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4.29 / Promotion for Non-Tenure Track Faculty Promotion: 
Procedures 
Effective: December 11, 2017 

I. Policy

A. Nomination for Review for Promotion

1. The department chair will write to all full-time faculty members of the
department to tell them that nominations of persons to be reviewed that
year for promotion must be given to the chair by a specified date. All
others may be nominated by the chair or by the faculty member himself
or herself.

2. The department chair will send copies of the list resulting from step 1 to
all full-time departmental faculty and specify a second date by which any
additional nominations must be provided in writing to the chair.

3. The department chair will confer individually with all nominated faculty
members and provide information about departmental,
college/school/University Libraries, and University criteria for promotion.

4. Faculty who have been nominated must inform the department chair in
writing by a date specified by the department chair (which will be no
sooner than two days after their conference) of the faculty member's
decision to remain in nomination or to withdraw.

5. The final, typed list of those nominated will be sent to the dean and to all
members of the department electorate. Each person on the list will be
notified in writing by the dean that he or she is officially a candidate for
promotion. In addition, the dean will inform the candidate of the criteria
for promotion and will instruct the candidate to give his/her supporting
materials to the department chair by a specified date.

B. Preparation of the Primary and Secondary Dossier

The candidate will present a primary dossier and may prepare a secondary
dossier. Only material contained in the primary and secondary dossiers and 
additional materials appropriately obtained and added to the dossiers may be 
used by the Promotion Committee at each level. 

The candidate is responsible for assembling the materials and reviewing the 
entire dossier to determine that it is complete and accurate. Non-tenure track 



 
candidates are not required to have any external letters of review as part of their 
primary dossier. Adherence to established deadlines should ensure that the final 
dossier is complete at the time of submission. The candidate then submits the 
copy of the primary dossier and supplemental materials to the chair of her/his 
department. Once they have been submitted to the chair, these original 
materials cannot be changed or rewritten. 

As the review proceeds through the various levels, the primary dossier and the 
secondary dossier will be in the custody of the administrator at each level. Items 
are added as attachments to the primary dossier by the administrator as called 
for in these procedures, but the administrator must give the candidate a copy of 
the additions and provide the candidate an opportunity to write a rebuttal that 
will also be added to the primary dossier. 

1. Primary Dossier 

The primary dossier consists of the basic document, the required cover 
sheet which records each step of the review process, copies of the annual 
reviews (and rebuttals if filed) for non-tenure track faculty, the chair's 
non-evaluative role statement, statements of evaluation by the 
committee and administrator at each level of review (and rebuttals if 
filed), and items added during the review process. The basic document 
will follow the standard format recommended by the University 
Promotion Committee and approved by the Faculty Senate. Deviations 
from the established format should be clearly explained. The basic 
document may be no more than 15 pages. The chair will provide a 
statement of the role of the candidate in the department which is purely 
descriptive and not evaluative. If the candidate's role involves a weighted 
distribution of responsibility among the categories of professional 
activity, that should be indicated in the role statement. The chair will 
make copies of the primary dossier available for all voting faculty. 

2. Secondary Dossier 

A secondary dossier may be submitted to the chair by the candidate. It 
consists of such additional materials as the candidate wishes to submit. 
Examples might include, but are not required or limited to evidence of 
teaching, copies of student evaluations or course materials, evidence of 
service contributions, etc. The candidate may add items to the secondary 
dossier during the review process (see calendar in Section 4.15 of this 
manual). Should documentation significant to the candidate's case arrive 
after the deadline for adding materials to the secondary dossier, the 
candidate should notify the dean and the chair of his/her 
college/school/University Libraries committee who will add the material 
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to the dossier. The chair of the committee will bring it to the attention of 
the next higher committee. The secondary dossier will not be duplicated 
but will be available to committee members. 

C. Reviews for Promotion

1. Department Review for Promotion

The complete files of all faculty members under review in the
department must be available for a reasonable time (at least five working 
days) to all voting faculty. 

2. Department Committee

The Non-tenure track Faculty Promotion Committee at the departmental
level should have at least three members and will consist of at least one 
voting non-tenure track faculty member, and at least one voting tenured 
faculty member of the department. Promotion cases will be reviewed at 
a meeting of the departmental faculty who hold level equal to or higher 
than that for which the candidate is being considered or of a committee 
of those with appropriate level chosen by these faculty members. (The 
limitation of voting to persons of equal or higher level need not apply to 
votes at the college/school/University Libraries or University level.) In 
departments with fewer than the requisite members, the 
college/school/University Libraries faculty will develop appropriate 
procedures for the review subject to the approval of the 
college/school/University Libraries dean. 

Each eligible person, excluding the department chair, will vote on each 
case under consideration and will sign the tally. The tally will not identify 
individual voters with their votes but must account for all eligible votes. 
Straw ballots may precede the final ballot. Abstentions may occur only in 
cases involving declared conflict of interest. A positive recommendation 
will result when more than 50 percent of those casting ballots (i.e., other 
than abstentions) have voted to recommend promotion. Copies of the 
tally sheets will be kept in the departmental office for three years. 

Chairs do not participate in their own evaluation or in evaluations of 
faculty when the chair has a conflict of interest. Such cases automatically 
go forward without prejudice for review at the next level. 



 
The results of the departmental deliberations and the chair's separate 
recommendation will be sent to the dean by the department chair. When 
the committee's discussion of a candidate is complete, the committee 
chair will summarize in writing the committee's evaluation of the 
candidate. The department chair will also provide a written evaluation to 
accompany his/her recommendation for each case. These statements will 
be included in the primary dossier. The candidate will be provided an 
opportunity to review these statements and to file a written rebuttal in 
the primary dossier. In cases where the chair's recommendation differs 
from that of the voting faculty, the case will go forward to the next higher 
level without prejudice, and that transmittal will not constitute an 
appeal. The chair will also send forward the copies of the primary dossier 
and the secondary dossier. 

The dean will inform each candidate in writing of the department's 
recommendations, the chair's recommendation, the right to appeal, and 
the procedures for appeal. The dean will also notify the candidate that 
he/she may request meetings with the department chair and/or the chair 
of the departmental promotion committee, at the candidate's option, to 
discuss the decision. 

3. College/School/University Libraries Review of Nominees for Promotion 

The dean will give a copy of the primary dossier of each faculty member 
favorably recommended for promotion and of all appealed cases to each 
member of the college/school/University Libraries committee and will 
indicate the location of the secondary dossiers. These materials must be 
available to the committee for at least five working days prior to 
deliberation. 

4. College Promotion Committee for Non-tenure track Faculty 

This committee will consist of at least one voting non-tenure track faculty 
member and at least one voting tenured faculty member from the 
college. The total membership of the committee is an odd number, with a 
minimum of five members. 

The majority of the committee are elected by the faculty, according to a 
representational formula adopted by the college/school/University 
Libraries. Members are elected or appointed for either two- or three-year 
terms (depending upon the college/school/University Libraries policies), 
staggered to maintain continuity. If a replacement is required due to a 
resignation, the replacement is selected only for the duration of the 
unexpired term. The committee chair is elected by the committee. No 



person can serve on the committee in a year in which he or she is 
considered for promotion or for more than two consecutive terms. 

The committee will meet with the dean to receive information about the 
schedule of meetings and about administrative matters related to the 
cases to be reviewed. The dean may also request other meetings with the 
committee. Each college/school/University Libraries shall adopt 
procedures regarding the role of the dean in these other meetings. If the 
committee discovers that information is lacking in a dossier, it can ask the 
dean to acquire the information. Consistent with the department 
procedures, the dean must provide the candidate a copy of the material 
and allow the candidate to write a rebuttal. The college/school/University 
Libraries committee may, at its option, adopt a policy which prohibits a 
committee member from the same department as a candidate for 
promotion from speaking about the case during the committee's 
deliberations. If such a rule is adopted, it must apply to all cases before 
the committee. If additional information about the departmental 
committee's deliberations is desired, the committee may request 
explanatory information to be submitted in writing from the chair of the 
departmental committee. This statement will be added to the primary 
dossier, and the candidate will be provided an opportunity to place a 
rebuttal in the primary dossier. The committee will then consider the 
cases before it, whether regular or appealed. Straw ballots may be taken, 
but these are neither binding nor recorded. Abstentions will not be 
registered except when a faculty member on a committee declares 
he/she has a conflict of interest concerning the case. At a meeting 
without the dean each case will be discussed and the committee will 
conduct its final vote. A positive recommendation by the committee will 
result when more than 50 percent of those casting ballots other than 
abstention vote to recommend promotion. 

The committee must notify the dean in writing of its final ballot on each 
case. (Note: The college/school/University Libraries committee may meet 
with the dean as it sees fit but it must hold a discussion on each case and 
take its final vote in the absence of the dean.) The results of the 
college/school/University Libraries deliberations and the dean's separate 
recommendations will be sent by the dean to the Provost. When the 
committee's discussion of a candidate is complete, the committee chair 
will summarize in writing the committee's evaluation of the candidate. 
The dean will also provide a written evaluation to accompany his/her 
recommendation for each case. These statements will be included in the 
primary dossier. The candidate will be provided an opportunity to review 
these statements and to file a written rebuttal in the primary dossier. In 



 
cases where the college/school/University Libraries committee's 
recommendation differs from that of the dean, the case will go forward 
to the next higher level without prejudice and the transmittal will not 
constitute an appeal. A positive recommendation requires the affirmative 
vote of more than 50 percent of those voting. The dean will also send 
forward the primary dossier and the secondary dossier. 

The dean will notify each candidate in writing of the 
college/school/University Libraries committee's recommendation, the 
dean's recommendation, the right to appeal, if any, and the procedures 
for appeal. The dean will also notify the candidate that he/she may 
request in writing meetings with the dean and/or the chair of the 
college/school/University Libraries committee, at the candidate's option, 
to discuss the recommendation. 

5. University Review of Nominees for Promotion 

The Provost will give a copy of the primary dossier of each faculty 
member favorably recommended for promotion and of each appealed 
case to each member of the University committee. In addition, the 
Provost will indicate the location of the secondary dossiers. The materials 
must be available to the committee for at least five working days prior to 
deliberations. 

The review committee at the University level is composed of the same 
members as the Faculty Senate Tenure and Promotion Committee, with 
the exception that the two at-large tenured members will be replaced by 
two at-large non-tenure track faculty. No person may serve on the 
University-level review committee in a year in which he or she is 
considered for tenure or promotion. 

If the committee discovers that information is lacking in a primary 
dossier, it can ask the Provost to acquire the information, which will be 
placed in the primary dossier. Consistent with college/school/University 
Libraries procedures the Provost must provide the candidate a copy of 
the material and allow the candidate to write a rebuttal, which will also 
be placed in the primary dossier. The committee will then consider the 
cases before it, whether regular or appealed. The committee may request 
a written response from the dean on matters of interpretation of 
evidence, the academic needs of the unit, or its current resources, but 
the committee will not invite the dean or other outside persons to meet 
with the committee. Consistent with college/school/University Libraries 
procedures, the candidate shall be provided a copy of any additional 
written material provided to the committee and shall be provided an 



 
opportunity to write a rebuttal. Both the statement and the rebuttal will 
be placed in the primary dossier. Straw ballots may be taken, but these 
are neither binding nor recorded. Abstentions will not be registered 
except when a faculty member on a committee declares he/she has a 
conflict of interest concerning a case. At a meeting without either the 
Provost or the Dean of the Graduate School present, each case will be 
discussed and the committee will conduct its final vote. A positive 
recommendation will result when more than 50 percent of those casting 
ballots other than abstention vote to recommend promotion. The 
committee must notify the Provost in writing of its final ballot on each 
case. Any person not recommended by the University committee may 
request meetings with the Provost and/or the chair of the University 
committee, at the candidate's option, to discuss the recommendations. 
The candidate may invite a faculty colleague to accompany him/her. 

The results of University committee deliberations and the Provost's 
separate recommendations will be sent by the Provost to the President. 
When the committee's decision on a candidate is complete, the 
committee chair will summarize in writing the committee's evaluation of 
the candidate. The Provost will also provide a written evaluation to 
accompany his/her recommendation for each case. These statements will 
be included in the primary dossier. The candidate will be provided an 
opportunity to review these statements and to file a written rebuttal in 
the primary dossier. In any case where the proposed vice presidential 
recommendation differs from that of the University committee, the 
Provost will meet with the committee to discuss the reasons for his/her 
position. 

The President will notify the candidate, the candidate's dean, and the 
chair, in writing, of his/her decision by the calendar date. Any person not 
recommended by the President may request a meeting with the Provost 
and the President to discuss the recommendations. The candidate may 
invite a faculty colleague to accompany him/her, in either case. 

D. Appeal of Decisions Related to Promotion 

A candidate may make only one appeal during the entire review process. The 
appeal is made to the next higher level. No hearing is provided, and the appeal 
must be written. Some typical reasons for appeal are violation of academic 
freedom, failure to follow procedures concerning time periods or committee 
operations, inadequate consideration, discrimination, etc. The committee to 
which the appeal is made will give full consideration without prejudice to the 



case in that the committee will review it in the same manner as favorably 
recommended cases and will apply similar standards. 

If the candidate's one appeal results in an unfavorable recommendation, the 
candidate's dossier will be forwarded directly to the President. The President will 
make the final decision regarding the candidate as provided in Regents policy 
without further recommendations. 

E. No Publication of Names

Names of faculty being considered for promotion will not be published. The right
of privacy of such faculty members was affirmed by vote of the faculty on March 
6, 1978. 

F. Confidentiality of Proceedings

All deliberations are confidential. However, confidentiality cannot be guaranteed
if the case goes to litigation. 

G. Disposition of Dossiers

The Provost in each case will keep a copy of the primary dossier for three years
and return to the candidate the remaining copies of the primary dossier and the
secondary dossier.

H. Precedence of University Procedures

If department and College/School/University Libraries tenure or promotion
procedures differ from those of the University, University procedures take
precedent.

I. Student Members

Students will not cast a vote regarding the award of tenure or promotion to
individual faculty members. 

II. Definition of Terms

• Administrator

The administrator at the departmental level is the department chair. The dean is
the administrator at the College/School/University Libraries level, and the
Provost is the administrator at the University level.



• Calendar

A Promotion Calendar will follow the same schedule as the Tenure and
Promotion Calendar, developed and published each year by the Provost or their
designee.

• Documents

The basic document consists of the 15-page statement prepared by the
candidate in accordance with the standard format. The primary dossier consists
of this basic document, the required cover sheet, copies of annual reviews (and
rebuttals if filed) for faculty, the chair's non-evaluative role statement,
statements of evaluation by the committee and administrator at each level of
review (and rebuttals if filed), and items added during the review process.
Candidates must be notified of any items added to the primary dossier and be
provided an opportunity to submit a written rebuttal to such items, which will be
included in the primary dossier. At each level of review, each committee
member has a copy of the primary dossier. The secondary dossier consists of
such additional materials as the candidate wishes to submit. Examples might
include, but are not required or limited to evidence of teaching, copies of
student evaluations or course materials, evidence of service contributions, etc.
Only one copy of the secondary dossier is maintained.

• Straw Ballot

A non-binding vote taken for the purpose of monitoring progress toward a final
decision is a straw ballot.

• Favorable Case

A favorable case occurs at any level of review if either the faculty committee or
the administrator makes a positive recommendation concerning the case. Such
cases automatically move forward for review at the next level.



 
 

 

  

  

 

FAQ’s  Regarding Promotion  of  Non-Tenure  Track  Faculty  

● Will  a  candidate  be  allowed  to  go  up  for  Associate  in  the  Special  Review  period  and  get 
a pay  bump,  then go up for  Full  in the Fall  and get  another  pay  bump the next  year?   

○ If a  candidate  has served  enough  years to  be  eligible  to  go  up  for  Full,  they  will 
be considered for  Full.   If  they  are not  determined to be qualified for  Full,  they  will 
be considered for  Associate. 

● If a candidate does not receive a promotion to Full, can they go  up  again  the  next  year? 
○ As  with  the  tenure  track  policy,  as  long  as  a  candidate  has  the  requisite  number 

of  years  in service,  they  can choose to go up as  often as  they  want  to reach the
level of  Full. 

● Will  there  be  pay  raises  with  the  promotions? 
○ President  Bardo says  yes.   He and the Provost  will  work  out  the financing.  

Amounts  are  still  TBD. 
○ It is anticipated that the pay for Full will be more than Associate, but the 

differential  has  yet  to be determined. 

● How long  will  it  take  to  implement? 
○ Pending approval  by  the Faculty  Senate at  the end of  November,  it  will  then go to

PET.  President  Bardo  says  the  administration  has  been  looking  forward  to  this 
policy  proposal  for  some time.   He expects  one meeting of  the PET  will  be
needed.   This  would allow  for  the Special  Review  period to take place in the
Spring  2018.  Timeline: 

■ Submission  of  files  due  by:  March  2  
■ Dept  review deadline:  March  30  
■ Dean’s  Review deadline:  April  27  
■ Provost’s  Review  deadline:  May  25  
■ Final  notification  with  new  appointment:  June  10 

● What  will  the  composition  of  the  special  review  committees  be? 
○ The  only  required  committee  for  the  special  review  is  at  the  department  level.  

Candidates  for  Associate  should  be  evaluated  by  tenured  faculty  with  rank  of 
Associate  Professor  or  Full  Professor;  candidates  for  Teaching  Professor/Clinical 
Professor/Senior  Educator  should  be  evaluated  by  tenured  faculty  with  rank  of 
Full  Professor.  The  Chair  will  also  review  the  applications  and  make 
recommendations.   

○ This  will  be  followed  by  the  Dean’s  review  and  recommendation,  and  a  review  by 
the  Provost/Senior Vice President.In  such  cases where  additional  consultation  is
deemed desirable,  the Dean or  Provost/Senior  Vice President  may  convene the
college/school/University  Libraries or  University-level committee  to  effect  an  ad
hoc  promotion review  panel.   
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○  The  Provost/Senior  Vice President  shall  convey  the recommendations  to the 
President  who  shall  review  the  recommendations  and  make  the  final  decision  
and notify  the individual  in writing of  the final  decision.  

●  What  will  the  composition  of  the  non-tenure track promotion  committees be  during  the  
normal  cycle that  follows  the special  review  peroid?  

○  Department  level  must  have  committee  of  at  least  3  members  with  1  non-tenure  
track, and 1 tenure track.  This committee may consist of the same members as  
for a tenure-track review,  with the addition of  a non-tenure track member.  

○  College  level  must  have  committee  with  at  least  1  non-tenure track and 1 tenure  
track member.  This committee may consist of the same members as for a  
tenure-track review, with the addition of a non-tenure track  member.  

○  University  level  will  be  the  same  membership  as  for  the  tenure-track review with  
the  exception that  the two tenured  at-large  members  will be  replaced  with  two  
non-tenure track  at-large  members.   

●  What  guidelines  will  be  used  to  determine  if  criteria  are  met  for  promotion?  
○  Decisions  will  be  based  on  role  statement/contract  responsibilities.  

●   What  is  a  role  statement?   
○  This  is  a  description  of  role  responsibilities  established  by  the  Chair  and  faculty  

member.  

●  What  will  the  primary  dossier  template look  like?  
○  It will be the same as the current one for tenure-track faculty except that  the  

research  section  will  note  that  this  section  should  only  apply  if  a  candidate’s  role  
expectations  include research.  If there are research items to be included,  these 
are allowed,  but  not  required (unless  included in role description/contract  
responsibilities).  

●  Will  supporting  material  (secondary  dossier)  be  required  in  the  special  review  process?   
○  Yes  (with  recognition  that  some  materials  may  not  be  available)  

●  During  the  regular  cycle  of  review?    
○  Yes  

●  What  counts  for  employment  for  5  or  11  years?    
○  Continual  annual  contracts,  or  previous  semester  contracts  with  a  full  time  load  

as  long as  the employee is  now  on an annual  contract.  
●  If you come in with some  years  of  professional  service,  does  that  count  toward  your  

years  to  promotion?  
○   It can.  It will  be considered as an exception with “careful documentation based  

upon an adequate rationale.”  The would need to be negotiated with the Chair  
and/or  Dean.   This is equivalent  to  the  negotiations that  take  place  for  tenure-



 

 

 

  

 

track faculty when they are hired, except that this option was not available to  
negotiate upon the time of  their  hire for  the non-tenure track faculty.  

●  What  if  I  like  my  title  as  it  is?  
○  The  university  system  allows  for  employees  to  have  ‘vanity  titles’,  so  if  you  prefer  

to keep the title of instructor or lecturer instead of educator, you could still do this.  
Your  “level”  (same  as  “rank”  for  tenured  faculty)  is  determined  by  the  promotion  
policy,  but  not  your  title  label.    

●  How is  the  terminal  degree  determined  for  any  given  field?  
○  This  is  a  department  /  program  level  determination.  

●  How does  UNISCOPE  language,  with  reference  to  “Scholarship”,  impact  this  proposal?  
○  Uniscope  refers  to  “scholarship”  of  teaching,  research  and  service  uniformly,  with  

the explanation that activities in all three of these areas should be considered  
scholarship.   This is not  a  traditional  understanding  that  equates scholarship  with  
research,  but  a  broader understanding  recognizing  that  teaching  has  both  
education and application functions  that  are valued in the model.   

○  The  annual  FAR  forms  will  maintain  the  traditional  language,  but  include  new  
boxes  for  each section (teaching,  research,  service)  that  allow  faculty  members  
to highlight the uniscope elements of their work.  

●   Will  the  current  template  for  the  primary  dossier  follow  the  Uniscope  model?  
○  There  are  steps  being  taken  to  align  the  dossier  with  the  new  model,  but  all  

candidates should  be  free  to  use  Uniscope  language in describing their  work  as  it  
fits with the promotion guidelines of their departments/colleges.  Education and  
Engineering  have  completed  their  Uniscope  revisions,  LAS and  Fine  Arts  will  be  
done by  the end of  the year,  and Business  and Health Professions will  finish  at  
the end of 2019.  




