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CITE Promotion/Tenure Application & Portfolio Guidelines
Updated December 7, 2009
Dear Applicant, Department/Division Chair, Department/Division Personnel Committee Chair, and Dean:

XXXXX has notified Dean XXXXX of intent to apply now for promotion and/or tenure at Marshall University in the College of Information Technology and Engineering.  Please be aware of the following dates and actions needed.

By 1st Friday after 
Applicant must submit to the Department/Division Chair a personal 
January 15
portfolio which shows strong justification and supporting evidence for the desired outcome for which he or she applied (promotion, tenure, or both).  (See the end of this letter for the personal portfolio content requirements.)  Page one of the portfolio must be the “Application for Promotion and/or Tenure” form.  This form must have been signed and dated (no later than this due date) by the Department/Division Chair and by the applicant, before the submission is accepted by the Department/Division Chair. These two signatures go on the upper half of the form.    Because CITE’s departments/divisions do not currently have personnel committees, just write “N/A” in the places for those signatures and dates.  It is the applicant’s responsibility to obtain the signatures before submitting the portfolio to the Department/Division Chair.  Nothing can be added to the personal portfolio after this submission, except for the recommendation/ non-recommendation letters from the Department/Division Chair, CITE Personnel Committee, and CITE dean, all of which will result from the evaluation process described below.
2nd Friday after
Department/Division Chair gives the department/division faculty 
January 15
members this period to review the portfolio.  The Department/Division

through 1st Friday 
Chair is to notify the faculty members of this opportunity.  The faculty
in February
members are to submit in writing their feedback comments, if any, to the Department/Division Chair by the end of the last day in this review period.  These feedback comments will be considered by the division chairs in making recommendations with respect to P&T, and may be reviewed by the CITE Personnel Committee and/or the dean as needed.  The Department/Division Chairs to keep a file of these letters until after all decisions and appeals, if any, are completed at all levels regarding this application.

2nd Friday in February
Department/Division Chair submits the portfolio to the CITE dean’s


Office, along with a copy of a letter from the department/division chair of either support or non-support, giving clear explanation and justification for either. This letter should be added by the Department/Division Chair as page three of the portfolio when he or she submits the portfolio to the CITE Personnel Committee Chair.  In addition, the Department/Division Chair is to sign and date page one of the portfolio, which is the page entitled “Application for Promotion and/or Tenure” which the applicant has submitted with his or her portfolio.  The place to sign and date is entitled “Chairperson,” with the signature to be either after the word “Recommends” or “Does not recommend” and a number is to be indicated for priority within rank. In other words, if there are two faculty members applying to be promoted to Associate Professor, one of them is to be given a priority of “one” and the other is to be given the priority of “two.” Additionally, the candidate shall be informed by the Department/Division Chair in writing of any recommendation to deny promotion.

2nd Friday in February
CITE dean’s office transmits the portfolio to the CITE Personnel Committee Chair
By 2nd Friday in March
After having thoroughly reviewed the portfolio and department/division recommendations and comments, the CITE Personnel Committee will submit a letter of either support or non-support giving clear explanation and justification for either recommendation to the CITE Dean regarding the application for promotion and/or tenure.  This letter will be added as the page four of the portfolio by the committee Chair. The CITE Personnel Committee Chair will sign the form “Application for Promotion and/or Tenure” under the heading “College Committee,” indicating either “Recommends” or “Does not recommend” and indicates the priority in rank for the entire college. Additionally, the candidate shall be informed bye the CITE Personnel Committee in writing of any recommendation to deny promotion.
Before due date set
CITE Dean submits a letter of either support or non-support giving clear

by Marshall University
explanation and justification for either recommendation, along with the application and portfolio, to the Office of Academic Affairs.  This letter becomes page five of the application.  The CITE dean also signs the application, indicating either “Recommends” or “Does not recommend” and indicates the priority in rank for the entire college.  Additionally, the candidate shall be informed by the dean in writing of any recommendation to deny promotion.
REQUIRED PORTFOLIO CONTENTS

The Personal Portfolio is to contain the following in a loose-leaf binder.

· Page One:  Filled-out form entitled “Application for Promotion and/or Tenure” (available on the Academic Affairs website)—this is page one of the portfolio
· Page Two:  Filled-out form entitled “Promotion and Tenure Summary” (available on the Academic Affairs website)—this is page two of the portfolio
· Pages Three, Four, and Five:  Blank space for recommendation letters of Department/Division Chair (page 3), CITE Personnel Committee (page 4), and CITE Dean (page 5) as discussed above
· Pages Six and Beyond:  
1. A letter from the applicant to the CITE Personnel Committee summarizing in detail why the applicant feels he or she is worthy of promotion and/or tenure.  Included in the letter should be a list of all the ratings (just the individual ratings for each year, like Excellent, Good, etc., and/or numerical ratings, not the detailed comments) received in each of the categories of the applicant’s annual reports for the years while teaching/researching in a tenure-track role (or since the last promotion, if applying for promotion) at Marshall University, specifically those ratings in the categories of teaching/advising, scholarly/creative activity, and service categories.  In the letter, the applicant may summarize major accomplishments achieved in a tenure-track role at Marshall, or since the last promotion at Marshall if applying for promotion.  In this letter to the CITE Personnel Committee, if a candidate has taught at another university, the candidate may also add a very brief summary of the ratings at the other university—however, if this is done, and just as with ratings while at Marshall University, very clear and fully documented proof of such ratings must be included in the body of the portfolio, in the appropriate portfolio sections below; also, please indicate which ratings at other universities, if any, were for activities for which you have been granted credit toward tenure at Marshall University.  While all documented evidence will be considered, the greatest weight will be placed on the ratings while at Marshall University, as this is the most recent performance.

2. A section entitled “Summary of Professional Activities and Accomplishments,” for the time period covered by this application, which should include:
a. Teaching and Advising Activities

i. Courses taught and when (list each semester)

ii. Distance Learning Activities

iii. Advising activities

1. Tell how many students are assigned to you as the advisor (graduate and undergraduate numbers listed separately, as applicable)

2. List the names of the people for whom you have chaired their graduate comprehensive assessment (e.g., comprehensive project, capstone, or exam) committees and when

3. List the names of the people for whom you are currently chairing their graduate comprehensive assessment (e.g., comprehensive project, capstone, or exam) committee

4. List the names of the people for whom you served, but not chaired, on their graduate comprehensive assessment (e.g., comprehensive project, capstone, or exam) committees
5. List undergraduate capstone projects that you have directed and the number of students involved
6. List other advising activities, both undergraduate and graduate
iv. Program, curriculum, and course development activities

1. List all new courses developed

2. List first-time courses taught (courses you taught for the first time)

3. If you served as a Program Coordinator, give a list of your activities accomplished and when, as well as your responsibilities

v. Summary of any specific recognition you have received for Teaching and/or Advising Excellence
b. Service to the University and any service directly related to your teaching or research at Marshall University which was given to the Community, State, and/or Profession.  For example, if your profession at Marshall is teaching safety, list only service to the community, state, and profession which is mainly safety related.

i. Professional service

1. Local sections/chapters society membership and leadership roles

2. Regional and national society membership and leadership roles

3. Other professional-related service activities on a local or national level

ii. University and College (CITE) Committees and Service

iii. Training you provided to Marshall University personnel or other groups
iv. Other

c. Research, Scholarly, and Creative Activity

i. Publications and Major Reports

1. Indicate which ones were peer-reviewed in order to be published

ii. Presentations: Titles, to what group, date, and other pertinent information
iii. Federal/State Grant Activities

iv. Consulting

v. Professional Development Activities in which you participated

vi. Patents and Intellectual Property

vii. Other

d. Please add a resume or similar document showing your past education and work experience and any other important details about your qualifications not already covered above

3. A section entitled “Annual Reports”—COMPLETE COPIES OF ALL ANNUAL REPORTS ARE REQUIRED for the time period covered by this application
a. Include a full copy of each of your Annual Reports, including signatures, during your period of service for this application (since your last promotion at Marshall or since starting at Marshall if you are applying for promotion, and/or since becoming a tenure-track faculty member if you are applying for tenure)

4. A section entitled “Course Evaluations”—COMPLETE COPIES OF ALL COURSE EVALUATIONS, INCLUDING STUDENT COMMENTS, ARE REQUIRED for the time period covered by this application
a. Include full copies of the computer-summarized report for each of your student course evaluations at Marshall for every course you have taught since your last promotion at Marshall or since Marshall tenure-track employment if you are applying for promotion, and/or since becoming a tenure-track faculty member if you are applying for tenure
b. Include full copies of the typed, student comments from the course evaluations, for ALL courses you have taught since your last promotion at Marshall or since Marshall tenure-track employment if you are applying for promotion, and/or since becoming a tenure-track faculty member if you are applying for tenure

5. A section entitled “Examples of Scholarly and Creative Activity,” for the time period covered by this application
a. Include copies of your publications and other evidence of scholarly and creative activity.

6. A section entitled “Other Supporting Example Materials” for the time period covered by this application
a. Include any additional letters of recognition for your teaching, service, and/or scholarly and creative activity

b. Include any letters of support for this promotion and/or tenure

c. Anything else you feel would aid the decision of the committees who will review your application for promotion and/or tenure

CITE Personnel Committee

October 10, 2006


