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ANNUAL EVALUATION AND PROMOTION & TENURE 
PROCEDURES 

DEPARTMENT OF MIDDLE, SECONDARY, AND MATHEMATICS 
EDUCATION 

 
As indicated in the Faculty Handbook, all faculty are required to submit an annual report 
that summarizes their accomplishments across teaching, scholarly achievement and 
professional qualifications, and professional service. Below is a timeframe and a brief 
description of the activities associated with faculty members’ annual evaluation in the 
Department of Middle, Secondary, and Mathematics Education. The Annual Evaluation 
Guidelines and rubric may be found in Appendices A & B. 
 

ACADEMIC UNIT PAC FORMATION 
 

TIMEFRAME 
AND ACTIVITY 

DESCRIPTION 

Late spring semester: 
Department holds 
election for AUPAC 
membership for 
subsequent academic 
year. 

 

The Department of Middle, Secondary, and Mathematics 
Education’s (MSME) academic unit personnel advisory committee 
(AUPAC) consists of three members each serving a 3-year term. 
These terms are staggered. Every academic year, the term of one 
member of AUPAC ends and a new member is elected. Members 
of AUPAC whose term expires must wait one year before running 
for re-election to the committee. Each member chairs the 
committee during the third year of their term. 
 
New members of the AUPAC may also be elected to fill any 
vacancies left by members who do not serve their full term. In these 
situations, those members will serve to the conclusion of the term of 
the member being replaced.  
 
The AUPAC chair will conduct the election for all committee 
vacancies at the end of each spring semester. MSME full-time 
faculty members, herein defined as those members who have tenure, 
are tenure-track, or have a renewable term appointment (RTA), are 
eligible to vote in this election. This election process will also 
designate an alternate to serve on the committee during that year in 
the case of an unexpected vacancy or if a committee task excludes a 
member from participating (e.g., a non-tenured member or a 
member who is under review). The alternate will be the candidate 
with the most votes who is not elected to the committee. 
 
AUPAC Chair will also conduct all elections required in committee 
selection procedures described below. 
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ANNUAL EVALUATION PROCEDURES 
Fall semester: APR 
template is revised. 

AUPAC makes revisions, adjustments, and clarifications to the 
Annual Performance Review (APR) template. 

March 1: 
Departmental APR 
form and rubric are 
distributed to faculty. 

 

By no later than March 1, the AUPAC submits an electronic 
version of the APR template to its Academic Unit Head who in 
turn distributes it to their faculty. The template reflects the 
activities identified in the Faculty Handbook as they relate to 
teaching, scholarly activity and professional qualifications, and 
professional service.  

2nd Monday in May 
following spring 
commencement: 
Faculty submit APR 
documents. 

Individual faculty electronically submit their completed APR and 
course evaluation reports to the Academic Unit Head by no later 
than the 2nd Monday in May following spring commencement. 
Individual faculty also submit their completed APR and course 
evaluation reports to the AUPAC, if they choose to have their 
materials reviewed formatively by the AUPAC. The faculty 
member will make their preference for a formative review known 
to the AUH and AUPAC upon submission. 

May/June: 
Department AUPAC 
reviews APRs 

 

AUPAC will write formative letters (no ratings) for each full-time 
faculty member requesting feedback on their teaching, scholarship, 
and service based on the departmental rubric (Appendix B). APR 
submission to the MSME AUPAC is voluntary and strictly 
formative and developmental in nature and should in no way be 
considered an evaluation.   

AUPAC will send formative letters to the AUH by July 15. AUH 
will consider the perspectives contained in AUPAC formative letters 
when conducting their evaluations. 

Letters from the AUPAC will be distributed (via departmental 
mailbox and electronically) to all full-time faculty members no later 
than August 15. 

Summer/early fall 
semester: Academic 
Unit Head meets 
with individual 
faculty. 

 

See Faculty Handbook III.E.4.a – III.E.4.e 

October 1: Faculty 
member receives 
official written 
evaluation.  

By no later than October 1, the AUH provides an official written 
and electronic evaluation to each faculty member in their 
department, based on the departmental rubric. 
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October 28: Final 
evaluations are sent 
to the Dean. 

 

The faculty member and the AUH sign the final evaluation and the 
AUH sends a copy of it to the Dean by October 28. If the faculty 
member does not sign the final evaluation, the AUH will forward it 
to the Dean with a notation of failure to sign. 

APPEALS TO ANNUAL PERFORMANCE REVIEW 
Within 7 days of 
receiving official 
written evaluation  

Before the AUH submits the official written evaluation to the 
Dean, the faculty member is given an opportunity to review and 
appeal the evaluation. If they do not accept the official written 
evaluation, then the faculty member has a maximum of seven 
days following receipt of the official written evaluation to make 
the appeal in writing. Failure to file a timely written appeal will 
result in the evaluation being sent forward to the dean, and no 
further appeal rights are available. 
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Review Process In the event that a faculty member appeals AUH’s evaluation of 
their Annual Performance Report… 

• If the AUPAC did not write an appealing faculty member a 
formative letter (i.e., if that faculty member “opted out”), the 
AUPAC will serve as the appeals committee.  

• If the AUPAC did write and submit a formative letter for the 
appealing faculty member, an alternate committee will serve as 
an appeals committee (described in the following section). 

Alternate Appeals Committee 
 
The alternate appeals committee (3 members) shall be determined 
each year at the end of the spring semester and should be populated 
with eligible, tenured members in the order stated below. (Eligibility 
entails not having participated in the formative review of the 
appealing faculty member from which the AUPAC letter was 
written.) 

1. Former AUPAC member(s), in order of most recent service. 
2. AUPAC alternate  
3. AUPAC member(s) elected for the upcoming academic year 

(by order of voting results),  
4. AUPAC alternate elected for the upcoming academic year 
5. Tenured MSME faculty member(s), elected by the full-time 

faculty members of the department. 
 

If the AUH agrees with the recommendations of the reviewing body, 
they will take the appropriate action to confirm or modify their 
original evaluation, and will notify the reviewing body, the faculty 
member, and the Dean of this decision. The appeal process in the 
academic unit must be completed by October 21. The evaluation 
process is not final until any appeal has been completed. 
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Final Evaluation The faculty member and the AUH shall sign the final evaluation and 
the AUH will send a copy of it to the Dean by October 28. If the 
faculty member does not sign the final evaluation, the AUH will 
forward it to the Dean with a notation of the failure to sign. If the 
AUH’s evaluation is not modified as recommended by the reviewing 
body, the Dean will review the AUH’s evaluation and the Appeals 
Committee’s recommendations to determine whether the AUH’s 
evaluation will be upheld or modified. The decision of the Dean on 
the evaluation is final, and is not subject to appeal. 

 
 
Merit Pay Merit pay will be distributed equally to all faculty members with an 

overall pattern of Acceptable ratings, while the College continues to 
pursue the elimination of bias in evaluation practices and 
documents. 

 
 

PROMOTION & TENURE PROCEDURES 
 

The promotion of an instructional faculty member shall be determined by merit 
regardless of the distribution of faculty by academic rank within the academic unit. 
Below is a timeframe and a brief description of the activities associated with faculty 
members’ Promotion and Tenure Procedures in the Department of Middle, Secondary, 
and Mathematics Education. 
 

Dossier Guidelines and rubric may be found in Appendices C & D. 

Standards Teaching, scholarly achievement and professional qualifications, and 
professional service are the bases for evaluating the performance of 
candidates for promotion in academic rank. In each of these areas, the 
faculty member shall be evaluated as excellent, satisfactory or 
unsatisfactory. Problems with a faculty member's conduct may 
disqualify a candidate for promotion in academic rank. In the evaluation 
of faculty members being considered for promotion in academic rank, 
the following standards apply: 

III.E.6.a.(1) Assistant Professor. At least satisfactory ratings in all 
areas are required for promotion to assistant professor. 

III.E.6.a.(2) Associate Professor. An excellent rating in one area 
and at least satisfactory ratings in the others are required for 
promotion to associate professor. 

III.E.6.a.(3) Professor Excellent ratings in two areas and at least a 
satisfactory rating in the third area are required for promotion to 
professor. 
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Promotion and Tenure Sub-Committee 
 
At the end of each spring semester, the Academic Unit must establish a 
subcommittee to review each submitted applications for promotion and 
tenure. In the MSME department, The AUPAC, as constituted after the 
spring election, will review applications for promotion and tenure. If an 
AUPAC member is not eligible to review (e.g., non-tenured, going up 
for promotion and/or tenure, etc.), MSME will name alternates in the 
following order: 
 

1. AUPAC alternate  
2. Former AUPAC member(s), in order of most recent service 
3. Previous AUPAC alternate 
4. Tenured MSME faculty member(s), elected by the full-time 

members of the department 
5. Tenured COE faculty member(s) from outside the department, 

elected by the full-time members of the department 
Alternate(s) will only serve on the committee(s) with vacancies. The 
elected AUPAC will conduct all other promotion and tenure reviews. 
 
 
Mid-Point Review 
 
Independent of the academic unit head (AUH) review (see COE policies 
and procedures), AUPAC will review the accomplishments of tenure 
track faculty at the midpoint of the probationary period, typically during 
the third year of candidacy. The candidate will submit their materials for 
review electronically to both the AUH and the AUPAC by October 1 of 
their fourth year in their tenure-track position. The AUH and AUPAC 
will independently rate the candidate’s performance with respect to 
teaching, scholarly achievement, and professional qualifications, and 
professional service (if part of the candidate’s duties), but the two 
parties may consult with one another with the purpose of establishing 
inter-rater reliability. The written evaluation from each should identify 
any aspects of the candidate’s performance needing improvement to be 
on course for tenure and/or promotion. This written evaluation will be 
submitted to the candidate by November 15.  
If an AUPAC member is not eligible to conduct a midpoint review (e.g., 
they are the subject of the midpoint review), MSME will name 
alternates in the following order:  

1. AUPAC alternate  
2. Former AUPAC member(s), in order of most recent service  
3. A tenured MSME faculty member, elected by the full-time 

members of the department. 
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TIMEFRAME 
AND 
ACTIVITY 

DESCRIPTION 

By September 
1 

The faculty member will submit in writing to the AUH and department 
AUPAC their intention to apply for promotion and/or tenure. 

By October 1 The faculty member who wishes to be considered for promotion shall 
submit an electronic dossier featuring a summary of activities and 
accomplishments in the areas of teaching, scholarly achievement, 
professional qualifications, and professional service to the AUH and  
AUPAC. Failure by the faculty member to submit a dossier/summary of 
activities and accomplishments by the October 1 deadline shall 
constitute a refusal of a nomination or withdrawal of an application, and 
no consideration of promotion is required. 

By November 
15 

The written recommendations of the AUPAC and AUH shall include a 
justification of their conclusions. The recommendations shall be 
submitted to the Dean by November 15, and a copy of both 
recommendations shall concurrently be provided to the faculty member. 
After the Dean has received both the AUPAC and AUH 
recommendations, a copy of the AUPAC recommendation shall be 
provided to the AUH, and a copy of the AUH recommendation shall be 
provided to the AUPAC. 

By December 
15 

The written recommendation of the Dean shall include a justification of 
their conclusions. The recommendations of the AUH, AUPAC and 
Dean shall be submitted to the Provost by December 15. After the 
recommendations have been received by the Provost, a copy of the 
Dean's recommendation shall be provided to the AUH, the AUPAC and 
the faculty member. 

Conflict of 
Interest 

In the event of a conflict of interest between a member of the AUPAC 
and a colleague pursuing promotion and/or promotion & tenure, the 
elected AUPAC alternate will assume the responsibility of the AUPAC 
member. Conflicts include, but are not limited to, two members of 
AUPAC going up for full professor the same year, or a personal 
relationship that exists between a member of AUPAC and a colleague 
seeking Promotion and/or Promotion & Tenure (by marriage or other 
social convention such as dating). 

 
APPEALS TO PROMOTION AND TENURE 

Within 30 
days of 
receiving 
official written 
evaluation 

The faculty member shall submit a written notice of appeal to the 
Faculty Appeals Committee within 30 days, setting forth the grounds for 
the appeal and a summary of the arguments and evidence he or she 
intends to present at a hearing. Appeal guidelines may be found in the 
Faculty Handbook. Upon receipt of an appeal, the chair of the Faculty 
Appeals Committee shall promptly send an acknowledgment of the 
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receipt to the faculty member and shall notify the President, Provost, 
appropriate Vice Provost, Dean, and AUH. If an appeal is filed, the 
Provost shall appoint a person to serve as the respondent, representing 
the administration in the appeal process. The Faculty Appeals 
Committee shall determine if a hearing is warranted.  

 
 
Approved by the Dean of COE: May 25, 2022 
Approved by the Provost: June 24, 2022 
 
 


