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COPPIN STATE UNIVERSITY PROCEDURES AND
CRITERIA FOR THE APPOINTMENT, RANK,
PROMOTION, AND TENURE OF FACULTY

INTRODUCTION

A, The University System of Maryland Polrcy on Appointment, Rank, and Tenure of Faculty

BOR.HI
- 1.00, hereaﬁer USM. ART. -Pollcy, describes the general criteria and procedures
related to faculty personnel actions: The purpose of The Coppin State University -
Procedures -and Criteria for the Appointment, Rank, and Tenure of Faculty is to adopt and
complement that policy by describing the specific criteria used by .Coppin State
University (“Coppin” or “the University”) for the ‘appointment, promotion, and granting
of tenure to Coppin faculty; and to describe the procedures for preparing and reviewing
applications for promotion and tenure. This document is promulgated pursuant to B.O.R.
11-1.00.

B. The criteria specified here for the appointment, promotion, and granting of tenure to
faculty at Coppin State University are derived from the University's mission, and
especially, reflect the close links among teaching, community-related " service,
scholarship, and research in accord with U.S.M. AR.T pollcy In addition, documents from

* sister institutions were used as resources.

C. Coppln State UnlverSIty is an urban, comprehenswe ‘and Hlstoncally Black Instltutlon
. Building on a legacy of excellence in teacher.preparation in the metropolltan community,
the university offers quality undergraduate and graduate programs in teacher education,
liberal arts, health professions, technology and STEM disciplines. Coppin as an anchor
institution is committed to providing educational access and diverse opportunities for all
students while emphasizing its unique role in educating residents of Metropolitan
Baltimore and first-generation college students.
Coppin is- committed to community engagement and partnering with businesses,
governmental and non-governmental agencies to meet workforce demands; . preparing
globally competent students; strengthening the economic development of Baltimore,
Maryland and developing stronger strategic partnerships. As a constituent lnst|tutlon of the
USM, Coppin will continue to adopt and support USM'’s strategic goals.

The above-stated misslon of Coppin State University was approved by the U.S.M.
Board of Regents and the Maryland Higher Education Commission.

D. Final authorlty for. the appointment, promotlon and granting of tenure to faculty at Coppm
- State Umver3|ty resides in the President.

E. Apphcablllty of the A.R.T. Document
The provisions in this Policy apply to individuals whose faculty appomtment is effective on
- or after July 1, 2015, and, absent specific election to remain subject to former policies, to
all individuals who are employed as faculty members at Coppln State Unrversrty as of July .
1, 1989.

SEARCH POLICIES AND PROCEDURE'S'FOR APP'OINTMENT OF FACULTY

A. Atall levels of the appointment process, the University is committed to the policies and
principles of equal employment opportumty and affirmative action.

B. Search Procedures for Faculty




In consultation with the Chair and faculty of the department, the DFSC shall evaluate the
departmental needs and submit to the Dean a ranked recommendation based on
_strategic hiring strategies in February of each year. The Dean shall then summarize the
needs of the College and forward a priority recommendation to the Provost/Vice'
President for Academic Affairs. The Provost/Vice President for Academic Affairs shall
. determine whether 1) a faculty vacancy is to be filled or 2) a new position is to be
created. The Provost/Vice President for Academic Affairs shall approve the position
along with the recommended salary range. The Provost/Vice President for Academic
Affairs shall authorize appropriate recruitment  for  the  position.

The appropriate Chair of the Departmental Faculty Search Commlttee (DFSC) must
convene the committes.

In consultatlon with the University's Dlrector of Human Resources (or deSIQnee) the, :
Chair of the DFSC, in collaboration with the. Dean or desigriee, will draft and place
appropriate vacancy advertlsements in both professional journals and public media (e.g.,
newspapers). Vacancy fliers may also be sent to other: institutions both within and
outside of the UnlverS|ty System of Maryland. Vacancy announcements should be as
specific as possible in terms of title, rank, salary range, primary duties, and qualifications.

- Advertisements should include a request for at least three letters of, official transcripts of
post- secondary education, and other materials as determined by the DFSC, and a
. deadline for receipt of all materials. Vacancy fliers may also be sent to other institutions
both within and outside of the UnlverSIty System of Maryland. Vacancy announcements
~should be as specific as possible in terms of title, rank, salary range, primary duties, and
*qualifications. Advertisements should include a request for at least three letters of
recommendation, official transcripts of postsecondary education from the primary source,
“and other matérials as determined by the DFSC, and a deadline for receipt of all
materials utilizing a standard template to facilitate this process, approved by the Director

of , Human . Resources.
. After the deadline for submittals has passed, the DFSC Chair shall receive an

electronic packet consisting of screened. applicants who applied based on the posting.
The DFSC will select applicants to be invited for interviews, set an interview schedule in
consultation with the potential interviewees, and, in consultation with the Director of .
Human Resources or his or her designee, will create interview protocols. The DFSC
Chair shall consult with the Director of Human Resources or his/her designee fo review -
interview protocols. The Director of Human Resources shall provide a review of the
interview protocols to DFSC Chairs annually The DFSC Chair shall review the interview
protocols with the DFSC Committee members prior to the interview process. The DFSC
will conduct the interviews. When interviewing for a tenure-track position, the Dean
shall also interview. Whenever possible, . the appropriate Chair, Dean, the Provost/Vice
" President for Academic Affalrs and the President shall be glven the opportunity to meet
all mterwewees

. After eaoh interview concludes, the DFSC members shall evaluate each apphcant The

DFSC members must make their final recommendation in writing to the departmental
Chair, who must forward his or her recommendation with that of the DFSC to the Dean,
who must make his or her recommendation in writing to the Provost/Vice President for
Academic Affairs, who must forward his or her.recommendation to the President. At all
levels, recommendations must reference recommendations coming from previous
levels with statements of agreement or disagreement with rationale. The Dean, the
Provost/Vice Pres;dent for Academic Affairs and the President should be given the
opportunity to meet final applicants who receive a favorable recommendatlon

. The hiring Department may not make a commitment of employment, direct or |mphed,
until the Request-to-Fill form or its equivalent has been signed by all persons whose
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signatures are required and the hiring department has received an approved copy.
7. The Request—to-Hire form or its equivalent applies only to the person(s) selected. If the

offer is refused, a new requisition, with a justification and a vita attached, must be
executed and sngned by aII persons whose sngnatures are requvred

8. The Dean shall fonNard records of the recruitment and hiring process to the
Provost/Vice President for Academic Affairs, who must keep appropriate. records of the
recruitment and hiring process for a period of five years. These records shall include
vacancy ‘announcements, criteria, notes of interviews, and applicants’ resumes/vrta and
credentials files. :

C. Offers of Appointment

1. An offer of appointment or appointment shall be made onIy by the University President,
in wntmg

2 All faculty appointments are made to a designated rank effective on a specific date. The
University's Standard Letter of Appointment describing the applicable rank and tenure
status for the position for which an individual has been selected must be issued by the
President. Subject to the provisions in paragraphs B.O.R. -Policy Il- 1.00, Section C.,
the terms described in the letter of appointment must constitute a contractually bmdlng
agreement between the University and the appointee. Copies of the current U.S.M. and
of the current C.S.U. AR.T. policies’ must be made avallable to each new faculty

“-member at the time of initial-appointment.” B

3. Annual Salary Letter. The Presrdent may elect to increase a faculty member's salary
by issuing a salary letter. An annual salary letter amends the salary provision contained
_ in the original faculty contract or letter of appointment, described in paragraph 2, above.

D. Emergency Appointments

1. From time to time, vacancies may be caused by such emergencies as iliness, death, or

unanticipated resignation of a faculty. member occurring during the academic term.

- In such cases, the vacancy may be filled by the emergency appointment of a qualified
individual, accordmg to the followmg procedures

2. The. Provost/V|ce Presndent for Academlc Affairs,. after consulfing W|th the Director of
Human Resources or his or her designee and with the appropriate Dean and Chair, must
authorize the department chair/equivalent to conduct as extensrve a search as is
practical within the time available. :

© 3. Candidates for the position shall be interviewed by the DFSC Charr and the Dean,

and when possible, by the departmental Chair and at least one other-tenured, tenure-

" track, or full-time contractual departmental faculty member. Final candidates must be

presented to the appropnate Dean and to the Provost /Vice Presrdent for Academic
Affairs.

4. Appointments in emergency situations shall terminate at the end'of the academic year
in which the appointment is made.

Il CONDITIONS OF APPOINTMENT

A. The Coppin State University A.R.T, Document must be made avallable to all new faculty
members at the time of their initial appomtments :

B. Adjustments in salary or advancement in rank may be made under these policies and,




D.

E.

8
except where a definite termination date is a condition of appointment, the conditions -
pertaining to the rank and/or salary as modified must become effectlve as of the date of the .
modification.. _

Faculty ranks that may involve a tenure commitment include professor,. associate
professor, assistant . professor, and such other ranks as the Institution may approve,
consistent with USM Policy If - 1.00 - I[.A.1.-

The Letter of Appomtment from the Presrdent constitutes a contractually binding

'agreement between the institution and the apporntee

For tenure and tenure track appomtments the year in Wthh the appointee is entitled to

- tenure review under this policy (“Mandatory tenure review year”) must be specified in the original
and subsequent contracts/letters of appointment. Tenure review must occur in that year unless :
otherwise agreed in writing: by the institution and the appointee.

F

Tenure in any rank can be awarded only aﬁer the formal review by the DPRC Department

Chairs, Dean, UFRC and the Provost. Thereafter, the recommendation is forwarded to the Office
of the President. The criteria for appomtment to a faculty rank or tenure shall be the same as
for promotlon to that rank.

G.

1_-

2.

a.

b.

Ranks and Conditions of Appomtment of Faculty

Instructor '

a. Subject to any specral condrtlons specrfled in the letter of appomtment -a full-time
appointment or reappointment to the rank of Instructor may be for an initial term of

. .one to three years. An appointment to the rank of full- time Instructor - may- be
extended beyond three years and renewed on annual bases '

b. Apporntments to the rank of Instructor may be terminated at any trme m accordance
with Section X of this C.S.U. AR.T. Document .

Assistant Professor '

Inrtral full-time appointments to the rank of assistant professor may not carry immediate
tenure. Subject to any special conditions specified in the letter of appointment, an
appointment to the rank of Assistant Professor may be for an initial term of one to three -
years, provided no appointment may extend beyond the end of the mandatory tenure-
review year. An appointment to the rank of full- time Assistant Professor will be renewed
automatically for one additional year unless ‘the appointee is notified in writing. In
accordance with the following deadlines: not later than March 1 of the first academic year
of service if the current appointment expires at the end of that year, not later than
December 15 of the second year of service if the current appointment expires at the end of
that year, and not later than August 1 prior to the third or any subsequent academic year of .
service if the current appointment expires at the end of that year. For appointments
beginning at times other than the start of an academic year, the institution may adjust the
notice of non-renewal dates accordingly by specifying such adjustments in the initial
contract or letter of appointment.

For appomtments beglnnrng at times other than the start of an academic year, the institution

may adjust the notice of non-renewal dates accordingly by specrfyrng such ad}ustments in the
initial contract and/or Ietter of apporntment 4

C.

Appointments to the rank of Assistant Professor may be terminated at any time in

accordance with Section X of this C.S.U. A.R.T. Document;




9

d. An Assistant Professor whose appointment has been extended to a sixth year of
continuous, full-time service must apply for and receive no later than during that sixth year-
a formal review for promotion and tenure unless otherwise agreed to in writing by the institution
and the appointee. ~

3. Associate Professor

a. Initial full-time appointments to the rank of Associate Professor may carry immediate

tenure provided that each such appointee has been formally reviewed for tenure by DPRC, the

" Department Chair, the Dean and the UFRC. ~ In addition to the formal reviews, new

appointments to the rank of associate professor with tenure may require an interview by the

Provost and the President. Appointments or promotions to the rank of Associate Professor
require the written approval of the Unlversuy President. :

b. When appomtments do not carry immediate tenure, such appomtments ‘must be for an
initial period of one to four years, except that initial appomtments for individuals with no
prior teaching experience may be for a maximum of six years and must terminate at the
end of that period unless the appointee is notified in writing that slhe has been granted
tenure. Promotions will only be awarded subsequent to a formal tenure revnew by DPRC, the .
Department Chair, the Dean and the UFRC. .

¢- Appointments to the rank of Associate Professor may be terminated at any time in .
) accordance with Section X of this C.S.U. A.R.T. Document.

‘4. Professor

a. |Initial fulI time appomtments fo the rank of Professor or promotlons to the rank of Professor
may carry immediate tenure provided that each such appointee has been formally reviewed for
tenure by DPRC, Department chair, and Dean and UFRC. In addition to the formal reviews, in new
appointments to the rank of professor with tenure, the appointee may be interviewed by the Provost
and the President. Full-time appointments or promotions to the rank of Professor require written

. approval of the President of the University.

b. When initial appointments do not carry tmmedlate tenure, such appointments must be for an
initial period of one to four years, except that initial appointments for individuals with no prior
teaching experience may be for a maximum of six years and must terminate at the end of
that period unless the appointee- is ‘notified in writing that s/he has been granted tenure.
Promotions to the rank of Professor carry immediate tenure. Consequently such promotion may
only be awarded subsequent to a formal tenure review and an award of tenure.

c. Appotntments to the rank of Professor may be terminated at any time in accordance wtth
Section X of this C.S. U A.R.T. Document.

5. Part-time Faculty

a. Abpointment, reappointment, promotion, and termination of tenure-track and tenured faculty
members who are 50% or more part-time shall be consistent with the policies and
procedures established for full-time faculty members.

" 'b. The length of the probationary period for tenure consideration shall ordinarily be based upon
the number of full-time equivalent years accrued by the faculty member at the University in a
tenure-track rank.

c. Part-time tenure-track and- part-time tenured faculty are eligible for full-time positions
consistent with University policy.




8. Other Faculty Ranks _
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a. Other tenure-track faculty ranks, including but not limited to research 'and clinical faculty ranks,

b.

Iv.

may become available. In such cases, criteria must be developed and appointments must be
made in a manner consistent with this C.S.U. A.R.T. Document and with U.S.M. guidelines.

Appointments to- all other ranks, including adjunct faculty, but excluding
appointments to “visiting” ranks, are for a term not to extend beyond the end of the academic or

~ fiscal year.

Faculty_ appointed to all other ranks on a full-time basis for a term not less than one
academic or fiscal year, as appropriate, must receive written notice of non-renewal of contract.
Timing of -this notice .must be based upon their length of continuous. full-time service in

ranks.

1) If such service is less than seven years at least 90 days notlce is required.
2) If such service equals or exceeds seven years at least six months’ notice is
required. '
3) if the requ1red notice is not provided prior to the termmatlon of the then current.
" contract, this condition may be remedied by extending the contract by the
- number of days
" Necessary to meet the notice reqwrement
- ~4) Such appomtment may be termrnated at any ttme in accordance W|th Sectlon X

- ~of this- pollcy T

- d Vis |t| ng faculty appomtments are made for one academlc year or less. A visiting faculty

appointee can become.a regular appomtee only through the search process, conducted -
either before or after the initial appointment in accordance with this policy and in consultation
with the Dlrector of Human Resources or his or her desrgnee '

INSTITUTIONAL GUIDELINES FOR FACULTY _RANK
A. Qualiﬁcations for Ranks Used at Coppin State University A

1. Instructor: An Instructor shall hold, at a minimum, the master's degree in the field of
instruction.with at least 18 credits in the area s/he teaches. Evidence of pursuit of the
doctorate or highest earned degree in the field of specialization is preferred. There shall be
evidence also of. potential for excellence in teaching and for a successful academic career.
The rank is not tenure-track and does not carry tenure.

- 2. Assistant Professor: An Assistant Professor ordinarily shall hold the doctorate or
" recoghized terminal degree in his or her field of specialization. A person who has
completed all the requirements for the doctorate degree.except the dissertation can
also be considered. The appointee shall have qualities suggesting a high level of teaching
ability in the relevant academic field, and shall provide evidence of potential for superior
research, scholarship, or artistic creativity-in the field. Because this is a tenure-track
position, the appointee shall at the time of appointment show promise of having, at such
time as he or she.is to be reviewed for tenure and promotion in.accordance with paragraph
I.C.4 of the University of Maryland System the qualities described under "Associate ,
Professor" below. In most fields the doctorate shall be a requirement for appointiment to an
" assistant professorship. Although the rank normally leads to review for tenure and '
promotion, persons appointed to the rank of Assistant Professor after the éffective date of
this policy shall not be granted tenure in this rank.




o 11

3. Associate Professor: An Associate Professor shall hold the doctorate or
recognized terminal degree in the field of specialization. In addition to the qualifications -
of an Assistant Professor, the Associate Professor shall have had extensive successful
experience in teaching and research, scholarship, or creative activities; shall have the
qualifications to direct major activities of the Department, College and University; and -
must have-the qualifications to offer graduate instruction and direct graduate research.
There shall also be evidence of service to the institution, the community, and the
profession. Appointment or promotlon to the rank of Associate Professor may confer
tenure. .

4. Professor: A Professor shall exceed the qualifications of an Associate Professor.
The Professor shall have demonstrated a degree of proficiency in teaching sufficient to
establish a reputation among his or her peers as an outstanding teacher and a degree of
proficiency in research, scholarship, or creative activities to have established a
reputation among .her or his peers as an excellent scholar/researcher or creative
performer. There shall be continuing evidence of relevant and effective service to the
institution, the community, and the profession. Appomtment or promotion to the rank of
Professor confers tenure.” ‘ ,

5. Faculty Engaged Exclusively or Primarily in Clinical Teaching.

a. Clinical Instructor: The appointee shall hold, as a minimum, the

' professional degree in the field that meets the ‘requirements set by the Maryland
Higher Education Commission, and by the pnvate USDOE approved accrediting body

-~ of the program; if ‘any, and two years 6f practicé. There must bé clear evidence of
potential in clinical practice and teaohlng in the departmental field.

b.Clinical Assrstant Professor: The .appointee shall hold, as a minimum, the highest

‘earned professional. degree in the field, with training and at least two years of .

- experience in'an area of specialization. There must be clear evidence of a high

-level of ability in clinical practice and teaching in the departmental field, and the

potential for clinical and teaching excellence in a subdivision of this field. The
appointee should- also have demonstrated scholarly and/or administrative ability.

c. Clinical Associate Professor: In addition to the qualifications required of a Clinical
Assistant Professor, the appointee shall have had extensive successful experience in
clinical or professional practrce in a field of specialization, or in a subdivision of the
departmental field, and in ‘working with and/or directing others (such as
professionals, faculty members, graduate students, fellows, and residents or interns)
in clinical activities in the field. The appointee must also have demonstrated -superior
teaching ability and scholarly or. administrative accomplishments.

d. Clinical Professor In addition_to the qualifications required of a Clinical Associate
Professor, the appointee shall have demonstrated a degree of excellence in clinical
practice and teachmg sufficient to establish and outstanding regional and national
reputation among colleagues. The appointee must also . have demonstrated
extraordinary scholarly competence and leadership in the professron

V. COMMITTEES AND ADMINISTRATORS THAT EVALUATE TENURE AND
PROMOTION APPLICATIONS

A. The burden of evaluating the qualifications and suitability of the candidate for tenure and
promotion is greatest at the first level of réview. Great weight shall be given at the
administrative levels of review to the Judgmerrts and recommendations of faculty review
committees and to the principle of peer review.

B. Committees that evaluate the tenure and promotion processes are the Departmental Peer
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Review Committee (DPRC); the Umversrty-Wlde Faculty Review Commlttee (UFRC) and the
Faculty Appeals Committee (FAC). Anapplicant for tenure and/or promotion cannot serve on
any of the above committees in the year in which s/he applies. '

C. The DPRC is a standing departmental committee made up of tenured members that meets
annually and has authority to review applications. for tenure and promotion from
departmental faculty members and for making recommendations to the Dean. An
applicant. for tenure and/or promotion may not serve on this committee in the year in
which s/he’ applies. In the event that the department does not have adequate faculty to

- convene the DFRC, said department may use other faculty from the College and may include
- external reviewers.

D. Departmental Faculty Search Committees (DFSCs) are departmental committees
composed of 3-7 tenured and tenure track faculty, convened according-to-guidelines set by
the Office of the Provost/Vice President for Academic Affairs, for the purpose of conducting a
search for persons to fill faculty positions in the department. This committee makes
recommendations to the Dean of the College through the Department Chair and Associate
Dean. The faculty will elect a DFSC Chair and search committee members. The DFSC may
elect to include external reviewers as a part of the committee. The term limit for a member of
the DFSC is two consecutive terms, each term being two years. All conversions of faculty
positions, whether full-time or part-tlme from adjunct to contractual, adjunct to tenure track, or
contractual -fo tenure track, or non-tenure track to tenure track must be reviewed and
- recommended by the DFSC. Conversion of a faculty position to tenure track must go through .
. asearch process. . Departmental Faculty Search Committees (DFSCs) are part of the review
~and Tecommendation” ‘process for new faculty appointments. None of the ‘members of the
- DPRC may concurrently serve on the URFC or the FAC.

" E. The UFRC is a standing university commlttee ‘that meets annually and has authority to
review applications for tenure and promotion from departmental faculty-members and for
making recommendations to the Provost. An applicant for. tenure and/or promotion may " .
not. serve on this commitiee in the year in which s/he applies. The UFRC is composed.
according to guidelines established by the Office of the Vice President for Academlc Affairs
and may include external reviewers.

1. The UFRC is composed of nine (9) tenured faculty members as follows -
a. Four (4) Professors ' |
* b. Three (3) Associate Professors
C. Two (2) at‘any rank

2. The term of office for each member of the UFRC is two (2) years, for a maximum
of two (2) consecutive terms or four (4) years The UFRC is elected by the tenured and
tenure-track faculty.

3. None of the members of the UFRC may concurrently éerve on-a DPRC or the FAC.’

4, A member of the UFRC must recuse him/herself from the review of a
departmental colleague’s application for tenure or promotion at the UFRC level. -

F. The FAC is a standing university committee that convenes only when a faculty member
appeals a tenure or promotlon decision. An applicant for tenure and/or promotion cannot serve on
this committee in the year in which sthe applies. See “Policies and Procedures for Appeal of
Decisions on Tenure and Promotlon Appllcatlons " Section IX of this C.8.U. A.R.T. Document,

below:
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1. The FAC is composed of five (5) members, as follows:

a.Minimum Two (2) tenured Professors
b.Minimum TWo-(Z) tenured Assooiate Professors
c. The fifth (5) person may be either a tenured full or tenured associate professor.

d. One or more alternate members will .be elected to serve in cases in
which there are conflicts of interest between committee proceedlngs and
one or more committee members.

2. The term of office of each FAC member is two (2) years for a maximum of two
(2) consecutive terms or four (4) years. The FAC is elected by the tenured and/or tenure-
ttrack faculty : .

3. A member of the FAC shall recuse hrm/herself from the review of a departmental
colleague s applrcatron for tenure or promotion at the FAC level.

G. Administrators who evaluate the tenure and promotion processes are the Charr, the Dean, . the
Provost and the President.

1. The Department Chair who must be a tenured faculty member and may not serve on the
DPRC, is responsible for reviewing applications for tenure and pr_omotlon from departmental
“faculty members and for making recommendations to the Dean.

2. The Dean is responsible for reviewing applications and 'recomme'ndation letters for tenure and
promotion received from the DPRC and from department chairs. The Dean shall prepare a
recommendation, and shall forward all recommendations with two complete copies of each’
application to the Office of the Provost/Vice President for Academic Affairs.-

3. The Provost/Vice President for Academic Affairs reviews each application and letters of
recommendation for tenure and promotion forwarded by the Dean. The Office of the Provost
forwards the apphcatlons and all recommendatrons to the UFRC..

4, The UFRC submits its reports and returns the appllcatlons to the Office of the Provost. The
Provost will forward the recommendations to the President.

5. The President receives the apphcatlons and recommendations for tenure and promotlon to
provide final disposition.

VI INSTITUTIONAL PROCEDURES FOR TENURE AND PROMOTION APPLICATION REVIEW

A Rewew lmtlatlon

1. Initial notification — By May: 15 of the final year of a faculty member's eligibility for
tenure review, the Provost/Vice President for Academic Affairs or his/her designee must
inform the faculty member of the requirement to submit an application for tenure. It
remains, however, the responsibility of the faculty member to meet all applicable
timelines regarding eligibility and application for tenure. Applicants seeking both
promotion and tenure must submit separate application packets which clearly state, on
the cover and in the memorandum to the chair, which packet is for promotion and which
packet is for tenure.

2. Number of applications and copies required.

a. The applicant must prepare two copies of the application packet. One copy is
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submitted to the DPRC and the other to the Departmental Chair by October 15.

b. Faculty members are advised to also retaln complete application packets for their
own files. :

3. Organizatic')n of application packets. [See Appendix D.]
4. Doeumentation

a. The applicant | is responsible for submitting proper ‘and complete written
documentation; an application must be consxdered only on the materials provided in
the application packet. .

b. All documentation must be relevant to and consistent with the dlsmplme'spemflc
- tenure and/or promotion guidelines identified by each department in accordance with
applicable gwdellnes found in this Document. 4

¢c. A documented item may be simultaneously used in applications for tenure and
promotion, but must be submitted separately in the appropriate packet. Documents -
used for appomtment may not be used for a subsequent promotion appllcatlon

d Act:vntles or accompllshments that receive credit in a partlcular category (teachmg,
scholarship, or service) must not be considered for credit in another category. For
example, a paper that has been dellvered may receive credit as scholarship, service,

* ‘or téaching but may Thot feceive “credit”in “more "than one of theése  categories.

 However, should the paper presented at a conference later be significantly revised
and published in a scholarly journal or proceedmgs of a conference, it is eligible for
inclusion as a publication. Examples may be found in Section 1V and the appendlxes
of this Document.

‘B. Evaluation by the DPRC and Chair

1.

Each apphcatlon must be thoroughly and lndependently evaluated by the DPRC and by the

- Chair, or equivalent.

There must be no communlcatlon between the DPRC and the Chair, or equwalent .
concerning the applicant or the application packet. The DPRC and the Chair/equivalent must
reach independent tenure and/or promotion determinations and must prepare and forward
sealed letters of recommendations to the Dean of the appropriate College to be kept Wlth the
tenure and/or promotion packet.

By November 1 each tenure packet contalnlng the two sealed recommendatlons will be
forwarded to the Dean of the appropriate College.:

C. Completion of the EvaluatlonProcess

1,

After receipt, the Dean completes an independent review of each application packet,
prepares a written recommendation and forwards the application packet [containing all
recommendations] to the Provost/Vice President of Academic Affairs by November 15th.
The Provost's Office holds application packets until deadline for forwarding to UFRC.

The Provost/Vice President for Academic Affairs sends all application packets to the UFRC
by December 1st, and a transmittal and receipt are kept by the Provost’s Office.

The UFRC must review each appllcatlon packet including all prior recommendations, and
write a recommendation for each application. When the UFRC receives independent
recommendations from a DPRC, a Chair/equivalent, and Dean favoring tenure for an
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applicant, the committee may reverse that .decision only for clear and compelling reasons,
which must be clearly stated in the UFRC's written recommendation. The UFRC will forward
the application packets to the Provost/Vice President for Academic Affairs by January 15th.
A favorable determination by the UFRC does not guarantee that tenure will be granted. Final
authority for granting tenure and promotions to faculty re3|des solely with the President of

the University.

4. ‘The Provost/Vice President for Academic Affairs must review the application packets,
recommendations of the Chairfequivalent, DPRC, UFRC, and Dean, and write his/her
recommendations and must submit each application packet, mcludmg recommendatlons
from all review levels to the PreSIdent by February 1st.

5. The President must review applications and recommendations from the DPRCs, department
chairs/equivalents, UFRC, Deans and Provost/Vice President for Academic Affairs. The
President shall decide whether to grant or deny tenure and must inform the candidates in
writing of his or her final decision by March 1st. 4 -

a. Only the President shall |nform the candidates of the final tenure decision. The
notification must be delivered to the faculty member in person with a signed receipt or
by registered U. S. mail, to the address on record Wlth HUMAN RESOURCES, return-

receipt requested
b, In cases of denial, the Presrdent’s Ietters will rdentlfy the basxs for denial.

6. ~If, after having received the ‘President’s tenure and/or proniotion letter, the candldate
decides to appeal, s/he will follow the “Policies and Procedures for Appeal of Decisions on
Tenure and Promotlon Applications,” Section IX of this C.S.U. A R.T. Document below.

D. ‘Adjustment in Salary Upon Promotion }

In cases of promotion to Associate Professor and Professor, the faculty member must
receive a salary increase of a minimum of 7%.

E. Additional Prccedures for Chairpersons/Equivalents Seeking Promotions

1. Charrs/equwalents are faculty. members and follow the procedures and deadlmes for
promotions and, as relevant, tenure as other faculty. N '

2. Chairs/equivalents must seek annual evaluation from their constituents and meet
annually with their supervisors to review progress toward promotions and to adjust
promotion guidelines, if necessary, to reflect the demands of changlng administrative
workloads.

F. Co_nfldentla'lrty—
1.~ All materials used in the application process shall be held in confidence.

2. Following the final notifications and the appeals process, if any, one packet
must be returned to the applicants within 30 days and the other packet must be kept
on file in the Office of the Provost/Vice President for Academic Affairs @ minimum of

one year.

3. Notification letters of the decisions and of the outcomes of any subsequent
appeals must become part of the faculty member’s personnel files.

VII.  INSTITUTIONAL GUIDELINES FOR
TENURE
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" A. General Principles

1. Tenure is a continuous appointment granted after a rigorous probationary period, oh the
basis of "meritorious performance" in teachtng, research, and service and "demonstrated
excellence" in teaching, research and service. Tenure encourages faculty to continually
develop . their commitment to the institution through scholarly inquiry, methodological
innovation, and service intended to advance the mission of Coppin State University.
Thus, tenure exists to assure that the “service (of such faculty) should be terminated
only for adequate cause, except in the case of . .. financial exigencies.”

2. The following principles, including the principles of review and approval, are designed to
emphasize equity during the tenure process among faculty across the disciplines and
among tenure track faculty holding positions of program director and/or chair, while also
assuring that tenure criteria will be discipline-specific. The quality of applicants’ overall

- contributions to the institution should have greater emphasis in cases of tenure
determinations than in cases of promotion decisions.

3. In evaluating applications for tenure, expectations will be consistent with the BOR

Workload -Policy and Coppin’s workload policy, as amended from time to time, ‘while

~ addressing accreditation and other discipline-specific scholarly and professmnal

concerns. The workload of an individual faculty member may be adapted so that “for

each individual faculty member, any substantial difference between the actual and the

standard expectatlon for any basic workload element will be balanced by compensating

" changes in ‘one or both of the other basic workload "éléments. Workloads ¢ expectations

for each faculty member must be reviewed annually by the responsible department

chair ~ a@nd/or other appropriate admmtstrator and adjusted as necessary and
appropnate " (See B.O.R. Il -1.25-2) ,

| 4., Because departmental faculty have expertlse in thelr areas, the departments hold

knowledge- based authority for defining, creating, and evaluating discipline-specific
guidelines for tenure eligibility, consistent with principles articulated by AAUP, by U.S.M., by
Coppin State University, and by dlSClpllne -specific professional organizations. - Under‘
the principles of  shared governance, the Faculty Senate, the Deans, and the
Provost/Vice President for Academic Affairs will partlmpate consrstent with their area of

- knowledge and expertise in the tenure process.

5.'. Primary responSIblllty for earning tenure rests with the. individual faculty member.
Department chairs should mentor faculty, and deans should mentor program directors and
chairs.

6. The University.P_résident has final authority over tenure decisions.

. Guidelines for Obtaining Tenure at Coppin State Un'iversity

Coppin State University follows the general categones of the UnlverSIty System of Maryland in
evaluation and recommendation for tenure namely:

a.

b.

Teachmg effectiveness, including student advising.

Research, scholarship, and, in appropriate areas, creative activities. Faculty members
seeking tenure at any rank must have achieved at least one accomplishment included within
items one through four of Appendix B of this C S'U A.R.T. Document.

Service relevant to the University, the local, national, and global commumty, and the
profession.




A 17
2. Tenure-track faculty demonstrate their qualifications by documenting accomplishments in these
areas. Examples, though neither -exhaustive nor all-inclusive,. of such accomplishments are

located as follows:
a. Appendix A for “Teaching Effectiveness”
b. Appendix B for “Research, Scholarship and Creative Activities”
“¢. -Appendix C for “Service to the University, Community and Profession.”

3. Each academic department will receive a copy of the institutional A.R.T. Document and will
identify discipline-specific criteria for tenure. The institutional tenure guidelines in this document
constitute the. minimum standard. In the absence of departmental specific criteria, the A.R.T.
document will be used for faculty review. _

'a. ‘Within the framework of guidefines identifred in section VII.A. and in VI1.B.1-2, above, each
department will identify discipline-specific criteria for the granting of tenure. '

b.. To help departments write specific criteria while reducing time and effort required to do this,

to help insure validity and reliability of this process, and, to help insure equity among

. academic disciplines, departments should examine tenure criteria used by their counterparts

and both peer and aspirational institutions, and/or should examine criteria recommended by
drsclplme specific accrediting and other professional bodies,

"¢, Small departments (those havmg fewer than five faculty members) are best advrsed to
include external consultation in ldentlfymg discipline- specific criteria for tenure.

d. Departments will review their guidelines to help insure that they emphasize contributions to-
. the institution while also addressing contributions to the discipline.‘ '

4. An Assistant Professor who is-appointed on tenure-track can be awarded tenure with promotion
to Associate Professor-and by an affirmative decision based upon a formal review. An Assistant
Professor shall apply for promotion and tenure after five (5) years of service. ‘Assistant
Professors may include in their applications for tenure any applicable evidence of teaching
excellence, of scholarship and/or creative productions, and of service to the institution and local,
national and global communrty and to their disciplinary profession from any position held durmg
the perlod of faculty servrce in the rank immediately precedrng their tenure appllcatlons

a. The appointee reviewed for tenure must be notified in wrrtrng, by the end of the
appointment year in which the review was conducted, of the decision either to grant or deny
tenure. An Assistant Professor who has been reviewed during a mandatory review year, and
notified in writing that tenure has been denied, must be granted an additional and terminal
one-year appointment in that rank, but, barring exceptlonal circumstances, must receive no
further consrderatlon for tenure.

b. This evrdence may include wrrtten confirmation of the acceptance of pending scholarship,
creative productions, grants, or any other evidehce of achievement deemed appropriate by
faculty in their departments and/or, in the case of program directors ‘or chairpersons
applying for tenure, by their deans.

c. All evidence shall relate directly to the criteria identified by the department.

5. An Associate Professor who is appointed without tenure, but on tenure track, must receive a
formal review for tenure, according to the following deadlines: If the appointment is for an initial
period of one year, then the formal review must be completed, and written notice must be given
that tenure has been granted or denied, by March 1 of that year. If the appointment is for two

~years, then the formal review must be completed, and written notice must be given that tenure
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has been granted or denied, by no later than December 15 of the second year. If the
appointment is for more than two years, then the formal review must be completed, and written
. notice must be given that tenure has been granted or denied, by no later than-August 1 prior to
the beginning of the final year of the appointment. - For appointments beginning at times other
than the start of an academic year, the. institution may adjust the notice of non-renewal dates
accordingly by specifying such adjustments in the initial contract or letter of appointment. '

a. An Associate Professor appointed without tenure, but on tenure track; must be notified to apply
for tenure after two (2) years of service in order to be reviewed fortenure in the third (3rd) year of
service and receive a decision before year 4 of service. S »

b. Associate Professors may include in their applications for tenure any applicable evidence of
teaching excellence, of scholarship, and/or creative productions, and of service to the institution
and local, national, and global community and to their disciplinary professiori from any position
held during the period -of faculty service in the rank immediately preceding their tenure

_ applications-

c. This evidence may come from any institution, and from any position held during thé period of

faculty service in the rank immediately preceding their.tenure applications.

d. This evidence may include written confirmation of the acceptance of pending scholarship,

. creative productions, grants, or any other evidence of achievement deemed appropriate by

-faculty in their departments and/or, in the case of program directors or chairpersons applying -
for tenure, by their deans. . , A

e. All evidence _should relate directly to the Clriter'ia'identified by the department.

Faculfy members méy submit applications for tenure prior to the end of their eligibility periods.
Faculty members who do not eam tenure on their first attempt may present’ subsequent
submittals, within the permitted timeframe. S _

An applicant who submits an application after the deadline will not be considered for tenure for
that year. If the applicant is in his/her final year of eligibility and fails to. submit an application on

or before the deadline, the applicant forfeits his/her opportunity to earn tenure.

C. Approval, lmplementation, and Revision 6f Departméntal Tenure Application Guidelines_.

L.

Departments must develop criteria for tenure and forward them to the appropriate Dean and the
Faculty Senate by the end of the semester immediately following the approval of this document-
a. The AR.T. document reflects the minimum requirements for tenure; a department may
choose to exceed the minimum requirements ' - o A
b. ‘If a department does not submit its criteria for tenure, the A.R.T. document’s criteria will
be used. .~

'Deans will have 30 working days to.review departmental docum,entsA, address any‘conéerns
with the members of the departments, and forward recommended criteria to the Provost/Vice
President for Academic Affairs. : : '

The Faculty Senate will héve 45 ‘working days to review the criteria forwarded by the
departments, address any concerns, and forward the recommended criteria to the Provost/Vice
President for Academic Affairs, with comments if necessary.

4. The Provost/Vice President for Academic Affairs will have 30 working days after receipt from the

deans and the Faculty Senate -to review/recommend criteria, address any concerns, and
forward recommended criteria to the President for final approval,

5. The President will have 15 working days to review recommended criteria and address any
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concerns.

8. The Deans, Provost/Vice President for Acader'nic'Affairs,, and the President may require

revisions of the departmentally generated criteria for tenure only for clearly stated reasons,
which must be communicated, in writing, to the department that submitted those criteria. The
department must respond within 10 working days and may include comments along with
revisions. All revisions and comments must be included as the proposed guidelines move

through each step of the approval process.

7. Upon final approval by the President, the tenure criteria for each department must be appended

to this C.S.U AR.T. Document

8. There must be an initial, faculty-wide review, with revisions  as needed, of these

tenure/promotron policies and procedures two years after their lmplementatlon

9.- Each department must conduct a S|m|lar review every five years thereafter. See “Provisions for -
ReviSion of A.R.T. Document,” Section X| below. .

Vil

INSTITUTIONAL GUIDELINES FOR PROMOTION

A. General Principles‘

1. Faculty, including Chairs, must receive mentoring from  their appropriate supervisors.

The primary responsibility for earning promotlon however, rests wnth the mdlwdual faculty
h members seeklng ‘promotion.

2. Procedures governing the awarding of promotlon at Coppln State Umversﬂy are based on
. those accepted by the USM. _

3. ‘Promotion is granted on the basrs of (1) teaching effectiveness; (2) research/scholarshrp,
and creative activities; and (3) relevant service to the department, the University, the.

community, and the profession.

4. Knowledge based authority for works submltted for scholarly research rests with the
disciplines (e.g. national orgamzatlons)

5. Small departments (those having fewer than five faculty members) are best advised to
include the College or external consultat|on in identifying discipline-specific criteria for

promotlon

6. Throughout thelr careers faculty members |ncIud|ng chairs/equivalents, must participate in
formative performance reviews from their appropriate supérvisors. These reviews must be
for the purposes of mentoring and faculty development. They must also ‘include
discussion of faculty members’ progress toward promotion and should provide an
opportunlty and a plan to enable faculty to progress toward promo’uon .

7. To quallfy for promotlon the appllcant must show evidence of accomphshments as listed in
section VIII.B. Accomplishments cited in a given application must-have been completed during

_the applicant’s time in the rank at Coppin State University-

- B.

1.

8. The President exercises final authority over promotion decisions.
Guidelines for Obtaining Promction at Coppin State University

"The criteria for promotion at Coppin State -University follow the general categories of the
U.S.M., namely: (1) teaching effectiveness (2) research, scholarship, and creative activities;
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and (3) service.

2. Each faculty member and the Chair or Dean must participate in the faculty annual rev;ew
process, using the approved Forms.

3. To attain promotion, faculty must document their accomplishments in the areas of teaching

effectiveness, scholarship and/or creative productions, and service as listed in Appendix E
(Assistant Professor), Append ix F (Associate Professor) and Appendix G (Professor)

- 4. Faculty members who do not obtaln promotion may present subsequent submrttals

5. An apphoant who submlts an apphcatlon after the deadlme will not be considered for promotlon
for that year.

C. Promotion to Associate Professor -

Faculty seeking promotion to the rank of Associate Professor shall meet the followrng requirements -
during the period of appointment as Assistant Professor :

1. Holds the doctOrate or highest earned degree in the ﬁeld of specialization.

2. Excellence in teachmg as reflected in the candidate’s teaching dossier by students’, peers, and
Chair's or Dean s evaluatlons and by ewdence consistent with examples CIted in Appendlx A.

3 Evndence of accomplrshment and growthin scholarship, research, and/or creative dctivity, -

See Appendix B of this document.
4. 'E\/_Aidence of service. See Appendix C.
D. Promotion to Full Professor

1. Faculty seeking promotion to the rank of full Professor shall satisfy the qualifications for
appointment to the rank, and must meet the following requirements during the period of
appointment as Associate Professor:

2. Holds the doctorate or highest earned degree in the field of specialization.

3. Excellence in teaching as shown in the candidaté’s teaching dossier by students’, peers, and
chair's or Dean’s evaluations, and by evidence consistent with examples cited in Appendix A.

4, Ewdence of accomphshment and growth in scholarship, research and/or creative actmty
See Appendlx B.

5. Evidence of service. See Appendix C.

POLICIES AND PROCEDURES FOR APPEALING . DECISIONS ON TENURE AND
PROMOTION APPLICATIONS

A. Only the Presrdent must inform the candidates of the final tenure and promotion decisions.
The notification must be delivered to the faculty member in person with a signed receipt or
~ by registered U. S. mail, to the address-on record with Human Resources return-receipt
requested

B. Inthe event that a candidate wishes to appeal the President’s decision, s/he must submit a
letter of appeal to the Provost/VPAA and a copy to the President and to the Chair of the
Faculty Appeals Committee (FAC) in writing within ten (10) working days of receipt -of
notification of the President’s decision. The appeal is filed when it is received at the office of
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the Provost/ Vice. President for Academic Affairs.
The notice of appeal must identify the faculty member, the contact information for
that faculty member identify the tenure or promotion application in question and the
reasons the appellant believes the denial should be reversed with a copy of application
package, all written recommendations of the reviewing boards and officials; and copy of the

tenure denial notice.

The -FAC is charged with the responsibility of reviewing the decisions concerning the
appellant and all supportlng documents in order to substantiate the findings. The FAC must
have the authority to review the application packets and all recommendations therein; and
the authority to hold hearings to interview those who participated in. the application review
process .

The Committee must not consider materials or issues that were not considered during the
review process leading to the President’s rec'ommen_dation.

The same confidentiality accorded to peer review processes must be observed in any
appeal of a denlal of promotion or tenure before the FAC.

The FAC must report its recommendations to the President in wrrtmg no later than ten

. working days after the conclusion of the appeal hearing.

The Presrdent must review the FAC recommendations and notify the appellant of his/her

~ decision no later than frfteen working days after recervmg the recommendatlon from the FAC.

Copies of the President's decisions regarding all appeals must be sent to the'
appellant, the Provost/Vice President for Academic Affairs, and the Dean.

TERMINATION OF FACULTY APPOINTMENTS

A.

C.

Resignation

A term of service may be terminated by the -appointee by resignation, but’it is expressly .
agreed that no resignation must become effective until the termination of the appointment
period in which the resignation is offered, except by mutual agreement between the
appointee and the President. :

Termmatron as a Result of Not Attaining Tenure

1. Faculty who do not attain tenure may appeal such decisions, in"accordance with
“Policies and Procedures for Appealing Decisions ‘on Promotion and Tenure Applications,”
Section 1X above '

2. The President must terminate the appointment of a tenure-track appointee who does not
receive tenure after the' appeal process as outlined in Section IX of this document.

Termination for Cause

- 1. The President of the University may termrnate the appointment of a tenured or tenure-

track appointee for:

a. Moral turpitude

b. Professional or scholarly
misconduct

¢. Incompetence

~d. Willful neglect of duty
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2. Prior to such ternnnatron the faculty member must be sent written charges and notice of
termination and prior to such termination given the opportunrty to request a hearing in
accordance with the procedures set forth below

3. The President of theé University may direct that the appointee be relieved of some or all
of his or her institutional duties, with or without loss of compensation and without
prejudice pending a final decision in the termination proceedings.

a. In case of an emergency involving threat to life, the President may act to suspend a
faculty member temporarlly

b The President may at his/her drscretron relieve the appointee of assigned
duties immediately or allow the appomtee to continue in the posrtron for a specified
period of time.

c. A faculty member whose appomtment is terminated for cause must receive no notlce or
further compensation beyond the date of final action by the President..

D. Other Reasons for Termination

1. The President may terminate. any appointment because of the dlscontrnuance of the
department, program, .college, or unit in which the appointment was made or because of the lack
of appropriations or other funds with which to support the appointment. Such decisions must be -
‘made in accordance with the University’s retrenchment policy, The President must give a fll-
time apporntee holding tenure notice of such termination at least one (1) year before the date on
which the appomtment is to be terminated. Guidelines and procedures for termination ‘of faculty
appointments in cases of financial exigency are delineated in the Board of Regents
Retrenchment Policy as amended from time to tire.

2. Notwithstanding any other provisions to the contrary, the appointment of any non-tenured
faculty member 50% or more of whose compensation is derived from research contracts,
service contracts, gifts, and/or grants must be subject to termination upoen expiration of the
research funds, service contract income, grfts and/or grants from which the compensation is
payable : _

3. Apporntments shatl terminate upon the death of the appointee. Upon termination for this cause,
the University shall pay to the estate of the appointee all of the accumulated unpaid earning of
the appointee plus compensation for accumulated leave.

" E. Procedures for._Termination ot Faculty for Cause
1. Notice of Termination
~a. When the University proposes to terminate the appointment of a faculty member for cause,
as provided above, the President must prepare a detailed written statement of charges and
notice of termination.
“b. The "notice ‘of termination must be delivered to the faculty member by process

server or-by registered U.S. marl return receipt requested and certificate of mailing to the ,
address of record . o

2. Request for a Hearing

a. Within thirty (30) working days after receipt of the notice of termination, the faculty member
may request, in writing, ‘a hearing on the charges, stipulating that it be conducted by a
Hearing Officer or by a Faculty Review Board, appointed by the President of the University. -
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b. Hearing request shall include the postal address, in addition to the telephone
number and/or e-mail address to which notices and related communications may be
directed. _

¢. Faculty Review Board: The President will notify the President of the Faculty Senate of the
faculty member's request for a hearing before the Faculty Review Board. The Faculty
Senate must recommend three (3) tenured members to the Pre3|dent for the Faculty Review
Board. :

" 3. Hearing

a. The faculty member may elect to be represented by counsel of his/her choice throughout the
' termlnatlon proceedings.

b The faculty member and the President or his/her designee may request a conference with
the Hearing Officer or the FRB prlor to the hearing to discuss any matters related to the
hearing.

1) A hearing ofﬂcer is an individual recommended by the Faculty Senate and selected by
the President of the University to hear an appeal by a faculty member pursuant to the
Unlversrty s decision to terminate his/her employment “for cause.”

2) The hearmg oft" ice may request a consultatlon W|th an attorney mdependent of the Ofﬂce of
--the-President. - o : .

3) . The Hearing Officer or the Chair of the FRB must set a date for the hearing that is .
mutually agreeable ' .

4) The hearing must be held no later than thirty (30) workmq days after recerpt of the faculty
member's request for a hearing.

5) The Hearing Officer or Chair of the FRB must give the faculty member written notice of
the date ahd time of the hearing. _ .

6) The wrrtten notice must also establish dates by which any documents to be presented as
evidence and the names of potential witnesses must be presented to the Hearing Offrcer or
_ to the Chair of the Review Board. :

c. Both the Unrversrty, represented by the President or his or her designee, and the faculty
member must have the opportunity to:

1) Make opening and closing statements
2) Examine and cross-examine witnesses
3) Present documentary evidence

d. The Hearing Offlcer or the members of the Review Board may question or call witnesses as
necessary and must request the presence of the witnesses or must determine that the request
is unreasonable or that the testrmony sought would be irrelevant to the issues of the hearing.

- .e. At the hearing, the UniVersity must present evidence of the basis for termination and shall
bear the burden of supporting its argument by a preponderance of the evidence.

f. The formal rules of evidence applicable to judicial - proceedings must not apply in the
hearing. The Hearing Officer or Chair of the Review Board may:

1) Receive such evidence as a reasonable person would consider reliable in making important
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personal decisions.

2) Rule on issues or relevance and admissibility

3) Set reasonable limits on the presentation of evidence and may exclude evidence s/he
concludes to be redundant or irrelevant. With consent of the Review Board.

g. The hearing must be closed unless both parties,agree that it be open to persons
other than the parties and their representatives. Except for deliberations of the
Review Board, the proceedings must be recorded electronically.

h. At any point during the process, the faculty member may elect to withdraw from the
process and accept termination by submitting a written notice of withdrawal to the
Presrdent and to the Hearing Officer or Chair of the FRB,

4, Demsxon

a. Within twenty (20) working days following the conclusion of the hearing, the Hearing -
Officer or the Chair of the FRB must make a recommendation to the President

- for action to be taken. The recommendation must be based solely on the evidence
of record in the proceeding. Copies of the findings and recommendation must be
provided to the faculty member and to the Pre5|dent prior to action on the
recommendation. : :

b Within flve (5) working davs after the receipt of the recommendation of the Hearing

Officer or
FRB, either party may request an opportunity for oral argument before the President.

c. After hearing oral argument if such is. requested, the President must accept or
reject the recommendation of the Hearing Officer or FRB. The President must issue
a decision, in writing, to the faculty member and to the Hearing Officer or Review
Board. The President's decision must be issued within twentv (20) working
days after receipt of the recommendation

5. Appeal to the Bloard of Regents

If the President’s decision is to terminate the appointment of the faculty member, the
faculty member may, within ten (10) working days after the faculty mernber's receipt of
the letter communicating the President’s decision to terminate, appeal the decision
to the Board of Regents of the University System of Maryland, which must render the
final decision. The notice of appeal is filed when it is received at the Office of the
President. The notice of appeal must be delivered to the Office of the President of the
University in person wrth a . signed recelpt or by requstered US mail, return- recelpt

requested.

| PROVISIONS FOR REVISION OF AR.T. DOCUMENT

| A. This' AR.T. Document must be reviewed two years after its implementation and every

five years thereafter

B. The President must appoint an A. R. T. Revision Committee. Eligible members of the
Committee shall be representatlves from the Faculty Senate, the faculty and the Deans.

C. Any faculty member may recommend revisions to the AR.T. Document according to a
time schedule set by the A R.T. Revision Committee. .

D. TherA.R.T. Revision Commlttee must submit its revision(s) to the faculty through the
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Faculty Senate. The Faculty Senate will review the proposed revision(s) to the A.R.T.
Document and must submit the resultmg revisions to the faculty through their senatorlal
representatlves

E. Each tenured and tenure-track faculty member is entitled to cast his or her vote for the
revisions of the AR.T. Document electromcally, following departmental review and
discussion of the proposed revisions.

F. The results of the electronic voting must be delivered to the Faculty Senate by the Vice President of
Information Technology/designee for dlstnbutlon to the faculty and the Provost/Vice President for
Academic Affairs.

G. Provost/Vice Pr631dent for Academic Aﬁalrs ‘must make his/her recommendatlon and forward
the recommendation and document to President. . .
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GLOSSARY

Academic Year: August 15 to August 14 of subsequent calendar year. If August 15 falls on
Saturday or Sunday, the academic year for tenure purposes must be deemed to begin on the
Monday following the calendar date of August 15. '

Adjunct Facultv. Instructional faculty who are (1) neither tenured nor eligible for tenure and (2) either
compensated ona course-by-course basis oron a salaried appointment at less than 50%.

Application Packet A packet that contains the material provided by faculty member for review for
tenure and/or promotion. .

AR.T. Document Document delineating Coppin State Unrversrty crrtena and procedures for the
appointment, rank, ‘and tenure faculty

A. RT ‘Review Committee Ad hoc university committee composed of representatrves from the
Faculty Senate, the academic Deans, which will review and, as necessary, revise the AR.T.
Document gurdelmes subject to the.approval of the faculty and President. .

B.0.R. AR.T. Policy. Document delineating the poIrmes and procedures of the Board of Regents
(B.O. R) of the Unrversrty System of Maryland regardlng appolntment tenure, and promotion of

Chair(person)/Associate Dean/Equivalent). A full-time tenured or tenure track faculty member so
identified by the appropriate Dean and authorized by the Provost/Vice President for Academic
Affairs to supervise, coordinate and/or evaluate the curricula, . resources, and/or internal and/or
external personnel of an academic program and to execute significant administrative

responsibilitles.

10.

Consultlng Paid or unpaid assistance provided to the University, the community, or the professron
including but not limited to such organizations as colleges, government agencies, hosprtals
correctional facilities, faith-based organizations, for-profit and non-profit organizations.

Creative Productions. Any dated, documented non-print product that demonstrates a faculty
member’'s disciplinary or professional accomplishments (e.g. computer. programs; exhibited art
items; musical, dance, and dramatic compositions, productions, and performances; videotaped and
other electromcally recorded materials.

Dean. - An admmlstrator and tenured faculty member who is responsrble for academic colleges

and facu lty.

1.

12.

Department An academic unit Ied by a full- time faculty member holding the rank of Assistant
Professor, Associate Professor or Professor for the purpose of provrdrng academlc instruction
pursuant to the University’s mission.

Depaitmental Faculty Search Committee (DFSC) A departmental commrttee convened accordlng
to guidelines set by the Office of the VPAA, for the purpose of conducting a search for persons to fill
faculty positions in the department. This committee makes -recommendations to the Dean of the
college through the Department Chair. All search committee members will receive confirmation from
the Dean of their selection. The DFSC may elect to |nc|ude external reviewers as a part of the

committee.
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13. Departmental Peer Review Committee. (DPRC). A standing departmental committee of tenured and
tenure-track faculty members selected by the faculty that is responsible for reviewing applications for
promotion and tenure from department faculty members and for making recommendations to the
Charr and may which lnclude external reviewers as members of the committee.

14 Documentation. A dated record of a faculty member's products or productions, which is (a) written,
refereed, and published (e.g., journal article, monograph, book, book review, poem, short story,
proceedings, etc.); (b) electronic and refereed (e.q., computer program, videodisc, videotape, CD
ROM, refereed web publication, etc.) and/or (c) transcribed_and refereed (e.g., photograph, juried
- exhibit, painting, or comparable aural, visual, or other presentatlon) This record may include written

evaluations by experts in the fleld

15. Faculty Appeals Committee. (FAC). A'stan‘ding committee of five tenured faculty members who are
elected by the faculty as a whole and which is responsible for reviewing appeals of the President’s
decisions on -applications for tenure and promotion: The term limit for @ member of the FAC is two

consecutlve terms, each term being two years.

16. Facultv Review Board. (FRB). " An ad-hoc committee of three tenured faculty members,
recommended by the -Faculty Senate and appointed by the President, to conduct hearings
requested by faculty members who are terminated for cause by the University. The term limit for a
member of the FRB i is two consecutive terms, each term being two years. ‘ _

17, Faculty Senet A duly constituted 9_[gamzat|on of Coppin ¢ State Unrversrty Its purposeis;

a. to represent and inform the faculty in the governance of the UnlverS|ty

b. - to have an effective voice in shared governance. :

¢. to serve in an advrsory capamty to the Unlversrty Presrdent and all other constituents of the
University. - :

d. to advocate and to promote the general welfare of the faculty.

e. to work collectively to guarantee each faculty member’ procedural and substan’uve due process

with essential falrness to all.

.18. Formative AssesSment. The process of reviewing a faculty member’s work performance, which may
include an assessment of a tenure-track faculty member's progress toward earning tenure and a
" tenured faculty member’'s progress toward promotion. A written formative review is required during
the third year for tenure-track faculty members. Effective formative reviews provide ongoing
mentoring and a plan to enable faculty to attain tenure and promotions. Formative reviews are
conducted to enable faculty development and mentoring and not for the purpose of determining
personnel actions. Formative reviews are usually conducted by Chairs or Deans or those
designated as immediate supervisors of the faculty involved. Peer evaluation is also usually
formatlve rather than summative. See “Summative Assessment.” :

19 Hearmq Officer. A tenured faculty member recommended by the Faculty Senate and selected by
the President of the University to hear an-appeal by a faculty member pursuant to the
University’s decision to terminate his/her employment “for cause.” :

20. Information Technology. Electronic media technology, including but not limited to video, computers,
the internet, interactive technology, and emerging forms of technology used to dlssemmate
manlpulate and/or evaluate information. .

21. Module/Unit_of lLearning. . A performance-based learning package focusing on specific
competencies, which can be attained in a variety of ways. A module should provide learning
- experiences that integrate theory and practice and utilize a multi-faceted approach to teaching and




22,

23.
24,

25,

26.

27.

30

.learning. It should have criterion- referenced objectives and should oulmlnate with criterion-

referenced assessment of the learner’s performance

Peer Review of Teaching. An announced visit by a Chair or Peer to a faculty member’s
classroom. A scheduled visit may occur for the purposes of observation, formative or summative

assessment of teachlng

Post-Tenure Review. A formatlve and summative assessment of teachmg, research, and service of
all tenured faculty members, conducted every five years. -

Promotion Verification Sheet. A document used by the appropnate review committees and
administrators to determine ellglblhty for promotlon (See Appendices E, F, and G.) ' :

Publlcahon or Presentation Date. The ofﬂcnal date of publication or presentatlon. This identified date
will be considered the “publication or presentation date” for all purposes identified in this document,
regardless of whether the date refers to print, electronic versions, or transcribed versions of the
publication or presentatlon : :

Rank The established position titles of lnstructor Assistant Professor, Assoctate Professor and
Professor, as welI as other positions so desig nated

Refereed Journal. A Journal whose editorial pohcnes on manuscrlpts offered for publlcatlon require a

_scholarly review prooess inprintoronfine, . - o . N S

28.

29.

Revised Syllabus. A syllabus that has been re-writtén to reflect substantial (as determined by the
department) alterations to a previous syllabus. The revrsed syllabus must be accompanied by the

previous syllabus

Scholarshlp Includes those acttvrtles that systematlcally advance the teachlng, research and
practice of the discipline through a faculty member’s contribution to the discovery, integration, and
application of knhowledge in his or her chosen academic field and/or to -related academic fields,

"~ and/or to relevant teaching and service models. [Reféerence: Earnest ‘L. Boyer. Scholarship

30,

30.

32.

Reconsidered: 'Priorities of the Professoriate. Princeton, New Jersey: Princeton University Press,
The Carnegie Foundation for the Advancement of Teaching; 1990.] (See Appendix B for examples
of refereed research, scholarship, and creatlve actlvmes .)

College. Any organlza’uon within the Unlversrty Yo} approved and so identified by the Umversrty as
admlmstratlvely responsrble for creating and dellvermg currlcula

Shall. As used in this document, “shall” is synonymous with “mu st” a nd refers to
mandatory, rather than discretionary, - actions and/or conditions. “Shall not” is synonymous with
“may not” and “must not”, and refers to prohibited actions and/or conditions - _

Site Visit/Team Evaluation. An evaluation of an institution or of its constituent academic program(s)
by representatives of an organization that accredits and/or approves institutions of higher education
or programs offered by such institutions e.g., American Health Information Management
Association(CAHIMA), Commission on Collegiate Education Nursing (CCNE), Council on
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Rehabilitation Education (CORE),Council on Social Work Education (CSWE), Maryland Board of
Nursing, Maryland States Commission on Higher Education (MSCHE),National Association of Colleges of
Theatre (NAST), National Association of Social Work (NASW), National Collegiate Athletic Association
(NCAA), National Council for the Accreditation of Teach Educatlon (NCATE), ‘National Organization of -
Nursing Practitionet Facult|es (NONPF), etc. 4

33.

34.

Student Evaluation. Evaluation of .a faculty member’s courses and/or teaching performance by
students in the courses, conducted by the ofﬂce(s) SO desrgnated by the UnlverSIty and using the
university-wide Course and Faculty Evaluation form.

Summatlve Assessment. A review of the work performance of a faculty member, usually conducted
by department chairs/equivalents or those designated as immediate supervisors of the faculty
involved. Although written summative performance reviews may include a developmental or
mentoring component, they are usually conducted for the purpose of determining personnel actions.

- See “Formative Revrew”

- 35.

Supervnsors Evaluation. Evaluation, for formatlve or summatlve purposes of a faculty. member by

his or her immediate supervisor.

36.

37..

38.

39.

40.
41,
42.

42,

. "a. Cdurse Vsyllabl instructional materials, exammatlo_ns'and asmgnmente :
"b.”"Electronic and written records of classroom proceedings, such as an instructor's log and/or

Teaching Dossier. A collection. of materials in any appropriate media, related to and representative
of a faculty member’s classroom instruction and knowledge and application of ‘'scholarship in the
pedagogy of subjects taught. Materials may include but are not limited to: -

journals, lecture notes, and other documentatlon of specmc classroom presenta’uons
c. Student surveys and evaluations
d. Peer review of teachmg

Teachmq Excellence Performance that exceeds the éxpected standards as judged by peers and
students (See Append|x A for examples of teaching effectlveness activities.)

Teaching Overload. A teaching assrgnment that exceeds the U.S.M. workload policy for regular full-
time faculty and/or that can be defined as a special circumstance, as articulated by the College

and/or Department.

Tenure A continuous appomtment granted after a ngorous probatlonary perlod on the basis of
"meritorious performance" in-teaching, research, and service and "demonstrated excellence" in
teaching, research and service. Tenure encourages faculty to continually develop their commitment
to the institution through scholarly inquiry, methodological innovation, and service intended to

advance the mission of Coppin State Unrversrty Thus, tenure exists to assure that the “service (of

such faculty) should be terminated only for adequate cause, except in .the case of . financial
exigencies.’

Tenure Commitment. A tenure or tenure-track faculty position.

U.S.M. University Syster'n of Maryland, the state-wide system of public baccalaureate and graduate »
universities, of which Coppin State University is a constituent institution.

Terminal Degree: A doctoral degree in the field of specialty or a related field, unless none exists,
then the highest earned degree available in the field of specialization. '

University-Wide Faculty Review . Committee (UFRC). A standing university-wide committee,
composed of nine full-time tenured faculty members elected by the tenured and tenure-track faculty,
responsible for reviewing applications for tenure and promotion and for making recommendations to
the Provost/Vice President for Academic Affairs. The term limit for a member of the UFRC is two
consecutive terms, each term being two years.
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| * APPENDIX A
EXAMPLES OF TEACHING EFFECTIVENESS ACTIVITIES

Faculty seeking tenure and faculty se-ekingipron'noﬁons will be expected to demonstrate excellence in teaching
based on evaluations of students, peer, Chair or Dean. The faculty must be given no less than 24 hours

 before a class visit. The faculty member to be evaluated by peer or chair/dean must choose which class

the peer or chair/dean may visit.  The following examples, while neither all- inclusive nor exhaustive, may
be useful to support applications for tenure and for promotion to the ranks of Assistant Professor, Associate
Professor, and Profess_or. N : . S : o

1.

Evaluations of faculty by:. '

. Chair or

. Peer or
» Dean and
. Stud_ents |

Teaching multiple course prepérations énd/or teachihg Unpaid course overloads.

-Providing instruction in and.other.support.of.pre-professional programs ..gg_.,».fsupefvising---vst-udent--vteéchers,

arranging field placements of and supervising interns, serving as a team leader in a clinical course. -

- Providing instruction outside the classroom above and/or beyond the normal ieaéhing '

load, e.g., conducting, unpaid, an independent study course; tutoring Coppin studenti(s) outside of class
time and required office hours, in areas related to their studies at Coppin.’ : -

Mentoring students by such activities as:

= Serving as major advisor or

«" Serving as thesis advisor or

= Serving as honors or special program mentor or ' ,

. Supporting students in state, regional, national, or international scholarly activities.

Developing and/or supervising curricula and/or programs, including activities Ieading to adoption of
academic major or other program involving multiple courses; activities contributing to accreditation. at the
program or institutional level, and/or activities related to supervising academic programs.

- Directing co-curricular student activities, e.q., coaching student athletic'team; su"pervising student creative

production, such as a theater or dance event, artistic exhibition, newspaper, writing contest, etc., or

advising a student organization. ' o -
Effectively using Faculty inf.ofmation technology approved guidelines in teac'hing and. course

development, e.9., the development of on- line and/or web-based course(s); use of interactive software as

part of instruction. ‘ '

Exhibiting other evidence of teaching excellence as desigrated by a Coppin State University department or
college or by a relevant professional organization. :
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APPENDIX B
EXAMPLES OF RESEARCH, SCHOLARSHIP AND CREATIVE ACTIVITIES

Faculty seeking tenure and faculty seeking promotions will be expected to demonstrate excellence in
research/scholarship/creative activities. All work must be in the discipline or related to the discipline of
- the applicant. The following examples, while neither -all-inclusive nor exhaustive, may be useful to
departments in creating discipline-specific guidelines for excellence in research, scholarship, and
creative activities to support applications for tenure and for promotion to the ranks of Assustant
Professor, Associate Professor, and Professor. :

1. Authoring book(s) published by scholarly presses .
2. Authoring chapter(s) in books published by.scholarly presses.
3.  Authoring articie(s) [in refereed A journa'is. :

4. Writing, composmg, producing,  curating, directing, performing, exhibiting or creating
major scnpts performances exhibitions, or works of art.

5. __F:d'fmg volumes, monographs, anfh@.'.@.s_.!e& manuscripts, and/or professional journals.

é. Presenting paper(s) at regional, na‘tional, or internationai conferences.
7. Writing an approve'd‘externaily funded institutional olr individual giant(s).

8. vPartioipating in panels at regionai and nationai"meetings of professional organizations. .
9. Receiving regional, national, and/or international awards. |

10. Holding offices in prrofessional organizations. '

11. Completing additional graduate and/or professwnal work other than that reqwred for the posmon
mcludmg studying abroad

12. Exhibit_ing other evidence of scholarly excellénce, as designated by a Copbin State University
department or college or by a relevant professional organization, including but not limited to:

a. Presenting invitational lectures.

b. Participating in program-related projects.
c. Consulting.

d. Contributing to scholarly growth of peers.
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'APPENDIX D

SERVICE ACTIVITIES TO THE UNIVERSITY, PROFESSION, AND COMMUNITY.

Definition of Service

Service is linked to the mission of Coppin State University and must reflect the faculty member’s
knowledge, skills and discipline-related expertise. The service must positively impact Coppin
State and its constituents, and/or the faculty member’s discipline or professron, and/or the -
community.

Types of Service
Applicants for tenure and/or promotron to the ranks of assistant professor, associate professor,
or professor may provide documentation and evidence for three types of service:
1. Service to the University .
2. Service to the Discipline or Professron
3. Service to the Community
Required Documentation
~ Faculty members who request the consideration of the three types of service must prowde
evidence that documents the eﬁ"ectlveness of the service. In showmg process and product,
evidence must include: . .
A description of the service
A description of the faculty member’s role and contribution. prowded by the faculty

member

A statement of the impact of the service and how it was assessed prowded by the
primary recrplents of the service, the clients or sponsors of the activity

A statement of how the service aligns to the mission of the unrversrty

Specific examples of documentation include but are not Ilmrted to:
Results of any formal assessment or evaluatron of the service and/or engagement

Letters or other feedback from the committee chalr, dlrector or other approprlate Ieader
attesting to the quality of the service -

Minutes of meetings, letters or memos that document the processes and show the impact of a '
faculty member's service

Commlttee/organlzatron reports or documents that illustrate the nature of the service and/or its
impact . :
Surveys of clients, community partners or other stakeholders
Media reports or other public recognition of the service
1. Service to the Institution
Examples of institutional service mclude but are not limited to:
Chairing a committee
Contributing significantly to accreditation at the program or institutional level
_Contributing significantly to activities related to supervising academic programs
Conducting faculty workshops/seminars/colloquia
Organizing conferences

Advising student organizations
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APPENDIX D

Serving on second (2nd) and subsequent departmental, divisional, and
mstltutronal committees

Coordinating academic pragrams without pay or reassigned time
Writing of approved grants

Engaging in activities to support recruitment, enroliment, and retention of students

" 2. Service to the Dlsaplme or Profess:on
Examples of service to the discipline or profession mclude but are not Ilmlted to:
Consulting or advising a professional organization - :

Serving as an appointed or elected officer of an academic or professional association

Servmg as an organizer or leader of workshops, panels, or meetings in areas of
profess:onal competence :

N _ Contributing time and expertise to further the work ofa professronal society or
orgamzatlon o .

Promoting the image, prestige, and perceived value of a discipline or profession
Participating in accreditation activities | | .
Edr'tirig a professional journal

Book review at a minimam of a full 'chapter related to the discipline or profession i

Refereemg manuscrlpts or grant proposals submltted to journals, profess:onal meetmg
program commlttees, and funding organizations v

Establishing professlonal or dcademic standards -

Serving as member of a committee or task force

- 3. Service to the Community
Examples of service to the community include but are not limited to:
Creating discipline-related community organization
Using expertlse to assist community organizations
Engaging in activities leading to the formatlon of and/or support of a dlsc1plme-related
community organization ,

-—-——-—Delivering talks, conductmg courses or workshops, or giving performances for the benefit of the .

broader community and/or community organizations

Engaging in community volunteer work as a representative of the University
Engaging in activities leading to and/or supporting beneficial interaction between the University
and the community

Engaging in service, including interdisciplinary service, at other agencies and organizations
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including, but not limited to, colleges, college districts, businesses and non-profit organizations,
health care facilities and similar entities, whether local, state, regional, national or international .

Serving as a- member of a board where such membership specifically represents university
participation in the organization




CSU FACULTY PERFORMANCE PORTFOLIO TABLE OF CONTENTS* -

[ Memorandum to Department Chair requesting tenure and/or promotion, including
A. Summary of Accomplishments [two fo three pages]
B. . Current Curriculum Vitae

Il. Supporting Documents in the Area of Teaching

A. Syllabi, Handouts and. A_ésignments for Fall and Spring Courses.
B. Summary of Student Eval'u‘ations
1. Course EQéIuations .
C. | Peer Evaluations
D Chair Evaluations
E. . Faculty Annual Réviews

"Il Supporting Documents in the Arearof Research

A. Correspbn'dénceé
B. Articles in Press {in Portfolio]

C.  Publications [in Folder]

D. Major Creative Productions/Performances.or Exhibits in the Visual Arts
V. Service

A, Supporting Dopuments in the Areé of Professional Service.

1. Local Professional Orga_nizétions

2. State or Regional Professional Committees

3, National I;"rofess"ionél Cémmitteés

4, i'nternaiional Professional Committees'
B. Supporting Documents in the Afea of 'University Service
C. Community Service

* See examples in the'C.S.U. A.R.T. Document Appendices A, B, and C.
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APPENDIX E

COPPIN STATE UNIVERSITY
ASSISTANT PROFESSOR
PROMOTION APPLICATION VERIFICATION SHEET

“recognized terminal degree in the field

NAME: o i COLLEGE: © DEPT:
" RANK: - . | YEAR APPOINTED TORANK: |
ACADEMIC YEAR:. | DATE: |
A. MET | NOTMET ~ COMMENTS
1.- holds the doctorate or :

of specialization. -

- through-a rating of at least good in the

Excellence in teaching as shown

following areas:

a. Student evalu’ations

b. Peerevaluation

¢. Chairperson evaluations .

Faculty seeking promotion to the rank of
ASSISTANT PROFESSOR must satisfy the .
“following requirements during the period
of appointment as-an.INSTRUCTOR. '

MET | NOT MET. COMMENTS

3.

" inthe arts.

-programs of professional societies, or

Evidence of scholarly contribution and
growth in the area of specialization
through such activities as research,
publication, participation in the

professionally recognized performance

a. Minimum requirements for
publication are:

1 articles in refereed journal
_ OR . _
1 chapters in a book(s) published by a
scholarly press :
OR

36




MET

NOT MET

COMMENTS

- OR
b. ' Requirements for professionally
recognized performances in the

arts are:

1 major creative production
(produced/directed)
: OR
2 performances:
. OR
1 major exhibit in the visual arts
AND

. The applicant must demonstrate
participation in four (4) of the following
scholarly activities:

a. . Development of experimental
programs '

b. Delivery of papers at national and
' regional meetings of professional
societies '

awards

d. Holding of offices in professional
organizations

e. Presentation of invitational lectures |

—h

‘Participation in panels at regional
- and national meetings of
professional organizations

Acquisition of grants

Editing of professional journals -

~ Participation in juried shows .

o = =

Participation in program-related
projects

k. Preparation of musical or theatrical
performances ‘

. Participation in one person or
invitational shows

m. Service in the role of consultant

n." Completion of additional graduate
work o

0. 'Contri.bution to the scholarly
growth of peers

p. Other data agreed to by the faculty
and administration

MET

NOT MET

COMMENTS

. Applicant must demonstrate ,
participation in at least two (2) of the
following university service activities:

a. Participation in non-required
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workshop

- Conducting of faculty

workshops/seminars/colloquia

Advisement of student organization

Service on second (2™) and
subsequent departmental, college,
university-wide committees

Organizing at major conference

. Coordination of programs

(unpaid/no released time) -

Wiriting of approved grants

Writing of approved externally peer

~ reviewed grants

.~ Participation in university-wide

projects

MET

| NOT MET

COMMENTS

. Applicant must demonstrate

participation in community service
activities: :

o a

Service on community councils/ -
boards -

b.

Consulting/advising activities ™ | |

C-.

Creation of discipline related

community organization
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APPENDIX F

COPPIN STATE UNIVERSITY
ASSOCIATE PROFESSOR

PROMOTION APPLICATION VERIFICATION SHEET |

NAME:
RANK:

ACADEMIC YEAR:

 COLLEGE:

DATE:

" YEARAPPOINTED TO RANK:

DEPT:

MET

NOT MET

COMMENTS

1. holds the doctorate or ,
recognized terminal degree in the field
of specialization. :

2. Excellence in teaching as shown
through a rating of outstanding in the
following areas: -

a. Student evaluations

b. Peerevaluation

c. Chairperson evaluations

Faculty seeking promotion to the rank of
ASSOCIATE PROFESSOR must satisfy the
following requirements during the period -
of appointment as an ASSISTANT -
PROFESSOR. : ‘

NMET

NOT MET -

3. Evidence of scholarly contribution and
- - growth in the area of specialization
- through such activities as research,
publication, participation inthe
“programs of professional societies, or
professionally recognized performance
in the arts.

a. Minimum requirements for
publication are:

3 articles in refereed journal
R
3 chapters in abook(s) published by a
scholarly press '
"OR -
1 authored book published by a
scholarly press

OR

COMMENTS
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MET

NOT MET

COMMENTS

1 edited volume, monograph, or
anthology
OR
Any equivalent combination of the
above
OR -
b. Requirements for professionally
recognized performances in the
arts are: :

2 major creative. productions

- {produced/directed)

' OR

4 performances
OR.

2 major exhibits in the visual arts
AND

The applicant must demonstrate

participation in six (6) ofthe followmg |

---scholarly-activities:— S

a. Development of expenmental
programs

b. Delivery of papers at national and
-regional meetings of professional
societies

¢. Receiving of regional and nat;onal
awards

d. Holding of offices in professional
- organizations

‘e. Presentation of invitational lectures

h

Participation in panels at regional
and national meetings of
professional organizations

Acquisition of grants

Editing of professional journals

Participation in juried shows

=l T le

Participation in program-related
projects

k. .Preparation of musncal or theatrlcal
. performances

. Participation in one person or
invitational shows

m. Service in the role of consultant

n. Completion of additional graduate
work

0. Contribution to the scholarly
. growth of peers

p. Otherdata agree_d to by the faculty
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and administration

MET

NOT MET

COMMENTS

. Applicant must demonstrate

- participation in at least three (3) of the

following university service activities:

a. Participation in non-required -
workshop '

b. Conducting of faculty
' workshops/seminars/colloquia

c. Advisement of student organization

d. Service on second (2") and |
subsequent departmental, college,
university-wide committees -

e. Organizing at major conference

f. Coordination of programs
"~ (unpaid/no released time)

g. Wiriting of approved grants

h. Writing of approved externally peer

reviewed grants

i.  Participation in university-wide.
projects

R EIETE

. Applicant must demonsfrate
participation in community service
activities:

. a, Service on community councils/
i boards :

b. Consulting/advising activitie

c. Creation of discipline related
community organization
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APPENDIX G COPPIN STATE

UNIVERSITY

FULL PROFESSOR PROMOTION APPLICATION VERIFICATION SHEET

NAME:
RANK:

ACADEMIC YEAR:

COLLEGE: - DEPT:

YEAR APPOINTED' TO RANK:

DATE:

~ MET |"NOT MET COMMENTS .

1. holds the doctorate or
recoghized terminal degree in the ﬂeld
of specialization. -

2. Excellence in teaching as shown
through a rating of outstanding in the
following areas:

~a. Student evaluations

c. Chairperson evaluations |

Faculty seeking promotion to the rank of
PROFESSOR must satisfy the following
‘requirements during the period of
appointment as an ASSOCIATE
PROFESSOR.

TMET | NOT MET ~ COMMENTS

3. Evidence of scholarly contribution and
" growth in the area of specialization
through such activities as research,
~ publication, participation in the
programs of professional societies, or
professionally recognized performance
in the arts.

a. Minimum requirements for
publication are:

5 articles in refereed journal
_ OR
5 chapters in a book(s) pubhshed by a
scholarly press
OR
1 authored book pubhshed by a
scholarly | press

OR
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MET

NOT MET |

COMMENTS

. 2 edited volumes, monographs, or
anthologies
, OR : _
Any equivalent combination of the
above ’
- OR
~b. Requirements for professionally
recognized performances in the
arts are: :

3 major creative productions
~ (produced/directed)
OR ‘
7 performances
OR
3 major exhibits in the visual arts
AND

The applicant must demonstrate
participation in eight (8) of the

following scholarly activities:

——a, ~'--Development*of-experimental-

programs

b. Delivery of papers at natlonal and
regional méetings of professmnal
societies

c. Receiving of regional and natlonal
awards

d. Holding of offi cesin professnonal
organizations

. "e. Presentation of invitational lectures

f. Participation in panels at regional
and national meetings of
. professional organizations

| g. Acquisition of grants

h. Editing-of professional journals
i. Participation in juried shows

i.
j. Participation in program-related
projects

k. " Preparation of musical or theatrical
performances

I Participation in one person or
invitational shows

m. Service in the role of consultant

n. Completion of additional graduate
work

0. Contribution to the scholarly
growth of peers

p. Other dataagreedto bythe faculty
and administration
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T MET

'NOT MET

COMMENTS .-

5. Applicant must demonstrate
participation in at least three (3) of the
following university service activities:

a.

Participation in non- reqwred
workshop

b.

Conducting of faculty
workshops/seminars/colloquia

Advisement of student organization'

Service on second (2") and

subsequent departmental, college,
university-wide committees

Organizing at major conference

Coordination of programs
(unpaid/no released time)

Writing of approved grants .

- Writing of approved externally peer

reviewed grants

Partlmpatlon in unlverSIty-W|de

.Aprojects - -

- MET

NOT MET

COMMENTS

Applicant must demonstrate

participation in community service
“activities:

a.

Service on communlty councnls/
boards -

b.

Consulting/advising activities

C.
. community organization

Creation of djscipline related
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SAMPLE PEER CLASSROOM OBSERVATIONIFORM

Faculfy member observed Rank

Date of Observation Course observed _

Rating scale (1=very poor; 2=weak; 3=average; 4=good; 5=excelleht; NA=not applicable)

I. CONTENT

Main ideas are clear and specific 1 2 3 4 5(Excellent)
Integrated text material into class presentation .1 2 3 4 5 '
Explicitly stated relationships among various top:cs/facts/theones i1 2 3 4.5
Presented background of ideas and concepts 1 2 3 4 5
Explained difficult terms, concepts, or problems in various ways 1 2 3 4 5
Carefully explained asstgnments 1 2 3 45
Other :

. Obse[’vatibns’: O S G U OO PR - S — - - - -
Il. ORGANIZATION
Began class on time in an orderly, organized fashion 1 2 3 4 5(Excellent)
Clearly stated the goal or objective for the session ' 1 2 3 4 5 .
Made explicit the relationship hetween today’s and previous Iecture 1.2 3 4 5
Did not digress often from main topics 1 2 3 4.5
Summarized and distilled main points at the end of sess:on 1 2 3 4 5
Appeared well-prepared for class 1 2 3 4 5

. Ended class on time 1 2 3 4 5
Other observations:
Il INTERACTION/RAPPORT
Solicited feedback from students 1 2 3 4 5(Excellent)
Responded constructively to student opinions 1 2 3 45
Recognized and responded when students did not understand 1 2 3 4 5
Respeécted constructive criticism ’ 1 2 3 4 ‘5

Encouraged student engagement in class discussions 1 2 3 4 5
Encouraged mutual respect among students 1 2 3 4 5




| V.Strengths

Other observations:

AR.T. and Promotion of Faculty 46

. PRESENTATION. OF COURSE MATERIAL

Incorporated various media as instructional support

Spoke clearly

Varied the pace of the presentation to keep students alert
Communicated enthusiasm for course content

Exhibited a presentation style that facilitated student note-taking
Established and maintained eye contact with students

Other observations:

Lo N N S Y

NNN NN N

5 (Excellent)

W wlww
Lo NI N S O Y
Gt it it O

VI. Weaknesses

" VII. OVERALL EFFECTIVENESS RATING

Date of conference ' Observer

3 4 5 ({(Excellent)

Signature of observer




