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Promotion and Tenure Committee Policies


A. Definition of the Committee

1. The Promotion and Tenure (P&T) Committee shall consist of resident, tenured members of the Physics Department faculty with 0.33 or greater FTE, excluding the Department Chair.  Nonresident members of the faculty are excluded from participation in the Committee and from voting on the final recommendation, unless they can be present in at least half of the discussions. In the latter case they have the right to be included in the P&T Committee. Voting members of the P&T Committee are all members of the P&T Committee that have been present in at least half of the meetings.

2. When considering action concerning untenured members, the P&T Committee shall consist of all eligible tenured members of the Physics Department faculty.

3. When considering promotion, the P&T Committee shall consist of all eligible tenured members of the Physics Department faculty above the rank of the Candidate being considered for promotion.  
4. In case the P&T Committee does not have sufficient members to allow for fair and objective discussions the Department Chair and the eligible committee members will meet to discuss how to augment the committee. The augmentation of the committee is subject to approval by the Dean of the College.

5. The P&T Committee shall elect a Chair from among its members.  If Candidates at different ranks are being considered in a given year, there may be more than one P&T Committee which will independently select a chair.  The Committee Chair shall be a full voting member of the P&T Committee. Immediately after the election the Department Chair shall be given the outcome of the election(s) by the Committee Chair(s). 

6. The duties of the P&T Committee Chair shall be to preside at meetings of the Committee and to work with the Department Chair in seeing that Departmental and University procedures are followed in a timely manner. The Committee Chair shall maintain a written record of the Committee's meetings, which shall become a permanent part of the Department's files.  This record shall include: the time and place of the meeting, members present, the subject (but not the content) of discussion, and any actions or decisions. 

7. The Committee shall agree upon its procedures, which shall be accepted by a simple majority of those present.  Notification of procedures shall be given to all members of the faculty. The adoption of procedures shall be considered effective from the time they are instituted until that particular Committee concludes its deliberations with its recommendations.

B. Initiation of the Recommendation

1. A member of the faculty, who wishes to be a Candidate for promotion and/or tenure, shall notify the Department Chair in the Spring term immediately preceding the academic year in which promotion and/or tenure is requested to be considered. In Spring term the Department Chair shall notify all faculty members for whom intensive review will be automatic in the following academic year.

2. The Department Chair shall provide these faculty members with copies of the Departmental and University promotion and tenure policies, shall discuss procedural matters, and shall review the Department's and the University's criteria for promotion and/or tenure. Particular attention should be paid to the Faculty Handbook; to the current version of the OSU Promotion and Tenure guidelines; and to Academic Regulations AR 41.140 and 41.145 regarding the limitations on renewal of annual‑tenure appointments. The Department Chair shall provide the candidate with a copy of the P&T log-file. The Department Chair will keep the official copy of the log-file.

3. After these discussions a faculty member needs to request to be a formal Candidate for promotion and/or tenure before the end of the Summer term immediately preceding the academic year in which promotion and/or tenure is requested to be considered. Faculty members for whom intensive review will be automatic in the following academic year are always official candidates. The P&T Committee is notified immediately when an official candidate is declared and will start its procedures. The Department Chair shall provide the Chair of the P&T Committee with a copy of the University P&T guidelines and other relevant University documents. The Department Chair shall also put a date-stamped copy of that material and the current Departmental guidelines in the Candidate’s personnel file. Beyond this point the Candidate shall be regarded as having been formally considered for promotion and/or tenure according to the University guidelines, even if the candidate later withdraws according to D.3. Beyond this point the log-file will be a permanent item in the Candidate’s personnel file.


C. Dossier Building

1.
Each Candidate shall provide current material for the dossier, with particular reference to the following:

· a complete curriculum vita, including educational and employment history, honors and awards, etc.;

· copies of position descriptions since appointment at the current rank;

· Candidate’s statement describing the contributions in teaching, scholarship, and service;

· research documentation, including (in categories) refereed publications, other publications, non-refereed conference abstracts, invited papers and colloquia, research grants and contracts, graduate theses supervised, sabbatical leaves and other external research collaborations;

· teaching portfolio, including a list of courses taught, examples and descriptions of teaching innovations, student evaluation scores, student advising, teaching awards, physics graduate student committee service;

· service documentation, including Departmental and University committees, non‑physics graduate committees (especially service as GCR), service to the physics profession (offices in APS, AAPT, editorships, etc.), professional service to the general community.

· letters from individuals with whom the candidate has collaborative teaching or research projects, if appropriate.  The primary purpose of such letters should be to detail the Candidate’s contributions to the project.  The explicit relationship between this individual and the Candidate should be made clear.

The above list is suggestive, not exhaustive, and should cover the entire time period since the appointment at the current rank.  The gathering and organizing of this material are the responsibility of the Candidate, and those who expect to be considered for promotion or tenure in future years should use the above categories as guidelines in organizing their year‑by‑year personal files, so that summarizing the records can be expedited when the review process begins.

2. Each Candidate to be considered intensively shall immediately select by mutual agreement one member of the Committee to act as his or her Representative in the Committee. The Representative shall in general act as liaison between the Committee and the Candidate and is responsible for all communication between the Committee and the Candidate. The Representative shall keep the Candidate informed of the topics under discussion. The Representative shall review the dossier with the Committee. At the Committee's request, the Representative shall seek the Candidate's clarification of matters raised in the Committee discussions. The Representative is not expected to act as an advocate for the Candidate.

3. Each Candidate under intensive review shall on request supply the Department Chair with the names and addresses of approximately ten external referees who are qualified to review the Candidate's professional and scholarly contributions. The Department Chair will select approximately 3-5 names from the Candidate’s list and will add to that list 3-5 acknowledged national and international experts in the Candidate's specialty area.  The Candidate may also provide a list of the names of reviewers whom the Candidate wishes to exclude from the Chairs’ list. Ideally, the external reviewers should be impartial observers; letters from research collaborators, former thesis advisors, and former students are not acceptable as impartial reviews (but may be included in addition to the required outside reviewers). The Department Chair shall request letters of evaluation (not advocacy) from the reviewers. The Candidate shall prepare a package of material to be sent to the reviewers, including a copy of the Candidate's c.v., Candidate’s statement, position descriptions, publication list, and (if appropriate) copies of recent material that has not yet appeared in print (such as, manuscripts, conference abstracts, thesis abstracts, research proposals under review). Between 5 and 8 outside letters are considered necessary for the dossier. The Candidate shall be given the opportunity to sign a “Waiver of Access” form for outside letters of evaluation described in this section.

4. The Department Chair shall similarly request evaluations of the Candidate's instructional abilities. A subcommittee of the P&T Committee shall be formed to attend several of the Candidate's lectures and to review the Candidate's class material, including syllabi, reading lists, examinations, laboratory manuals, and so forth.  This subcommittee shall prepare a written report that will be a part of the Candidate's dossier.  Letters will also be requested from students who have taken classes from the Candidate.  In general, two student Promotion and Tenure Committees, one consisting of undergraduate and one consisting of graduate physics majors, shall be formed to review the Candidate's teaching portfolio, including the teaching evaluation scores and the student letters.  The Department Chair shall consult with the Candidate in choosing mutually agreeable members of these student committees. Each student committee shall prepare a signed recommendation for the Candidate's file. If a Candidate’s teaching has been predominantly at only one level (undergraduate or graduate), only one committee will be formed at the level of the candidate’s teaching. The Department Chair shall notify the Candidate when these letters are included in the dossier.  

5. The dossier is kept by the Department Chair. When all material described before has been collected the Department Chair shall give a copy of the dossier to the Committee Chair. It is the responsibility of the Department Chair to make sure that all additions to the dossier after this time are copied to the Committee Chair. The Committee Chair’s copy will be available to the P&T Committee for reading.

6. When the Committee Chair has received a copy of the dossier, the P&T Committee shall be asked to meet and discuss the completeness of the dossier. At this time the P&T Committee can make a list of additional material it would like to see included in the dossier, in order to be able to discuss the achievements of the candidate. The Committee Chair shall give this list to the Department Chair, who shall in collaboration with the candidate take action to add the material to the dossier. The Department chair and the Committee Chair will set a date by when this has to be done, and will find a resolution if problems are encountered. 

7. On the date mentioned in the previous paragraph the Candidate will sign a statement certifying that the open material in the dossier is complete and current.  From this point on, no significant alterations to the dossier may be made.  The Candidate can request a copy of the open material in the dossier which has been certified by the signed statement. Material from outside reviewers is open to inspection if the Candidate has not signed the waiver of access; all other material is open. Material from internal reviews which is added after this date (such as the recommendations of the P&T Committee or the Department Chair) is open to inspection by the Candidate upon request.

D. Final Review

1. When all material has been assembled and reviewed, the P&T Committee shall convene for a discussion of the dossier.  In the first review meeting of the P&T Committee the Representative shall present the dossier. The Committee may meet as many times as necessary to discuss fully and confidentially the matter under concern.  In these deliberations, the distribution of duties described in the position description should be used as a template for evaluating the Candidate’s professional activities. The criteria in the Promotion and Tenure guidelines of the University shall be followed. A motion to grant promotion and/or tenure must be the end result of these deliberations, unless the Candidate has withdrawn according to D.3.

2. Upon request of the Committee Chair, each voting Committee member shall submit a signed ballot as a vote on the motion.  These ballots will be tallied by the Committee Chair and the Representative. The recommendation of the committee is considered to be positive if a simple majority of the votes is in favor of the motion to grant promotion and/or tenure. The tally results will be communicated to the Committee members at the first convenient opportunity. The ballots shall be retained by the Department in a manner consistent with University policy on faculty records (AR 42.700).

3. At any stage of this process, the Candidate may withdraw the dossier from consideration and thereby terminate the consideration of promotion and/or tenure for that year. In future years the Candidate will, however, still be identified as having been considered formally for promotion and/or tenure before.


E. Committee Recommendation

1. It shall be the responsibility of the Chair of the Committee to prepare a report, which shall reflect, in a fair manner, the substance and results of the evaluative procedures. This shall be a report evaluating and interpreting the relative strengths and weaknesses of the candidate’s performance in detail, including minority points of view. This report shall also include illustrative excerpts of the external evaluation letters.
2. After the P&T Committee has approved a draft report, the Committee chair shall give the Candidate the opportunity to read it and to submit informal comments. The Committee shall meet to discuss, modify as necessary, and accept the report. If the candidate’s comments persuade (a) Committee member(s) to reconsider his or her vote(s), a new motion to grant promotion and/or tenure may be considered. A simple majority of the P&T Committee is needed to initiate a second vote.

3. Upon the acceptance of the report by the Committee, it shall be designated as the Departmental P&T Committee Recommendation.  It is expected that all members of the P&T Committee will sign the Recommendation, as evidence that they have participated in the process. 

4. The number of positive and negative votes on all motions to grant Promotion and/or Tenure shall be made a part of the Committee Recommendation. The votes of individual members of the Committee shall not be listed. 

5. The Committee Recommendation, listing all members of the Committee having participated in the evaluative procedure, shall be forwarded to the Department Chair for inclusion in the dossier.

F. Final departmental procedures.

1. The Department Chair shall write a letter of evaluation and recommendation.

2. The Department Chair shall discuss the outcome of the departmental reviews with the candidate. The Department Chair shall provide the Candidate with an opportunity to review the administrative letters of evaluation from the Department. The candidate may add a written statement regarding these reviews, to be included in the dossier. 

3. In case none of the recommendations of the P&T Committee and the Department Chair are in favor of promotion and/or tenure, the Department Chair shall discuss with the Candidate the option of withdrawing the case, unless the case has to go forward because of the tenure-track time limit described in the letter of offer.

4. After the College P&T Committee and the Dean have written their letters of evaluation and recommendation, the Department Chair shall provide the Candidate with an opportunity to review these administrative letters.

