in place for processing responses/rebuttals, A copy of the response or
rebuttal shall accompany the PDS and shall be sent to the previous levels of review. EBvafuation time lines shall not be extended to
accommodate the vebuttal process.

416 A request for external review of materinls submitted by a faculty member may be initiated at any level of review by any patty to the review.
Such a request shall document (a) the special circumstances that necessitate an external reviewer and (b) the nature of materials needing the
evaluation of an extemal reviewer. The President shall approve the request with the concurrence of the faculty member, At the department,
school, of college level, the President’s designee shall be the dean, At the level of the university Promotions and Tenure Review Panel or of
the President, the Asscciate Vice President for Faculty Affairs shall be the President’s designee.

4.2 Formation and Composition of Peer Review Committees
421 For reappoiniment and tenuie consideration, committee members must be tenured faculty employees of any rank.

422 . promotion considerations, peer review committee members shall have higher ranks than those being considered for promotion. Faculty
employees being considered for promotion shall be ineligible for service on promotion or tenure review commitiees. An eligible Faculty
member whe withdraws from promotion consideration may serve on a peer review committee.

4.23 Faculty members may serve on more than one committee as long as they do not review the same faculty employee at more than one level of
peer review in one academic year.

4.24 A depattment chair or school director who makes a separate recommendation shall not participate as a member of the deparimental peer
review committee, but may serve as an external member of another department or college committee.

425 Membets of a committec making personncl decisions shall regard all matters brought before the commitice and all deliberations of the
conunittes as conficential except as disclosure is permitted or required by other scetions of the Policy File ot by law,

4.3 Departments and Schocls

4.31 The probationary and tenured faculty employees of the department or school shall stect a peer review committee of tenured faculty
employees that shall operate in accordance with written procedures consistent with college procedures to review and recommend faculty
employees being considered for retention, tenure, or prometion, Bach peer review committee evaluation report and recemmendation shall be
approved by a simple majority of the committee members.

4,32 When there are insufficient eligible members to serve on the peer review committes, the department shall elect members from related
academic disciplines.
4.33 Excluding thoss who sit on peer review committees or who are candidates for promotion, each department chair or school director shall

submit an independent recommendation regarding candidates for promotion.

4.34 When the response/rebuttal date to the depariment or school peer review committeo and department chair of school directer has passed, (he
letters of recommendation, along with the response/rebuttal and forms from the candidate shall be added to the PDS before the WPAF is
forwarded to the college level of review. The WPAF shall be forwarded 10 the next level of review in a timely manner. The evaluation
timelines shall not be extended to nccommodate the rebuttal process, College committees shall examine each candidate’s supporting
documentation to ensure that departments and schools have forwarded the necessary materials.

4.35 Favorable and unfavorable recommendations for tenure or reappointment shall be fuily justified according to established criteria, This
justification shall include (a) copics of annual letters 1o the candidate pointing out the strengths, weaknesses, and prospects for a luture career
in the department or schoul, (b) evidence that deparitment or school expectations were made clear to the candidate at the time of appeintment,
and (c) all other relevant supporting documentation.

44  Colleges

441  Enach college shall establish a peer review committee for reappointinent, tenure, and promotions by vote of probationary and tenured faculty
employees within the college,

4.42 If recommendations for reappointment arc positive from all levels, the college level of review shall forward the recommendations direct ly to
the President or designee who shall revisw and consider the materials submitted.

443 College peer review commitlees shall establish and opetate under written procedures ratified by the electorate of the college eligible to vole
in Senate elections. A majority of those voting shall ratify the written procedurcs,

4.44 The college committee considering a recommenclation on promotion different from a depariment or school committee’s may proceed only
aflter submitting to that committee notification in writing including the candidale’s name, the tentative recommendation by the college
cotnmittee, and the area of concern if the tentative recommendation by the college committee is negative. The college committee should
offer to meet with the department or schoel committee before making a final recommendation.

4.5  University

4,51 The University Promotions and Tenure Review Panel shall consist of one tenured faculty employee with the rank of Professor from each
college. Members of the Panel shall serve two-year staggered terms. A term may be extended one year to assure sufficient overlap of
membership. Each college shall establish procedures and criteria for cleeting one member, and the procedures shall inciude patticipation by
probationary and tenured facully employees. The elected member shall be chasen by a date established by the Office of Faculty Affairs. The
Panel shall elect one of its members as chair, The chair shall be a voling member,

452 All recommendations regarding reappointment (except as specified in sec. 4.42) and tenure shall be reviewed by the University Prometions
and Tenure Review Panel before the notification dates for probationary academic employees, Candidates for reappointment, tenure, and
promotion shall be evaluated according 1o established criteria.
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4.53  The University Promotions and Tenure Review Panel shall review WPAF's of afl faculty employees who have received one er more negative
recommendations for reappointment,

4.54  The Panel shall review all recommended promotions from each college to ensure equity throughout the university, Candidates who received
all negative recommendations for promotion at the depactment and college level must write a letter of appeal to the Panel within seven days
of receipt of the recommendation ot the process stops and the WPAF is returned to the candidate.

455  The Panel shall make its recommendations based on individual merit by established criteria, together with the documentation and without
regard for balancing among colleges. The Panel may recommend for promotion as many faculty members as it judges qualified.

456 When considering a recommendation on promotion different from a college committee’s, the Panel may proceed only after submitting to that
committee in writing including the candidate’s name, the tentative recommendation by the Panel, and the area of concern if the tentative

recommendation by the Panel is negative. The Panel should offer to meet with the college committee before making a [inal
recommendation.

4.57 When the respense/rebuttal date to the Panel has passed, the letters of recommendation, along with the response/rebuttal and forms from the
candidate, shall be added to the PDS before the WPAF is forwarded to the President or desi gnee for the final decision, The WPAF shall be
forwarded in a timely manner to the next level of review. Evaluation time lines shall not be extended to accommodate the rebuttal process.

458 After the recommendation from the Panel is recefved, if the President’s or designee’s examiuation of the case leads to a preliminary decision
different from the Panel’s, the President or designee shall meet with the Panel to provide an opportunity for the Panel to inform the President

or designee more fully of the svidence and censiderations upon which its recommendation was based and to hear the President’s or
designee’s response.

5.0 Notification

5.1  Each faculty employee not promoted by the President or designee shall be informed by the President or designee of his or her reasons for
nonrecommendation,

5.2 The President or designee shall send the final decision to faculty employees according to the published timeline. Official notification to a
probationary faculty employee of a terminal year appointment shal! indicate that the faculty employee has no further appointment fights. Terminal
year appointments shall be limited to probationary faculty whe have served a minimum of three (3} years of probation. If tenure is awarded, it is
effective at the beginning of the academic year succeeding the year in which tenure is awarded. The dacision of the President or designee is final,

5.3  Probationary academic cmployees shall be notified in writing concerning decisions on reappointment, tenure, or termination according to the
following schedule:

531 No later than February 15 of the first and second full-time probationary year if the employee is to be (a) terminated at the end of that
academic year or (b) reappointed to an additional prebationary year, If the reappointment is for an additional probationary vear and the
probationary academic employee requests or is recommended for tenure, the tenure decision for this employee shall be made at the same
time as the tenure decisions for third or subsequent year probationary academic employees.

532 No later than June 1 of the third year or subsequent full-time probationary year if the employee is to be (a) reappointed to a terminal year, (b)
reappointed te an additional probationary year, or {c) reappointed with tenure.

533 After alf recommendations are complete and the President or designee has arrived at a decision, the President or designee shall inform in

writing no fater than June 1 the sligible faculty employees selected for promotion. The President or designee also shall inform in writing no
later then June 1 the candidates not selected for promoticn.

5.4 Failure to notify a probationary faculty employee by the notice date shall not constitute antomatic reappointment ot tenure. Both reappointment and

tenure shall come only from notification from the President of the university or designee. The employee who does not receive notification of the
decision by the notice date shall request a decision from the President or designee.
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