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DEPARTMENT OF BIOLOGICAL SCIENCES 10 

 11 

POLICIES AND PROCEDURES OF THE PROMOTION, TENURE,AND RETENTION 12 

COMMITTEE  13 

 (Adopted May 2, 2000, Modified December 9, 2008, Revised 12 May 2011) 14 

15 

Additional information concerning tenure policies and procedures may be obtained by reading the current 16 

Towson University Faculty Handbook. 17 

 18 

I. Preamble 19 

 20 

  A.  The basic statements of faculty requirements and expectations are established by the 21 

University System of Maryland (USM) Board of Regents and are stated in the University System 22 

Policy on Appointment, Rank, and Tenure of Faculty and the University System of Maryland 23 

Policy on Faculty Workload and Responsibilities.  Towson University (TU) statements include the 24 

TU Policy on Faculty Evaluation for Promotion, Tenure/Reappointment, and Merit and the TU 25 

Policy on Faculty Workload and Responsibilities. 26 

 27 

B.  Separate committees in the Department of Biological Sciences are responsible for tenure, 28 

promotion, and comprehensive review policies (Promotion, Tenure, and Retention Committee, 29 

hereafter PTR Committee) and for review of merit (Merit Committee).   30 

 31 

C. Confidentiality. All points of discussion and votes of the Committee should be treated as 32 

strictly confidential.  33 

  34 

 35 

 36 

II. Tenure Committee Composition/Officers 37 

 38 

A. The PTR Committee of the Department of Biological Sciences shall be composed of all full-39 

time tenured Biology faculty and those faculty members who are in the final year of their 40 

probationary period and who have been approved by the University for tenure effective the 41 

following fall semester.  The department chairperson will serve on the department PTR 42 

Committee as an ad hoc (non-voting) member and will prepare a separate evaluation. 43 

 44 

B. The Chairperson and Secretary shall be elected in alternate years for two-year terms by 45 

majority vote of the committee by the first Friday in May. The Chairperson and Secretary will 46 

have the same voting privileges as other committee members. 47 

a. Duties of the Chairperson of the PTR Committee. 48 

1. Call and conduct meetings. 49 

2. Insure that the policies of the department as well as those of the college and 50 

university are followed. 51 

3. Prepare appropriate forms for recommendations to the College Promotion/ 52 

Tenure/Reappointment/Merit (PTRM) Committee. 53 

4. Appoint members of the PTR Committee to serve on subcommittees. 54 

5. Call for and presents suggestions for changes to the tenure document. 55 

6. Conduct elections of officers of the PTR Committee. 56 

7. Schedules classroom observations by subcommittees. 57 

 58 

b. Duties of the Secretary of the PTR Committee. 59 

1. Record the outcome of deliberations and votes. 60 

2. Maintain records of the tenure committee. 61 

3. Assist the Chairperson in duties so designated. 62 
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4. Prepare and submit documents for annual approval by the department. 63 

 64 

III. Procedure for meetings 65 

a. A quorum shall be three-fourths of the eligible PTR Committee members including the 66 

Department Chair. 67 

b. Faculty on leaves, sabbatical leaves or with assigned duties outside the department for 68 

a semester or year may choose to exempt themselves from voting.  This decision must 69 

be in written form to the Secretary of the PTR Committee, and, without a letter to the 70 

contrary, faculty members on sabbatical leave can vote. 71 

c. Policy votes shall be by simple majority of those present and voting.  Tie votes will result 72 

in reopening discussion followed by subsequent vote.  If after two votes a decision 73 

cannot be made, the question will be tabled until the next meeting. 74 

d. Votes on acceptance of faculty five-year plans, reappointment, requests for 75 

consideration of an early tenure decision, tenure recommendations and promotion 76 

recommendations require a two-thirds majority vote of those present and voting. Any 77 

abstention needs to be approved by the Provost 78 

e. Any member of the PTR Committee who cannot attend a meeting at which candidates 79 

are discussed may submit to the PTR Chairperson a written statement concerning the 80 

candidate(s).  This statement should be documented as fully as possible and would be 81 

read at the meeting and destroyed immediately thereafter.  No proxy or absentee votes 82 

may be counted. 83 

 84 

IV. Departmental Policies and Procedures Governing Evaluation of Tenure Track and Non-tenure Track 85 

Full-Time Faculty 86 

 87 

A. Frequency 88 

 89 

1. The total number of probationary appointments for any tenure track individual will be as 90 

stipulated in the faculty member's letter of appointment. 91 

2. The PTR Committee shall consider the desirability of granting reappointment and tenure, 92 

where appropriate, to tenure track during their first and each subsequent year of service.  93 

3.    Under exceptional circumstances a faculty member may request an early decision on tenure 94 

prior to the end of the probationary period. A faculty member who is being considered for 95 

tenure prior to his/her mandatory tenure review year,‖ and any faculty member who is 96 

being considered for promotion, may withdraw from the evaluation process for promotion 97 

and/or tenure review at any time prior to submission of their portfolio to the Provost. A faculty 98 

member who is being considered for tenure during his/her mandatory tenure review year 99 

may not withdraw from the evaluation process. 100 

 101 

B. Criteria for Tenure and Promotion 102 

The Department of Biological Sciences recognizes the individuality of professional 103 

accomplishment by its faculty, and therefore it does not have a rigidly specific, quantitative set of 104 

standards for tenure and promotion.  This is in line with the general criteria and standards for 105 

promotion and tenure as stated by the Fisher College of Science and Mathematics, which the 106 

Department adheres to (see Item III- http://www.towson.edu/FCSM/faculty/ptrm/PandT-107 

Policies.asp).In addition to the FCSM Criteria for Promotion and Tenure the following criteria are 108 

specific to faculty in Biological Sciences 109 

 110 

1. Teaching111 

This criterion concerns the individual's teaching effectiveness in the "normal" classroom 112 

situation, on field trips, in student project supervision and in any other activities related to 113 

teaching courses within the university.  The individual should possess a comprehensive 114 

http://www.towson.edu/FCSM/faculty/ptrm/PandT-Policies.asp
http://www.towson.edu/FCSM/faculty/ptrm/PandT-Policies.asp
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knowledge of pertinent subject material and have the ability to lecture, conduct discussions, 115 

answer questions, encourage independent thought, and direct laboratory experiences.  116 

Additionally class preparation, reading, developing new courses and curricula, learning new 117 

or innovative methods and practices, grading assignments and exams and advising 118 

students are to be considered as components of teaching. 119 

 120 

2. Scholarship 121 

Evidence of scholarly growth includes not only increasing one's general knowledge of 122 

his/her field, but also conducting research and other creative activities and participating in 123 

professional organizations and/or meetings.  Scholarly growth is not confined merely to 124 

learning:  it must also be an exercise of the methodology of one's chosen discipline; that is, 125 

such growth will almost certainly yield tangible evidence in the form of publications, exhibits, 126 

lectures, recitals, and other products.  Research and scholarly expression need not be only 127 

the highly original kind which advances knowledge, such critical and analytic activities as 128 

writing of book reviews or review essays should be encouraged, as well as the compilation 129 

of the results of current research into a paper or book which can be used for instruction.  In 130 

one of these ways -- original research or expression, critical analysis, or synthesizing 131 

existing data -- the good teacher should give evidence that he/she is functioning as a 132 

scholar. 133 

 134 

3. Service  135 

Service includes activities related to the institution, discipline and community. 136 

 137 

 138 

C. Methods of Evaluation for Reappointment of Tenure-Track Faculty 139 

 140 

1. Creation of subcommittee.  Prior to the first semester of a tenure-track faculty 141 

member's appointment, a subcommittee will be formed and charged with the 142 

responsibility of guiding and evaluating that faculty member.  This subcommittee will 143 

consist of two permanent PTR Committee representatives chosen by the PTR Committee 144 

Chairperson in consultation with the Chair of the Department for their ability to evaluate 145 

and direct the newly appointed individual's professional development. The two permanent 146 

members will alternate years serving as Subcommittee Chair.  In addition to the 147 

Subcommittee, a senior member of the faculty will likewise be selected to mentor the 148 

newly appointed individual on an informal basis. 149 

 150 

a. Modification of the subcommittee due to absence.   In the event that a 151 

permanent member of a subcommittee would be unable to complete his/her 152 

responsibilities as a co-chair for the duration of the subcommittee, a new 153 

permanent member will be appointed following the procedures in Paragraph 1 154 

above.  Examples of events that would initiate such a change might include an 155 

administrative appointment, retirement, or severance.  Should a permanent 156 

member be away on sabbatical leave for a defined term, The Chairs of the PTR 157 

Committee and the Department will appoint a temporary replacement. 158 

 159 

b. Modification of the subcommittee by request of the tenure-track faculty 160 

member.  The tenure-track faculty member may ask for a change in the 161 

permanent members of the subcommittee with a written request to both the 162 

Department Chair and Chairperson of the PTR Committee.  This request must be 163 

detailed and the specifics of the request will remain confidential.   The 164 

Department Chair and the PTR chairperson will consult to determine if changing 165 

composition of the subcommittee is warranted, and, if so, they shall select a new 166 

permanent member.   The Department Chair will explain the generalities of the 167 

change to the outgoing member of the subcommittee without providing any 168 

specifics of the written request. 169 
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 170 

2. Requirements and Expectations of Tenure-track Faculty.  The Subcommittee will 171 

explain and obtain the signature of the statement of Requirements and Expectations of 172 

Tenure-track Faculty (Appendix A).  This form will be placed in the faculty member’s 173 

permanent tenure file and a copy provided to the faculty member.  This will be completed 174 

prior to the beginning of the first semester of his/her appointment. 175 

 176 

3. Development of five-year plan.  The Subcommittee will be charged to work with the 177 

newly appointed faculty member to develop a specific five-year professional development 178 

plan. This plan must contain specific goals appropriate to institutional, departmental, and 179 

individual needs regarding teaching, service, and scholarship, and must contain 180 

benchmarks that indicate achievement of goals.  (For example, a specific goal might be 181 

the development of a research program that involves undergraduate and graduate 182 

students, and benchmark indicators might be publication of peer-reviewed papers in area 183 

of specialty, presentations at scientific meetings, and receipt of extramural funding.)  This 184 

plan must be developed by the third Friday in September and will be subject to approval 185 

by the Promotion and Tenure Committee as a whole. 186 

 187 

4. Classroom observation. The Chair and Secretary of the PTR Committee will determine 188 

which tenured faculty will participate in classroom teaching observations in a given 189 

semester.  Observation in the classroom of the newly appointed faculty member shall be 190 

arranged by the Subcommittee Chair to be completed by the third Friday in October.  The 191 

Subcommittee Chairs and the tenure-track faculty member will mutually agree upon the 192 

time and dates of the observations.  The tenure-track faculty member must be given an 193 

advance notice of at least one (1) week.  Each subcommittee Chair will normally 194 

participate in one observation with two to three additional tenured faculty present at each 195 

visit.  Following the classroom observation, each observer will prepare a written report 196 

evaluating faculty performance (Peer Evaluation form, Appendix B).  Evaluation should 197 

include examination of course materials such as syllabus, exams, etc.  Following the 198 

classroom observation, the subcommittee will meet with the newly appointed faculty 199 

member to discuss the classroom observation report that will be provided to the 200 

Promotion and Tenure Committee.   201 

 202 

5. Report to the PTR Committee.  The tenure subcommittee will report to the PTR as a 203 

whole on the newly appointed faculty member by the dates established by the University 204 

Calendar (See Appendix C-Important Dates).  The PTR will discuss and vote to approve 205 

the newly appointed faculty member's five-year plan.  Approval will require acceptance by 206 

two-thirds of all committee members present and voting.  Upon approval, the five-year 207 

plan will be used to evaluate the newly appointed faculty member throughout their 208 

probationary period, and cannot be altered without mutual approval of the faculty member 209 

and two-thirds of the PTR Committee.  In the event the PTR Committee does not approve 210 

the five-year plan, the tenure subcommittee will work with the newly appointed faculty 211 

member to develop a revised five-year plan to be brought to the PTR Committee by the 212 

first Tuesday in December. The approved five-year plan will be added to the candidates 213 

permanent tenure file.   214 

 215 

6. Spring classroom observation.  A newly appointed faculty member must be observed 216 

in the classroom in each of the first two semesters of their appointment.  In the second 217 

semester, at least two new representatives of the tenure committee will replace the 218 

faculty mentor and the rotating member on the tenure subcommittee.  Observations and 219 

evaluation will be conducted as described previously (see #4 above).   220 

 221 

7. Annual Review.  In the second year of a tenure-track faculty member’s appointment, and 222 

every year thereafter during the probationary period, the tenure subcommittee will 223 

conduct an annual review of that faculty member’s progress.  Committee members will 224 
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examine the Annual Report of the probationary faculty member from the previous year 225 

and compare this with the goals and benchmarks stated in the five-year plan.  Additional 226 

material supporting the Annual Report may be included in this review.  The subcommittee 227 

chair may schedule a meeting of the subcommittee with the tenure-track faculty member 228 

to aid in gathering information.  The subcommittee must prepare a written report detailing 229 

their assessment of the probationary faculty member’s professional development.  The 230 

classroom observation results from the previous spring should be included in this report.  231 

This annual review must be completed and forwarded to the Promotion and Tenure 232 

Committee by the dates established by the University Calendar (See Appendix C-233 

Important Dates) 234 

 235 

8. Modification of five-year plan. The tenure-track faculty member may request 236 

modifications to her/his five-year plan.  These changes must be forwarded to the PTR 237 

Committee prior to the third Friday in September.  Any modifications must receive a two-238 

thirds affirmative vote of the PTR Committee.   239 

 240 

9. PTR Committee assessment and reappointment decision.  The subcommittee will 241 

present its annual review to the PTR Committee as a whole by the dates established by 242 

the University Calendar (See Appendix C-Important Dates). The written report will be 243 

discussed, and either approved or modified, as deemed appropriate by PTR Committee.  244 

The final version must be acceptable to two-thirds of the PTR committee present and 245 

voting.  Following acceptance of the written report, the PTR Committee will vote on the 246 

reappointment of the tenure-track faculty member following the voting guidelines stated in 247 

VI D below.  A two-thirds majority positive vote of those voting is necessary to 248 

recommend reappointment. The final version of the report will be provided to the 249 

probationary faculty member.  The Chairs of the subcommittee will meet with the faculty 250 

member to explain the position of the PTR Committee.  The probationary faculty member, 251 

the chairperson of the PTR Committee, the Chairs of the tenure subcommittee, and the 252 

Departmental Chair, must all sign this final version of the annual review.  The signed 253 

annual review will be added to the candidates permanent tenure file.  The 254 

recommendation for reappointment will be recorded on the DSR form to be submitted to 255 

the College PTRM Committee, by the Wednesday before Thanksgiving. 256 

 257 

10. Non-reappointment. Negative recommendations at any level regarding the annual 258 

review, merit, promotion, tenure, reappointment and/or the comprehensive five-year 259 

review shall be delivered in writing in person or sent by certified mail to the faculty 260 

member's last known address by the administrator at the appropriate level. The chair has 261 

responsibility for conveyance of any recommendation made at the departmental level and 262 

the Dean has responsibility for conveyance of any recommendation made at the college 263 

level. The Provost has responsibility for conveyance of any decision rendered by the 264 

Provost. Negative recommendations shall be delivered in writing in person or by certified 265 

mail, return-receipt-requested, and post-marked no later than the date on which reports 266 

are to be distributed to the faculty member according to the university PTRM calendar. 267 

 268 

11. Appeals. The process for appeals of the PTR Committee follow those of the FCSM, and 269 

are outlined in Appendix D (Appeals Procedures) 270 

 271 

12. Continued classroom observation.  Tenure-track faculty must be observed in the 272 

classroom, each year, throughout their probationary period.  In addition the new faculty 273 

member must be observed in any new course he/she teaches.  The Chair of the tenure 274 

subcommittee will arrange for classroom observations as described previously (see #4 275 

above).  Observations will take place during the spring semester unless a new course is 276 

offered initially in the fall semester.  Each spring, the non-permanent members of the 277 

tenure subcommittee will be replaced so that every member of the PTR Committee has 278 

the opportunity to participate in a probationary faculty member’s evaluation.   279 
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 280 

13.  Third-year review: At the conclusion of the Fall semester during a candidate’s third year at 281 

Towson University, the department PTR Committee shall conduct a “Third Year Review” 282 

of tenure-track candidates.  The purpose of the review is to serve an advisory and 283 

mentoring function for the faculty member.  The review will be done in concert with the 284 

Guidelines for Development of Departmental Standards and Expectations for Teaching, 285 

Scholarship and Service, as described in the Towson University Faculty Handbook, 286 

Addendum A.  Candidates will be evaluated on three primary dimensions: Teaching, 287 

Scholarship and Service. As noted below, department committee evaluations of a 288 

candidate’s interim progress will become part of the faculty member’s file at the 289 

department level and shared with the Dean; however, it will not be forwarded to either 290 

the college PTRM committee or the provost. 291 

   292 

A. Dossier: At the conclusion of the Fall semester during a candidate’s third year at 293 

Towson University, tenure track faculty should prepare an dossier of activities for 294 

evaluation by the department’s PTR committee.  For purposes of the Third Year Review, 295 

the materials needed are outlined in Appendix E. 296 

 297 

B. Third-year evaluation: The PTR committee will assess the third year review 298 

candidate and will produce a clear statement of progress toward tenure. All 299 

documentation is due to the Chair of the PTR Committee by the dates established by the 300 

University Calendar (See Appendix C-Important Dates), both in writing and in a face-to-301 

face meeting with the department Chair and the Chair of the PTR Committee. This 302 

feedback also will be shared with the Dean.  This evaluation serves an advisory and 303 

mentoring function for the faculty member. The faculty member should receive feedback 304 

related to teaching, scholarship and service in detail deemed sufficient by the 305 

department.  A three-level scale provides a guideline for evaluation: 306 

 307 

          1. Superior progress. Performance in teaching, scholarship and service that 308 

projects excellent progress towards tenure. 309 

2.Satisfactory progress. Developing towards excellence in teaching and scholarly 310 

productivity with satisfactory service. The department has determined that 311 

progress towards tenure is satisfactory but improvements may be needed.    312 

3. Unsatisfactory progress. Change by the faculty across one or more dimensions 313 

is necessary. This means that continued performance at this level is unlikely to 314 

result in a favorable tenure decision. 315 

 316 

VI. Tenure Recommendation Procedures 317 

A. Tenure review will follow the calendars of the University committees. The calendar is found in 318 

Appendix C. 319 

B. The tenure review normally occurs in the penultimate year of the probationary period.  The 320 

department may, in exceptional circumstances and at the request of the tenure track faculty, 321 

make a tenure recommendation earlier than the normal tenure review date.   322 

C. Prior to the meeting at which the ballot will be cast, the candidate's dossier containing annual 323 

reports and observer evaluations from his/her years of probation will be made available to 324 

Tenure Committee members.  Faculty Tenure/Promotion dossiers must be submitted to the 325 

Department Chair or designees by the third Friday in June.  However, faculty may update 326 

their dossier until the third Friday in September, regarding work done prior to June 1. 327 

D. The order in which candidates will be discussed and voted upon will be determined by 328 

drawing lots.  Votes will be cast in the form of a closed ballot. All votes regarding tenure, 329 

promotion, reappointment, merit, and/or comprehensive reviews taken by any committee 330 

and/or the department shall be by secret ballot, signed with the Towson University ID 331 
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number, and dated by the voting member, and tallied by the committee chair. The committee 332 

chair shall forward a signed, dated report of the results of the vote and the committee's 333 

recommendations to the next level of review. The secret ballots shall not be included in the 334 

faculty evaluation portfolio, but shall be forwarded under separate cover to the Provost, to be 335 

preserved with the tenure and promotion file for three (3) years following the faculty member's 336 

termination or resignation from the university. No committee member shall abstain from a 337 

vote for tenure or promotion unless the Provost authorizes such abstention based on good 338 

cause, including an impermissible conflict of interest. To be recommended for tenure within 339 

the Department of Biological Sciences, at least two-thirds of the PTR Committee members 340 

present must approve the recommendation.  341 

E. In the event of a decision not to recommend tenure, notice shall be delivered in person or 342 

sent by certified mail to the faculty member's last known address by the administrator at the 343 

appropriate level. The chair has responsibility for conveyance of any recommendation made 344 

at the departmental level and the Dean has responsibility for conveyance of any 345 

recommendation made at the college level. The Provost has responsibility for conveyance of 346 

any decision rendered by the Provost. Negative recommendations shall be delivered in 347 

writing in person or by certified mail, return-receipt-requested, and post-marked no later than 348 

the date on which reports are to be distributed to the faculty member according to the 349 

university PTRM calendar. 350 

F. Appeals of the final decision of the PTR Committee follow the process outlined in Appendix D 351 

(Appeal Procedures). 352 

 353 

VII. Promotion Recommendation Procedures: 354 

 355 

A.  The Calendar of the promotions process follows the dates established by the University 356 

(See Appendix C-Important Dates).  357 

 358 

B. Documents required are outlined in Appendix E (Instructions for the Fisher College of 359 

Science and Mathematics (FCSM) Promotion & Tenure Dossier. 360 

 361 

C.  Letters of Evaluation for Promotion to Professor 362 

 363 

Letters of evaluation from external reviewers will be solicited from outside the University 364 

pursuant to the Guidelines approved by the Faculty Senate. In general, external evaluators 365 

should not be current or former mentors, students or collaborators within the past five years, nor 366 

should they pose other significant potential conflicts of interest. Candidates may also submit 367 

names of those persons that they prefer NOT be asked to write an evaluation. The external 368 

evaluation will address the candidate's scholarship as it relates to the candidate's promotion to 369 

Professor. The letters will remain confidential and will not be made available to the faculty 370 

member. These letters will not be included in the faculty evaluation portfolio, but will be 371 

forwarded under separate cover to each subsequent level of review. 372 

 373 

Contents of the evaluation dossier to be sent to external reviewers: Reviewers will be 374 

provided with a description of the mission and teaching and research expectations of 375 

Towson University, the Fisher College, and the Department of Biological Sciences, to 376 

provide context for the review. The materials to be sent to external reviewers who have agreed to 377 

provide a review will be in electronic format only. They should be limited to: 378 

 A curriculum vitae 379 

 The applicant's supporting statement focusing on the area of scholarship and reflecting 380 

on accomplishments during the evaluation period 381 

 A maximum of three (3) publications or other scholarly products, either as readable files 382 

or internet links thereto. The external evaluators will be able to request additional items 383 

on the candidate's curriculum vitae by contacting the Department Chairperson 384 

 385 

 386 



 9 

 387 

 388 

VII. COMPREHENSIVE REVIEW 389 

 A. Selection of faculty for review 390 

  1. Faculty are to be reviewed five years after being granted tenure and at least every fifth year 391 

thereafter. 392 

  2. Faculty are to be reviewed in the event that, when evaluating the faculty member for merit, an 393 

“Unsatisfactory” rating was given in the same area (i.e., teaching, service or scholarship) two 394 

consecutive years.  The review is made in the year following the second Unsatisfactory 395 

evaluation. 396 

  3. Schedule for reviews will be updated by the Chair of the PTR Committee yearly and made 397 

available to faculty. 398 

 B. Documents used in evaluation  399 

  1.  Faculty up for comprehensive review will submit a dossier in a single three-ring binder, as 400 

indicated in Appendix E, Section VIII.  401 

  2.  The PTR Committee will add to the dossier their evaluation of teaching based on the 402 

observation that they will make.   403 

 C. Procedure  404 

  1. The Chair of the PTR Committee appoints two or three PTR Committee members to serve on a 405 

subcommittee for the comprehensive review of a faculty member. 406 

  2. The subcommittee arranges for and makes classroom observation of faculty, prepares a 407 

teaching evaluation, reviews the dossier provided by faculty, and prepares a written 408 

comprehensive evaluation of performance in the areas of teaching, scholarship, and service.  409 

This evaluation must clearly indicate whether the subcommittee finds performance in these 410 

areas “acceptable” or “unacceptable” and must contain a detailed, written explanation of why 411 

the faculty member’s performance is being evaluated as such. 412 

  3. The written evaluation is read and discussed by full PTR Committee and amended as 413 

appropriate. 414 

           4. The full committee then votes, by secret ballot, as to whether they Approve or Disapprove of the 415 

written recommendation.  A majority of committee members must agree to send the written 416 

evaluation to the College in its current form.  In the event that such a majority is not obtained, 417 

further discussion, revision of the written recommendation, and voting will ensue until such 418 

majority is reached.   419 

  5. As per TU Policy, all votes regarding comprehensive reviews taken by any committee shall be 420 

by secret ballot, signed with the Towson University ID number, dated by the voting member, 421 

and tallied by the committee chair. The committee chair shall forward a signed, dated report of 422 

the results of the vote and the committee’s recommendations to the next level of review. The 423 

secret ballots shall not be included in the faculty evaluation portfolio, but shall be forwarded 424 

under separate cover to the Provost, to be preserved with the tenure and promotion file until 425 

three (3) years following the faculty member’s termination or resignation from the university. No 426 

committee member shall abstain from voting unless the Provost authorizes such abstention 427 

based for good cause, including an impermissible conflict of interest. 428 

          6.  Committee members disapproving of the majority’s evaluation may singly or collectively prepare 429 

their own evaluation or a rebuttal to the majority’s evaluation and add it to the faculty member’s 430 

dossier alongside the majority evaluation.  431 

   7. The chair and/or secretary of the PTR Committee will provide a copy of each written evaluation 432 

(including minority evaluations/rebuttal) to the faculty member.  The committee will also report, 433 

in writing, the number of committee members that voted to Approve or Disapprove of the 434 

majority’s evaluation (i.e., the size of the majority).  All written evaluations are to be signed by 435 

the faculty member and returned to the PTR Committee secretary or designee.  Specifically, the 436 

faculty member will sign a statement indicating that s/he has read the evaluation. This signature 437 

is not intended to indicate agreement with the evaluation.  Failure to sign shall not prevent any 438 

document from being forwarded to the next evaluation level. 439 

 440 

  8. If five-sevenths or greater majority of faculty members deem a faculty member’s performance in 441 
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any area (teaching, service, or scholarship) “unacceptable,” this will be considered a “negative 442 

evaluation.” Negative evaluations must be delivered in person by the department chairperson 443 

or sent by certified mail to the faculty member’s last known address.  A negative evaluation that 444 

is not overturned on appeal, automatically triggers the development of a written professional 445 

development plan to remediate the faculty member’s failure to meet minimum expectations as 446 

noted in the comprehensive review.  Details are provided in the University's PTRM policies and 447 

procedures document.  448 

   9. In the event that the faculty member under review wants to challenge, rebut, or appeal the 449 

committee's evaluation, they must follow procedures outlined below (Appendix D).  450 

 451 

452 
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Appendix A 453 

 454 

455 

456 

REQUIREMENTS AND EXPECTATIONS OF TENURE-TRACK FACULTY 457 

 458 

(Readopted, February 10, 2000) 459 

 460 

1. General:  Faculty members in the Department of Biological Sciences are expected to 461 

fulfill general University requirements for all faculty (See Faculty Handbook). 462 

 463 

2. Teaching load: An average of nine (9) contact hours is typical.  In order that electives 464 

with small enrollments may be offered, instructors may be assigned up to 12 contact hours on 465 

occasion.   The latter arrangement would be assigned only if agreed upon by the faculty member 466 

involved.  All scheduled course hours are to be met except in the case of emergency or sickness 467 

unless prior permission has been obtained from the Department Chairperson.   For core courses 468 

in the Department, a common syllabus has been prepared and accepted.  Faculty should not 469 

deviate markedly from the basic syllabus.    470 

 471 

3. Course scheduling:  Specific course assignments are discussed at the time of hiring.  472 

Consistent with department needs, effort is made to assign courses on the basis of the individual 473 

instructor’s preferences.  Faculty members will be expected to teach, when asked, the more 474 

general, introductory courses and the specialty course(s) agreed upon at the time they were hired.  475 

This expectation does not apply to off-load courses which are available on an additional pay 476 

basis 477 

 478 

4. Other responsibilities: 479 

 480 

a. Advising of students: Departmental faculty members are assigned a number of 481 

biology majors as advisees. 482 

 483 

b. Committee and special task assignments:  Faculty members are expected to 484 

participate in faculty governance within the department.   Faculty members are 485 

encouraged to serve on college and university-wide committees. 486 

 487 

c. Miscellaneous requirements:  Attendance and participation at all department 488 

meetings is both an obligation and an opportunity to be part of the Departmental 489 

decision making process.  Periodically, faculty must fulfill other responsibilities 490 

necessary to the functioning of the Department and University (e.g., participation 491 

in commencement ceremonies). 492 

 493 

d. Scholarship:  Faculty members are expected to be active scholars.  Evidence of 494 

scholarship is evaluated for tenure and promotion decisions. 495 

 496 

e. Tenure, promotion, and merit considerations:  These policies are described in 497 

separate policy documents made available to each new faculty member. 498 
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 499 

 500 

 501 

 502 

 503 

 504 

I have read the preceding statements and will abide by these expectations of biology faculty 505 

members. 506 

 507 

 508 

________________________________________________ 509 

Faculty Member     Date 510 

 511 

 512 

________________________________________________ 513 

Department Chairperson    Date 514 

 515 

 516 

________________________________________________ 517 

Dean of College     Date 518 

 519 

 520 

521 
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522 

PEER TEACHING EVALUATION REPORT 523 

 524 

 525 

TO:  PROMOTION AND TENURE COMMITTEE OF THE DEPARTMENT OF 526 

BIOLOGICAL SCIENCES 527 

 528 

FROM:  SUB-COMMITTEE FOR THE EVALUATION OF  529 

 530 

RE:  EVALUATION FOR CONSIDERATION OF REAPPOINTMENT, TENURE OR 531 

PROMOTION 532 

 533 

SUBMITTED BY:  534 

 535 

DATE: 536 

------------------------------------------------------------------------------------------------------------------- 537 

 538 

A. Course in which the faculty member was observed (no. and name): 539 

 540 

B. Date of Observation: 541 

 542 

C. Presentation and content: 543 

 544 

D. Methodology: 545 

 546 

E. Interaction with students 547 

 548 

F. Summary of general performance: 549 

 550 

 551 

The above statement is an accurate summary of our evaluation: 552 

 553 

Signature of each subcommittee member:  554 

 555 

556 

 557 

558 

559 

560 

561 

562 

563 

564 

565 

566 

567 
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Appendix C: Important Dates 568 

 569 

The Third Friday in September in the year prior to an evaluation Faculty notify department 570 

chair of intention to submit materials for promotion and/or tenure in the next academic year. 571 

 572 

The Fourth Friday in September in the year prior to an evaluation Department chairperson 573 

notifies department faculty, Dean, and Provost of any department faculty member's intention to 574 

be reviewed for promotion and/or tenure in the next academic year. 575 

 576 

The First Friday in May Department and FCSM PTRM Committees are formed (elections for 577 

membership on the FCSM PTRM Committee are already completed). 578 

 579 

The Third Friday in June 580 

▪ All faculty members submit an evaluation portfolio to the department chair. 581 

▪ All faculty members with a negative comprehensive review must have final approval by chair 582 

and Dean of the written professional development plan. 583 

 584 

August 1 (USM mandated) Tenure-track faculty in the third or later academic year of service 585 

must be notified in writing of non-reappointment prior to the third or subsequent academic year of 586 

service if the faculty member's appointment ends after the third or subsequent academic year. 587 

 588 

The Second Friday in September University PTRM Committee shall meet and elect a chair and 589 

notify the Senate Executive Committee's Member-at-large of the Committee members and 590 

chairperson for the academic year. 591 

 592 

The Third Friday in September 593 

▪ FCSM PTRM Committee approval of faculty to be added to a department's PTRM Committee 594 

(if necessary). 595 

▪ Final date for faculty to add information to update their evaluation portfolio for work that was 596 

completed before June 1. 597 

▪ First year faculty members must finalize the Statement of Standards and Expectations for New 598 

Tenure-Track Faculty (SENTF) with the department chairperson. 599 

 600 

The Second Friday in October 601 

▪ Department PTRM committee's reports with recommendations and vote count on all faculty 602 

members are submitted to the department chairperson. 603 

▪ FCSM PTRM documents are due to the University PTRM Committee if changes have been 604 

made. 605 

 606 

The Fourth Friday in October 607 

▪ Department chairperson's written evaluation for faculty considered for reappointment in the first 608 

through fifth years, promotion, tenure, and comprehensive five-year review is added to 609 

the faculty member's evaluation portfolio and conveyed to the faculty member. 610 

▪ The department chairperson will place his/her independent evaluation into the evaluation 611 

portfolio. 612 

▪ The department PTRM committee's report with recommendations and vote count and the 613 

department chairperson's evaluation are distributed to the faculty member. 614 

 615 

The Second Friday in November The faculty member's evaluation portfolio, inclusive of the 616 

department PTRM committee's written recommendation with record of the vote count, and the 617 

written recommendation of the department chairperson, are forwarded by the department PTRM 618 

chairperson to the Dean's office. 619 

 620 

November 30
th

 621 

▪ All documentation to be used as part of the consideration process must be included in the 622 
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evaluation portfolio. 623 

▪ The Dean must notify the Provost in writing of reappointment/non-reappointment 624 

recommendation(s) for tenure-track faculty in their second or subsequent academic year 625 

of service. Negative recommendations shall be delivered in person by the Dean or sent 626 

by certified mail to the faculty member's home. 627 

 628 

The First Friday in December Department PTRM documents are delivered to the FCSM PTRM 629 

Committee if any changes have been made. 630 

 631 

The Second Friday in December First-year tenure-track faculty submit an evaluation portfolio 632 

for the Fall semester to the department chairperson. 633 

 634 

December 15
th

 (USM mandated date) Tenure-track faculty in their second and subsequent 635 

academic year of service must be notified by the President in writing of non-reappointment for the 636 

next academic year. 637 

 638 

The First Friday in January 639 

▪ The department PTRM committee reports with recommendations and vote count on all first-640 

year tenure-track faculty are submitted to the department chairperson. 641 

▪ The FCSM PTRM Committee reports with vote counts and recommendations for faculty 642 

reviewed for tenure and/or promotion are submitted to the Dean. 643 

 644 

The Third Friday in January 645 

▪ The Dean's written evaluation regarding promotion and/or tenure with recommendation is 646 

added to the faculty member's evaluation portfolio. 647 

▪ The FCSM PTRM Committee's report with vote counts and recommendations and the Dean's 648 

recommendation are conveyed in writing to the faculty member. 649 

▪ The department PTRM committee and chairperson recommendations concerning 650 

reappointment for first-year tenure-track faculty are delivered to the faculty member and 651 

the Dean. 652 

▪ All documentation for the third year review of tenure-track faculty is submitted by the faculty 653 

member to the department chairperson. 654 

▪ Department chair recommendations on reappointment of first-year faculty must be added to the 655 

faculty member's evaluation portfolio. 656 

 657 

The First Friday in February 658 

▪ The FCSM Dean forwards the summative portfolio inclusive of the Committee's and the Dean's 659 

recommendations of each faculty member with a recommendation concerning promotion 660 

and/or tenure or five-year comprehensive review to the Provost. 661 

▪ The Dean forwards all recommendations regarding reappointment/non-reappointment of first 662 

year faculty to the Provost. If the Dean disagrees with the department recommendation, 663 

the Dean shall prepare his/her own recommendation and send a copy to the faculty 664 

member and add this recommendation to the summative portfolio. 665 

 666 

The Second Friday in February 667 

▪ The Dean will, following his/her review, forward department recommendations for faculty merit 668 

to the Provost. If the Dean disagrees with the department recommendation, the Dean 669 

shall add his/her recommendation to the faculty member's evaluation portfolio and deliver 670 

the negative decision in person or by certified mail to the faculty member's home. 671 

▪ Department documents concerning promotion, tenure/reappointment, and merit (with an 672 

approval form signed by all current faculty members) are submitted to the University 673 

PTRM Committee. 674 

▪ Negative reappointment recommendations for first-year faculty are forwarded from the Provost 675 

to the President. 676 

 677 
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March 1
st

 First year faculty must be notified of non-reappointment by written notification from the 678 

University President. 679 

 680 

First Friday in March Faculty under third-year review must be provided with written and face-to-681 

face feedback on their performance toward tenure. Department to vote to changes in current PTR 682 

document 683 

 684 

Third Friday in March Provost's letter of decision on promotion and/or tenure is conveyed to the 685 

faculty member, department and FCSM PTRM Committee chairpersons, department chairperson, 686 

and Dean of the FCSM. 687 

  688 
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Appendix D: Appeal Procedures 689 

 690 

A) All appeals shall be made in writing. The timeframe for appeals at all levels is twenty-one (21) calendar 691 

days beginning with the date that the negative judgment is delivered in person or the date of the postmark 692 

of the certified letter.  693 

 694 

B) There are three (3) types of appeals. 695 

 1)  Substantive appeals refer to perceived errors in judgment by either department and/or 696 

college PTRM Committees, the department chairperson, the Dean and/or the Provost with regard to 697 

evaluation of the faculty member's performance. 698 

 699 

 a) The next higher level shall serve as the appeals body. Appeals must be delivered by 700 

certified mail or in person to the FCSM PTRM, Dean, or Provost within twenty-one 701 

(21) calendar days of notification of the negative recommendation. 702 

 b) The appeal must be in writing, clearly stating the grounds for appeal and must be 703 

accompanied by supporting documents. The faculty member may supplement the 704 

evaluation portfolio under review with any statement, evidence, or other 705 

documentation s/he believes would present a more valid perspective on his/her 706 

performance. 707 

 c) Appeals of departmental recommendations shall be copied to the department chair and 708 

the department PTRM chair. Appeals of FCSM recommendations shall be copied 709 

to the FCSM Dean and the FCSM PTRM Committee. 710 

 d) All challenge material shall be placed in the evaluation portfolio under review no later 711 

than five (5) business days before the evaluation portfolio is due to the next level. 712 

All material placed in the file, including challenge material, shall become a part of 713 

the cumulative expansion of the evaluation portfolio and shall not be removed by 714 

subsequent levels of evaluators. The evaluation portfolio under review, with 715 

additions, will be forwarded to the next level by the appropriate PTRM Committee 716 

chair. 717 

 e) Within fifteen (15) business days of receipt of a formal appeal with attached materials, 718 

the recipient of the appeal (e.g. the FCSM PTRM Committee, the university PTRM 719 

Committee, or the Provost) shall review the case and provide a written response to 720 

the substantive appeal. Copies of this letter will be provided to all parties who were 721 

copied on the original appeal letter. 722 

 f) Recommendations made by the Provost may be appealed to the President whose 723 

decision is final. 724 

 2) Procedural appeals relate to alleged errors in the procedures followed in the review, 725 

recommendation and notification process, and shall follow the procedures below. 726 

 a) Procedural appeals shall be made to the University PTRM Committee. 727 

 b) The appeal must be in writing, clearly stating the alleged procedural error(s). The 728 

appeal shall be accompanied by supporting documents and should be delivered by 729 

certified mail or in person to the respective Dean, Provost, or UPTRM chair within 730 

twenty-one (21) calendar days of having been notified of the negative 731 

recommendation. 732 

 c) Appeals of department recommendations shall be copied to the department chair, the 733 

department PTRM chair, the Dean and the University PTRM Committee chair. 734 

Appeals of FCSM recommendations shall be copied to the FCSM Dean, the FCSM 735 

PTRM Committee, the department chair, and the University PTRM Committee 736 

chair. Appeals of the Provost's recommendations shall be copied to the Dean and 737 

department chair. 738 

 d) Within fifteen (15) business days of receipt of a formal appeal with attached materials, 739 

the University PTRM Committee shall review the case and provide a written 740 

response. Copies of this response will be provided to all parties who were copied 741 

on the original appeal letter. 742 

 e) Recommendations of the University PTRM Committee may be appealed to the 743 
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President whose decision shall be final. The chair of the University PTRM 744 

Committee will monitor the appeal process. 745 

  746 

3) Appeals alleging unlawful discrimination in race, color, religion, age, national origin, gender, 747 

sexual orientation and disability shall follow the specific procedures described in Towson University policy 748 

06-01.00 — Prohibiting Discrimination on the basis of Race, Color, Religion, Age, National Origin, Sex 749 

and Disability. 750 

 751 

  752 

 753 

  754 
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Appendix E: Instructions for the Fisher College of Science and Mathematics (FCSM) 755 

Promotion & Tenure Dossier  756 

 757 

 758 

Each FCSM faculty member being evaluated for promotion and/or tenure is expected to prepare 759 

a dossier that addresses the professorial expectations of faculty in the University, the FCSM and 760 

the candidate's department. The materials in Sections A through D of this document should be 761 

organized into one (or more) three-ring loose leaf binder(s) in the indicated sequence, separated 762 

and indexed with tabs. This document addresses the organization of the dossier only and in no 763 

way is to be interpreted as setting or clarifying existing or future promotion and tenure policies for 764 

the FCSM.  765 

 766 

Section A: Summary and Recommendations 767 

 768 

Cover Page. The dossier begins with a cover sheet that includes the candidate's name, highest 769 

degree, present rank, department, date of appointment at Towson University and rank awarded, 770 

number of years of credit for prior service, dates for leaves of absence (with the purposes of the 771 

leaves indicated), and dates and places of previous promotions. This cover sheet should state the 772 

candidate's area of specialization within the discipline. The following format must be used (lines 773 

not applicable should be omitted): 774 

 775 

Name 776 

Highest Degree 777 

Present Rank 778 

Department 779 

Date of TU Appointment and Rank Awarded 780 

Number of Years of Credit for Prior Service (A copy of the letter stating the award should be 781 

attached.) 782 

Leaves of Absence(Descriptions and Purposes) 783 

Dates and Places of Previous Promotions and Ranks Awarded 784 

Areas of Specialization within the Discipline 785 

Proposed Rank 786 

 787 

Tab A.1. Curriculum Vitae 788 

 789 

Tab A.2. Summary of Major Accomplishments. A statement written by the faculty member is 790 

required for all promotion and/or tenure recommendations. This concise summary should 791 

highlight accomplishments of special merit and should include a statement in which the candidate 792 

describes how he or she has met the teaching, scholarship, and service expectations of the 793 

FCSM and University. (A typical summary is two or three pages in length.) 794 

 795 

Tab A.3. Recommendations. The written recommendation of the department rank committee 796 

and/or tenure committee; and the written recommendations of the department chairperson, of the 797 

FCSM PTRM Committee, and of the Dean of FCSM must be included. (Note: Letters from the 798 

FCSM Committee and the Dean will be added to the binder and copies given to the candidate.) 799 

 800 

Tab A.4. Departmental Summary Recommendation (DSR) forms for the Entire Evaluation 801 

Period. The candidate should submit Departmental Summary Recommendation (DSR) forms for 802 

the entire evaluation period. These forms should be arranged from most recent to the time of last 803 

evaluation, promotion or year of hire. A copy of the current year's Departmental Summary 804 

Recommendation (DSR) form must be presented to the candidate prior to submission of the 805 

candidate's binder to the FCSM PTRM Committee. 806 

 807 

Tab A.5. Fisher College of Science and Mathematics Promotion and Tenure Form (FCSM 808 

P&T Form). 809 
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 810 

Tab A.6. SENTF or Annual Reports (AR Parts I and II) for the Entire Evaluation Period. The 811 

candidate should submit annual reports for the entire evaluation period. These forms should be 812 

arranged from most recent to the time of last promotion or year of hire. 813 

 814 

Section B: Teaching 815 

 816 

The general expectation of the Fisher College is that teaching is the central function and that all 817 

faculty members strive to be outstanding teachers. Assessing teaching performance, however, is 818 

extremely difficult. Generally, no single criterion can be used to adequately judge teaching 819 

performance. 820 

 821 

Categories for Teaching. The following are the required categories for teaching and all 822 

significant contributions should be organized accordingly. 823 

 824 

Tab B.1. Courses Taught During the Evaluation Period: The candidate must provide a list of 825 

courses taught using the following format: 826 

 827 

SUMMARY OF COURSES TAUGHT, 20XX to 20XX 828 

Semester/year           Title and Course Number                           Number of Students 829 

1. Fall, 2006                Biology: The Science of Life / Biol115          24 830 

2. Spring 2007           Career Planning/BIOL 204   12 831 

 832 

The candidate must provide a copy of the most recent syllabus used for each course taught at 833 

Towson University during the evaluation period. Only one syllabus for each different course is 834 

required. Additionally quantitative student evaluation scores as designated by the department as 835 

well as complete student evaluation qualitative responses for each class should be included.  836 

 837 

Tab B.2. Peer Reports of Class Visits A minimum of one per year for tenure-track faculty and at 838 

least one within the last two years for candidates for promotion to Professor).  The following are 839 

additional potential categories for teaching and all significant contributions should be organized 840 

accordingly. 841 

 842 

Tab B.3. On-load Student Advising (Document the number of students/year, mentoring, special 843 

advising activities, etc.) 844 

 845 

Tab B.4. Honors or Special Recognition for Instruction: List and document. 846 

 847 

Tab B.5. Independent Studies, Practica, Honors Theses, Theses, and Dissertations: These 848 

items should be listed as follows: Independent Studies: Name of student(s), title of project, and 849 

date completed. 850 

 851 

 Practica: Name of student(s), title, and date completed. 852 

 Honors Theses: Name of student(s), title, and date completed. 853 

 Theses: Name of student(s), title, and date completed. 854 

 855 

Tab B.6. Curriculum Materials: List textbooks written by and articles published by the candidate 856 

related to the candidate's instruction. A copy of each article must be provided. For books, provide 857 

photocopies of the cover, title page, and table of contents. 858 

 859 

Tab B.7. Other Materials: The candidate should include other documents that he or she 860 

considers to be relevant for teaching that do not appear in the categories above (e.g., new 861 

courses developed, international teaching exchange, sabbatical activities related to teaching, 862 

etc.). 863 

 864 
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 865 

Section C: Scholarship 866 

 867 

The FCSM recognizes that faculty members may undertake four types of scholarship as defined 868 

by the well-known Boyer Model: the scholarship of discovery, of integration, of application, and of 869 

teaching. The general expectation of the FCSM is that all faculty members should be able to 870 

demonstrate the presence of an active and ongoing program of scholarship in one or more of 871 

these forms. The faculty member needs to demonstrate the ability to initiate and carry to 872 

completion scholarly work at Towson University in his or her research specialty. Scholarly work is 873 

considered validated when it is submitted for peer review and deemed worthy of publication or 874 

other form of dissemination. Submission for peer review of competitive proposals for extramural 875 

funding is also a valid form of scholarship.  This section should begin with a table of contents 876 

listing all documents that support the areas of scholarship listed below. 877 

 878 

Categories for Scholarship The following are the potential categories for scholarship and all 879 

significant contributions should be organized accordingly. 880 

 881 

Scholarly Writings in Journals, Books, Monographs, and Reviews: 882 

 883 

Tab C.1.a. Books and Monographs, For published works, give the title, publisher, and date of 884 

publication. For works accepted for publication, indicate whether an item is a book manuscript in 885 

press and scheduled for publication at a definite date. 886 

 887 

Tab C.1.b. Articles in Peer-Reviewed Journals. For published or accepted articles, give the 888 

title, journal, volume, page numbers, date (or projected date of publication), names of the authors 889 

as they appear in print. For manuscripts submitted for publication, indicate whether the article has 890 

been published, is accepted for publication, or has only been submitted. Co-authors who are 891 

students should be identified as such. 892 

 893 

Tab C.1.c. Conference Publications. Give the title, authorship, date, name and location of the 894 

conference, and whether the publication was peer reviewed. Co-authors who are students should 895 

be identified as such. 896 

 897 

Tab C.1.d. Book Reviews, Abstracts, and Reports. Give the title, author, place of appearance, 898 

and date of publication or projected publication. Co-authors who are students should be identified 899 

as such. 900 

 901 

DOCUMENTATION 902 

 903 

Within each relevant tab, provide copies of articles, book reviews, etc., listed in paragraphs a 904 

through d, above. For books, provide photocopies of the cover, title page, table of contents, etc., 905 

within the tabs. In the case of articles, books, monographs, book reviews, abstracts, and reports 906 

accepted for publication but not yet published; provide copies of letters of acceptance, 907 

agreements and contracts. In the case of works submitted and under review, documentation 908 

showing that the submission has been received and is being considered is required. 909 

 910 

Tab C.2. Presentations at Professional Meetings: A list of presentations at professional 911 

meetings should be provided. This should include the title and date of the presentation, and the 912 

name and location of the meeting. DOCUMENTATION: Provide either official acceptance letters 913 

or photocopies of the meeting agenda listing the presentation title and authorship. 914 

 915 

Tab C.3. Awards and Grants: List scholarships, fellowships, travel awards, personal 916 

development grants, grants funded by or submitted to local agencies, and grants from national 917 

agencies. DOCUMENTATION: Provide official letters of award indicating the amount and period 918 
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of the award, and the precise role of the candidate and any other co-principal or co-investigator in 919 

the research or required activities funded. 920 

 921 

Tab C.4. Science Education and Mathematics Education Workshops: List professional 922 

development workshops and other activities organized or led by the candidate. Indicate the 923 

candidate’s role in each workshop or activity. The list should include dates of service, and 924 

documentation should be provided. 925 

 926 

Tab C.5. Significant Professional Services:List memberships on editorial boards, activities as 927 

referee for scholarly journals, activities as referee for granting agencies, memberships on 928 

evaluation panels, and services as critic, juror, and/or consultant for professional organizations. 929 

Include only those activities that are a reflection or outcome of the candidate's scholarly expertise 930 

(other professional service activities may be included within Section D). Documentation verifying 931 

the activity should be provided. 932 

 933 

Tab C.6. Recognition by National, Scholarly, and Professional Associations: List and 934 

include titles of honors, awards, fellowships, and internships. A copy of the award letter or other 935 

documentation should be provided. 936 

 937 

Tab C.7. General Recognition Within One's Discipline: List requests for colloquium 938 

presentations or workshops, and any other general recognition. Copies of invitation letters or 939 

official programs should be provided. A list or a summary of citations and references to the 940 

candidate’s work by others may be included. 941 

 942 

Tab C.8. Other: List and include here materials for which descriptions are not presented in any of 943 

the other categories above. These materials may not include work in progress. 944 

 945 

Section D: Service 946 

The general expectation of the Fisher College is that all faculty members should be actively 947 

engaged in service, to the department, the College, the University community, and to the faculty 948 

member’s discipline. The exact level of service is primarily a departmental function and no 949 

specific level of service is mandated here (specific levels of Service are outlined in the Faculty 950 

Handbook.) Faculty members are expected to make useful, documented contributions to their 951 

department, their College, the University, and to their discipline. 952 

 953 

Categories for Service The following are the potential categories for service and all significant 954 

contributions should be organized accordingly. 955 

 956 

Tab D.1. Contributions to the department and/or interdisciplinary program: List 957 

memberships on departmental committees, development of programs, and activities. List only 958 

contributions not related to professional development or instruction. 959 

 960 

Tab D.2. Committee Responsibilities at the College, University, or System Level: List 961 

committees and periods of service. 962 

 963 

Tab D.3. Support of Local, State, National, or International Organizations: List 964 

consultantships, memberships on advisory boards, and offices held, and include dates of service. 965 

 966 

Tab D.4. Assistance to Colleagues: List official or unofficial mentorship of colleagues, 967 

consultation about educational problems, reviews of manuscripts, collaboration on research 968 

projects, and contributions to programs in other concentrations, departments, or schools. 969 

 970 

Tab D.5. Significant Community Participation: List lectures, speeches, presentations, and 971 

short courses presented in the community and include dates. 972 

 973 
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Tab D.6. Meritorious Public Service: List assistance to governmental agencies and 974 

development of community, state, or national resources and include dates. 975 

 976 

Tab D.7. Contributions to Professional Associations: List organizational offices held or 977 

contributions to professional organizations and include where appropriate dates of term, and 978 

method of selection (e.g., by appointment, by election). 979 

 980 

VI Additional Evaluation Materials for Third Year Review of Faculty 981 

Evaluation portfolio materials for third-year review of faculty must include the above items in 982 

Section V, as well as: 983 

▪ Syllabi of courses taught in the previous two years, 984 

▪ Student and peer/chairperson evaluations of teaching and advising for the previous two years 985 

and the fall semester of the current year, and 986 

▪ Narrative statement in which the faculty member describes how he or she has met and 987 

integrated teaching, scholarship and service expectations based on his/her workload 988 

agreements for the period under review. 989 

 990 

VII Instructions for the Provost's Binder 991 

B. A summative dossier should also be prepared to be forwarded to the Provost. The following materials 992 

should be submitted in a one inch binder clearly labeled with the faculty member’s name, 993 

department, and area of review. Do not use plastic sheet protectors. The documents required 994 

will be limited to the following in the exact order: 995 

 996 

Section I 997 

▪ Curriculum Vitae 998 

▪ A copy of one recent peer-reviewed publication or description of a comparable creative activity. 999 

Section II 1000 

▪ University Forms: Completed and signed Annual Report (AR I & II) or Chairperson's Annual 1001 

Report (CAR I & II) Forms arranged from most recent to the time of last promotion or year 1002 

of hire. 1003 

Section III 1004 

▪ Summary of student evaluations across the evaluation period. Faculty using the new university 1005 

evaluation forms should submit the summary of results for each course received from the 1006 

assessment office. Those using departmental forms should compile the data in a format 1007 

that will allow analysis of trends over time. 1008 

▪ Include a narrative statement about individual teaching and/or advising philosophy and an 1009 

interpretation of student and/or peer/chairperson evaluations. 1010 

▪ For tenure, promotion, and comprehensive review, peer teaching evaluations shall be included. 1011 

Section IV 1012 

▪ Supporting Statement: Summary statement describing correlation between expectations and 1013 

accomplishments and integrating accomplishments in the areas of scholarship, teaching, 1014 

and service. 1015 

Section V 1016 

▪ Recommendations (to be added by the appropriate party). 1017 

▪ Written recommendation of the department rank committee and/or tenure committee, including 1018 

the Departmental Summary Recommendation form. 1019 

▪ Written recommendation of the academic chairperson. 1020 

▪ Written recommendation of the FCSM PTRM Committee. 1021 

▪ Written recommendation of the academic dean. [ NOTE: For Section V, the FCSM PTRM 1022 

Chairperson and the dean have responsibility for ensuring that all recommendations are 1023 

included in the folder. ] 1024 

▪  1025 

The department should retain any other supportive materials and make them available if needed. These 1026 

materials are not to be forwarded unless specifically requested. Binders that do not comply with this 1027 

organization will be returned to the college. 1028 
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 1029 

 1030 

VIII Instructions for the Comprehensive Five-Year Review 1031 

Sections I-IV of the Comprehensive Five-Year Review binders will be identical to those of 1032 

Provosts P&T binders, as described above in VII. Instructions for the Provost's Binder, and will 1033 

cover the five years under review. Section V  Evaluations  should only include the following: 1034 

▪ Final evaluation of the departmental Comprehensive Review Committee, 1035 

▪ Letter of evaluation from department chairperson, 1036 

▪ Letter of evaluation from academic dean, and 1037 

▪ Peer teaching evaluations. 1038 

  1039 
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DEPARTMENT OF BIOLOGICAL SCIENCES 1040 

 1041 

POLICIES AND PROCEDURES OF THE MERIT COMMITTEE 1042 

 1043 

I. PREAMBLE 1044 

 A. The basic statements of faculty requirements and expectations are established by the University 1045 

System of Maryland (USM) Board of Regents and are stated in the University System Policy on 1046 

Appointment, Rank, and Tenure of Faculty and the University System of Maryland Policy on 1047 

Faculty Workload and Responsibilities.  Towson University (TU) statements include the TU Policy 1048 

on Faculty Evaluation for Promotion, Tenure/Reappointment, and Merit and the TU Policy on 1049 

Faculty Workload and Responsibilities  1050 

 B. Separate committees in the Department of Biological Sciences are responsible for tenure, 1051 

promotion and comprehensive review policy (P&T Committee) and for merit (Merit Committee).   1052 

 1053 

II. RESPONSIBILITIES 1054 

 A. The Merit Committee shall evaluate faculty for merit.   1055 

 B. The Merit Committee shall evaluate existing policy and documents and make recommendations for 1056 

change to the faculty of the Department of Biological Sciences. 1057 

 1058 

III. MERIT COMMITTEE MEMBERSHIP 1059 

 A. Composition and Terms 1060 

  1. The Departmental Merit Committee will be composed of seven full-time tenured faculty 1061 

members and the Departmental Chair, who will serve as a non-voting member.  At least three 1062 

new individuals must be elected to the committee each year.  Faculty will generally serve a two-1063 

year term, although some faculty may serve a one-year term if this is needed to allow for the 1064 

election of three (3) new individuals any particular year.  New terms begin immediately upon 1065 

election of new committee members at the February meeting of faculty.  After completing their 1066 

term, faculty will be ineligible for election to the committee, if possible, for a period of two years. 1067 

 B. Eligibility requirements 1068 

  1. Ineligible faculty members include:  1069 

   a) those who have served on the committee within the previous two years 1070 

   b) those requesting to be considered for promotion during the subsequent academic year 1071 

   c) those whose current promotion decision is under appeal 1072 

   d) those who will be on sabbatical during the fall semester of the coming academic year 1073 

               e) those who are scheduled for comprehensive review during the year in which the committee is 1074 

active 1075 

               f) the Tenure Committee chair in the upcoming fall semester 1076 

g) lecturers 1077 

 1078 

 C. Selection 1079 

  1. Election for members shall be by the tenured and tenure-track faculty and lecturers who were 1080 

evaluated by the Committee the previous year.  Prior to the election, the current committee 1081 

chair will query faculty members eligible for election, asking if any individuals wish to identify 1082 

themselves prior to the vote as individuals willing to serve on this committee.   1083 

  2. One ballot listing the eligible faculty will be cast anonymously.  Each faculty member will vote for 1084 

as many individuals as are required to put seven individuals on the committee.  Individuals 1085 

receiving the most votes shall be elected.  1086 

  3. If there is a tie among faculty for the final position, additional ballots listing only the tied eligible 1087 
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faculty will be cast until clear winners are determined. 1088 

     4.  The committee secretary will keep a record of the number of votes received by each eligible 1089 

faculty member. If at any time an elected committee member becomes ineligible or unavailable 1090 

for service, they will be replaced by the individual receiving the next most number of votes in 1091 

the previous election.  In the event that two or more potential alternates have identical vote 1092 

totals, individual(s) will be selected by coin flip or some other random procedure. 1093 

 1094 

   1095 

IV. GENERAL PROCEDURES 1096 

 A. Election of Officers 1097 

  1. Immediately following selection of the committee, the committee shall meet and elect a chair 1098 

and a secretary.  Co-chairs are permitted. 1099 

  2. Election shall be by nominations from within the committee. 1100 

  3. Nominees who accept nomination shall be elected upon a simple open, majority vote of the 1101 

entire committee. 1102 

  4. If no nominations occur, or no nominee accepts a nomination for either the committee chair or 1103 

secretary position, the Departmental Chair shall be informed and s/he will appoint committee 1104 

members to the open position(s). 1105 

  1106 

 B. Duties 1107 

   1. Chair or Co-chairs of Merit Committee 1108 

    a. Ensure that the calendar, policies and procedures of the committee are followed. 1109 

    b. Schedule and preside over all meetings of the committee. 1110 

    c. Distribute materials describing evaluation procedure and documents required from faculty. 1111 

    d. Assign to committee members specific duties and responsibilities such as subcommittees 1112 

and writing recommendations. 1113 

    e. Conduct, with the aid of the secretary, elections for the new committee. 1114 

   2. Secretary of Merit Committee 1115 

    a. Maintain a record of all decisions of the committee. 1116 

    b. Collect and maintain evaluation portfolios (hereafter called a “dossier”) from each faculty 1117 

member to be evaluated. 1118 

    c. Assist the committee chair in preparing and distributing the Report to Faculty Member on 1119 

Performance and Merit to faculty regarding the outcome of deliberations. 1120 

     1121 

  C. Organization of meetings 1122 

   1. Quorum 1123 

    a. Personnel decisions 1124 

     i) For deliberations of faculty dossiers and votes on Merit all voting members of the Merit 1125 

Committee must be present.  In the event of an immediate and unexpected 1126 

emergency, one individual may be absent from a meeting if postponing the meeting 1127 

makes it likely that the committee cannot complete its work by the required deadlines.  1128 

If that individual is certain or likely to miss more than one meeting of the committee, 1129 

they must be replaced by another individual following procedures described above. 1130 

     ii) Committee members will be absent when their own files are discussed, and a quorum 1131 
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shall be the remaining members. 1132 

    b. For deliberations of committee policies and procedures, a quorum shall be five of its 1133 

members 1134 

 1135 

   2. Voting 1136 

    a.  All votes shall be by secret ballot, dated and signed with the Towson University ID 1137 

number of the voting committee member and tallied by the committee chair or designee 1138 

(e.g., secretary). The committee chair shall forward a signed, dated report of the results 1139 

of final votes to the next level of review. The secret ballots shall not be included in the 1140 

faculty evaluation portfolio, but shall be forwarded to the Provost’s office as per 1141 

University’s PTRM policies and procedures. 1142 

  3. Confidentiality 1143 

a. All discussions and votes are confidential. Points of discussion and vote results will not be 1144 

shared outside of the Committee. 1145 

 1146 

D. Evaluation and Revision of Policies for Merit 1147 

1. Three Year Review 1148 

a. Every three years the Merit Committee will conduct a complete review of the merit 1149 

policies with input from the faculty. 1150 

 1151 

b. The document, whether or not revisions have been made, will be distributed to all tenured 1152 

and tenure track faculty and lecturers who were evaluated by the Committee the previous 1153 

year, at least ten (10) business days prior to the first Tuesday in December. 1154 

 1155 

c. The document will be presented to faculty for discussion, revision, and approval by a 1156 

simple majority vote at the December department meeting.  With the exception of faculty 1157 

who are on leave from the department, the signature of each tenured or tenure-track faculty 1158 

member and lecturers who were evaluated by the Committee the previous year, on the 1159 

Approval Form will signify that s/he has voted on the documents. 1160 

 1161 

d. The revised policies will be submitted to the FCSM PTRM committee for approval. 1162 

 1163 

e. The Committee may, in any year, call for specific revisions. 1164 

 1165 

V. CALENDAR  1166 

   1167 

 A. February meeting of the faculty: Election of Merit Committee.  1168 

 B. Second Friday in May: Annual Faculty Workload Expectations document (AFWEs) due to 1169 

Departmental Chair for review. 1170 

 C. Third Friday in June:  Faculty merit dossiers due to Department Chair or designee(s).  Faculty can 1171 

request extension of deadline with justification (e.g., in the field conducting research), but must 1172 

submit dossier no later than one week prior to the first day of fall semester classes. 1173 

     F. Third Friday in September: Last day for faculty or chairperson to update dossiers regarding work 1174 

done prior to June 1. 1175 

     G. Second Friday in October: The committee submits merit evaluations to the departmental chair.  1176 

The department chair may prepare an independent written evaluation of performance and 1177 

recommendation for merit. All evaluations prepared by the department chair must be completed 1178 

by the fourth Friday in October.  Such evaluations will be added to the appropriate dossier(s) 1179 

and a copy will be conveyed to the faculty member.  The department chairperson places his/her 1180 

independent evaluation into the appropriate dossier. 1181 
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     H.  Fourth Friday in October:  1182 

   1. The Merit Committee evaluation and any chairperson evaluations are given to all faculty.  1183 

Negative recommendations (i.e., performance over the previous year deemed Not 1184 

Meritorious) shall be delivered in person by the department chairperson or sent by certified 1185 

mail to the faculty member’s last known address. Faculty members have 21 days to appeal 1186 

decisions to the College P & T Committee (see below).   1187 

    1188 

     I. Second Friday in November:  The faculty member’s dossier, inclusive of evaluations and records of 1189 

vote count, and the written recommendation of the department chairperson, are delivered to the 1190 

college. 1191 

     J. 30 November: Final date for faculty to add material to “Information Added” section of their dossier 1192 

(purpose of this special section is described below). 1193 

     K.  Before the first day of the spring semester: The department chairperson shall meet with each faculty 1194 

member to discuss the faculty member's annual report, any student and peer evaluations of teaching 1195 

and advising, the department’s merit recommendation, and the annual faculty evaluation in general.   1196 

 1197 

 1198 

VI. MERIT REVIEW   1199 

  A.  Faculty will submit to Departmental Chairperson or designee the following documents, which 1200 

form the evaluation portfolio or dossier.  Documents should appear in the order shown and be 1201 

placed in a single 3-ring binder.   1202 

   1. Annual Faculty Workload Expectation agreement (AFWE) for the academic year under 1203 

review.   1204 

   2. Faculty Annual Report (FAR; see Appendices A and B-1 and B-2 for requirements and 1205 

guidelines).  The FAR will contain the AFWE for the coming year.   1206 

   3.  Narrative summary of activity and accomplishments in the areas of teaching, scholarship, 1207 

and service. The narrative summary is limited to two single spaced pages using a 12 1208 

point font. 1209 

   4.  An up-to-date curriculum vitae. 1210 

   5.  Syllabi from all courses taught, which include desired learning outcomes. 1211 

   6.  Quantitative evaluation summaries. 1212 

   7.  Qualitative evaluations for all courses in which such evaluations are used/required. 1213 

   8.  Grade distributions for all courses in the form of a frequency histogram, including W 1214 

grades.  Faculty may also provide known or suspected reasons for unusual grade 1215 

distributions. 1216 

   9. Supporting/corroborating documentation (dated, where appropriate) for accomplishments 1217 

and activities listed in the FAR.  This should include copies of any peer evaluations 1218 

completed during the year in review. 1219 

         B.  Faculty will submit to the Merit Committee secretary an electronic version of their narrative 1220 

summary. 1221 

  1222 

 1223 

 1224 

 1225 
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C. Procedure 1226 

   1. All members of the Merit Committee will review, independently, each faculty member’s merit 1227 

dossier.  The effort as well as the accomplishments and effectiveness (hereafter referred to 1228 

collectively as “performance”) of each faculty member in the areas of teaching, service and 1229 

scholarship will be discussed.  One individual, selected in advance by the committee chair, will 1230 

serve as the “lead” and will begin the discussion by providing the committee with an overview 1231 

of the record of the faculty member under review.  This person will then lead the discussion.  1232 

To the extent possible, leads will be individuals from the same department area as the faculty 1233 

member under review. 1234 

 2. Following the discussion the faculty member’s effort and performance in the areas of teaching, 1235 

scholarship and service will be rated as follows: 1236 

          UNSATISFACTORY: Does not meet minimum expectations 1237 

(used especially when performance or lack thereof is detrimental to 1238 

the institution and/or its students).  1239 

ACCEPTABLE: Meets minimum/basic expectations satisfactorily.  1240 

COMMENDABLE: Performance is noteworthy and goes beyond basic expectations.  1241 

SUPERIOR: Superior performance, that which is truly outstanding.  1242 

  3. Each committee member will relay their ratings in a closed ballot to the committee secretary who 1243 

will tally and report the results.  If the vote does not result in a consensus of at least five 1244 

committee members as to the level of effort/performance (i.e., category above), discussion and 1245 

voting will continue until such 5/7 consensus is reached (4/6 if a merit committee member is 1246 

being considered).   1247 

 1248 

   4. Following the guidelines below, a second vote will then be taken to determine whether an 1249 

individual is meritorious and, if so, at what level.   1250 

  Not meritorious: Any unsatisfactory rating will result automatically 1251 

in a merit ranking of “not meritorious.” Likewise, if no rating exceeds 1252 

acceptable in any of the three areas, the resulting merit ranking will be 1253 

“not meritorious.”  1254 

Excellent (Base Merit plus one Performance Merit): Superior in at least one area and 1255 

Commendable in remaining area(s).  1256 

 1257 

    Satisfactory (Base Merit): All other contingencies. 1258 

             The above are guidelines.  Each committee member will, in a closed ballot, indicate to the 1259 

committee secretary which of the above three categorizations they feel is appropriate for the 1260 

person under evaluation.  The secretary will tally and report the results.  If the vote does not 1261 

result in a consensus of at least five committee members as to category, discussion and voting 1262 

will continue until such 5/7 consensus is reached (4/6 if a merit committee member is being 1263 

considered).   1264 

 1265 

   5. Any committee member may call for further discussion of any aspect of a faculty member’s 1266 

effort and performance at any time prior to the second Friday in October, when evaluation 1267 

reports are due to the chair.  In general, reconsiderations will be conducted after the initial 1268 

review of all faculty has been completed, especially when substantial additional discussion is 1269 

anticipated. 1270 

 1271 

    1272 

 1273 
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6. The chair and/or secretary of the Merit Committee will provide each faculty member with a “Report to 1274 

Faculty Member on Performance and Merit” (Appendix C; also known as the “FCSM Merit 1275 

Form”) which summarizes the Committee’s evaluation of the faculty member’s performance in 1276 

each area, and indicates the level of merit for which the faculty member will be recommended.  1277 

Vote totals for the latter will also be reported.  This report will also contain a written summary of 1278 

why the faculty member was evaluated as shown. The report will be detailed, stating 1279 

specifically what aspects of the faculty member’s activities qualified him/her for the ranking. 1280 

Evaluations of “Not Meritorious” shall be delivered in person by the department chairperson or 1281 

sent by certified mail to the faculty member’s last known address. 1282 

 1283 

   7. Reports to Faculty are to be signed by faculty members and returned to the Merit Committee 1284 

secretary or designee.  The faculty member shall sign a statement indicating that s/he has 1285 

read, but not necessarily agreed with the evaluation. However, failure to sign shall not 1286 

prevent the documentation from being forwarded to the next evaluation level. 1287 

 1288 

  D. Challenges, Rebuttals and Appeals  1289 

 1.  Faculty should immediately inform the Merit Committee chair if their evaluation contains factual 1290 

inaccuracies (e.g., incorrect quantitative evaluation scores, incorrect identification of 1291 

paper/grant status, incorrect counts of number of students supervised in research, etc.) or 1292 

omissions (i.e., substantial and important activity or accomplishments not mentioned).  After 1293 

checking the dossier to confirm, the committee chair can make the requested minor revisions to 1294 

the evaluation and provide the revised copy to the faculty member. 1295 

 2. In the event that a faculty member wishes to challenge or rebut the final committee 1296 

recommendation and/or any written administrator evaluation, s/he may add to the file any 1297 

statement, evidence, or other documentation s/he believes would present a more valid 1298 

perspective of his/her performance. This information must be included in the dossier in a 1299 

special section entitled “Information Added,” and must be included in the dossier by 30 1300 

November. If faculty members choose to add material to their dossier after the date on which 1301 

dossiers are delivered to the College, faculty must contact the College directly to determine 1302 

when and how to add said material.  Regardless of when material is added to the dossier, the 1303 

faculty member must inform the Departmental Chair that material is being added to provide a 1304 

brief description (or copy) of this material. 1305 

 3. If the faculty member feels that that his/her ranking of performance in one or more areas 1306 

(teaching, scholarship, service) is unjustified because either: 1) an error in judgment was made 1307 

by the committee; 2) a procedural error was made, or 3) they are being discriminated against 1308 

on the basis of race, color, religion, age, national origin, gender, sexual orientation and 1309 

disability, they can appeal the committee’s evaluation.  As per University policy, appeals are 1310 

made directly to the college’s Promotion and Tenure Committee and must be made within 21 1311 

days of receipt of the evaluation.  Faculty should consult both University and College guidelines 1312 

for further instructions on making an appeal. 1313 

  D. Evaluation of first-year faculty (Sections VI A-C above pertain only to non-first year faculty). 1314 

 1. First-year faculty are not eligible for merit until their second year at TU, i.e. after completing at 1315 

least one semester of teaching.   1316 

  1317 

  1318 
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APPENDIX A-1:  REQUIREMENTS AND SUGGESTIONS FOR PREPARATION OF 1319 

DOSSIERS TO BE USED IN EVALUATION OF PERFORMANCE FOR 1320 

MERIT  1321 

 1322 

University policy requires that, at a minimum, dossiers contain the following: 1323 

 1324 

 completed and signed Annual Report Parts I & II or Chairperson’s Annual Report I & II (details on 1325 

required content and format of the Annual Report are found in Appendices A-2 and A-3) 1326 

 current curriculum vitae 1327 

 syllabi of courses taught during the year under review;  1328 

 evaluation of teaching and advising, as appropriate, and including the following:  1329 

o student evaluations;  1330 

o grade distributions for courses;  1331 

 documentation of scholarship and service for the year under review.  1332 

 1333 

The department further requires, at a minimum, that faculty include: 1) Annual Report, Part II for the year 1334 

in question, 2) a narrative summary statement (see Appendix A-4 for description), and 3) copies of 1335 

representative examinations from all courses taught during the year in review.   1336 

 1337 

As a further guide to what to include in the dossier, especially as regards reporting on: 1) efforts and 1338 

activity to improve teaching and learning, 2) scholarly activity, and 3) service activity, faculty should see 1339 

Appendix B.   1340 

 1341 

Notes:  1342 

 The “year under review” is the “previous academic year” which started 1 June of the previous year 1343 

and ended on 31 May of the current year.  Dossiers are due to the Merit Committee on the third 1344 

Friday in June.  As indicated above, faculty can request extension of deadline, but must submit 1345 

the dossier no later than one week prior to the first day of fall semester classes.   1346 

 After submitting their dossier, a faculty member may add to the evaluation portfolio information 1347 

related to work that was completed prior to 2 June of the current year that has only become 1348 

available after the dossier was submitted. However, all such additions must be made no later 1349 

than the third Friday in September. Faculty members must inform the Merit Committee chair in 1350 

writing that additions to the dossier are being made and describe those additions in detail.   1351 

 Additional material related to work that was completed prior to June 2 that has become available 1352 

after the deadline for submission of the portfolio or dossier may also be added by the 1353 

chairperson. If such material is added, the faculty member must be notified immediately and 1354 

before any evaluation at the next level of review takes place. If the faculty member is not notified 1355 

within five (5) business days, the material will be removed from the portfolio or dossier. 1356 

 1357 

 1358 

 1359 

Special Instructions for Chairpersons and Program Directors 1360 

When describing activities in the area of service, chairpersons and program directors must clearly 1361 

indicate which activities are normally expected for the person in their position and which, if any, 1362 

activities go above and beyond these expectations.  Chairpersons and program directors should 1363 

not expect the committee to scrutinize the Annual Faculty Workload Agreement to make this 1364 

judgment themselves.   1365 
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 1366 

Chairpersons and program directors should also indicate their expectations (agreed to with the 1367 

Dean) with regards to both teaching load and amount/nature of scholarship so that the committee 1368 

can better discern the level of effort and performance in these areas.   1369 

 1370 

1371 
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APPENDIX A-2.  REQUIRED FORMAT OF THE FACULTY ANNUAL REPORT 1372 

 1373 

Note: Material in italics is instructive only and should not be included in the final report. 1374 

Note: Material in italics is advisory. Faculty may decide to include specific items under categories 1375 

other than those indicated in italics. If a faculty member chooses to do so, they should list those 1376 

exceptions in their narrative summary and explain the rationale for those exceptions. In any case, 1377 

each contribution should be recorded in only one category. 1378 

 1379 

 1380 

 1381 

 1382 

ANNUAL REPORT (AR) 1383 

Part I 1384 

Reporting On Activities For Academic Year 1385 

June 1, 20__ - May 31, 20__ 1386 

 1387 

Name       Rank       1388 

Department of               1389 

Area of Specialization              1390 

Appointed to TU faculty: at rank        in year         . 1391 

Promotion History: 1392 

To rank             in year           , 1393 

To rank             in year          , and  1394 

To rank              in year            . 1395 

 1396 

I. Formal Degrees 1397 

A. Highest degree earned, with date and name of granting institution. If received since June 1 of 1398 

reporting year, attach proof. 1399 

B. If candidate for an advanced degree, indicate work completed since June 1 of reporting year 1400 

and present status. Corroborative material and/or transcript must be attached. 1401 

 1402 

II. Teaching             (percentage of workload:      1403 

%) 1404 

 1405 

A. Regular classroom teaching assignments  1406 

 1407 

Courses taught and Results of Quantitative Student Evaluations 

 
 
Course Title/Number 

 
Credit 
Hours  

 
Contact 
Hours  

 
No. enrolled/ 
no. evaluating     

 
Mean quantitative 
score on 
evaluations 

 
Onload/Offload 

      

      

      

Total hours      

 1408 

B. Amount/nature of assigned non-teaching time (non-classroom assignments that are part of or 1409 

replace on-load teaching assignment (e.g., directorships, supervision of student teachers). 1410 

 1411 

C. Efforts to update courses, new instructional procedures, specialty courses, special projects, etc. 1412 
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 1413 

 In this subsection, faculty members should describe briefly and systematically efforts made to 1414 

improve the quality of their courses and their teaching.  This would include but is not limited to: 1415 

1) efforts to keep course material up-to-date; 2) creation of new lectures, laboratories, and 1416 

other activities; 3) implementation of new teaching techniques; 4) documented efforts to 1417 

quantitatively evaluate the effectiveness of certain teaching techniques or of the course itself; 1418 

5) participation in workshops and like events to enhance one’s teaching effectiveness; 6) 1419 

preparation of, awarding of, and/or implementation of grant proposals to develop and improve 1420 

teaching and courses; and 7) involvement in specialty one-on-one courses such as Directed 1421 

Readings and Independent Study.  See also Appendix B below.  1422 

 1423 

D. Advising (approximate number of students advised in any venue in each semester) 1424 

1. Part of regular duties 1425 

 1426 

 2. Compensated off-load duties 1427 

 1428 

E.  Supervision of student research 1429 

 1430 

 1. Undergraduates 1431 

 1432 

 2. Graduate students 1433 

 1434 

F. Non-Research External Grants and Contracts Related to Teaching 1435 

1. Proposals submitted 1436 

 1437 

2. New Awards 1438 

 1439 

3. Ongoing administration of previous awards 1440 

 1441 

G. Non-Research Internal Grants and Contracts Related to Teaching 1442 

1. Proposals submitted 1443 

 1444 

2. New Awards 1445 

 1446 

3. Ongoing administration of previous awards. 1447 

 1448 

Correlation Statement.  If teaching efforts/performance did not match projections for reporting year, 1449 

explain. 1450 

 1451 

 1452 

 1453 

III. Scholarship           (percentage of workload:      1454 

 %) 1455 

 1456 

  Faculty must organize this section using the following headings and subheadings as appropriate. 1457 

A. Submissions and Publications 1458 

 Submission of new or revised peer-reviewed work 1459 

 Peer-reviewed work accepted or published in reporting year 1460 

 Non-peer-reviewed publications 1461 
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 Non-peer-reviewed abstracts 1462 

B. Presentations 1463 

 External meetings/conferences 1464 

 Internal meetings/conferences 1465 

C. External Grants and Contracts 1466 

 Proposals submitted 1467 

 New awards 1468 

 Ongoing administration of previous awards 1469 

D. Internal Grants and Contracts 1470 

 Proposals submitted 1471 

 New awards 1472 

E. Workshops conducted within the discipline. 1473 

F. Other products of scholarship effort 1474 

G. Summary of ongoing scholarly activity  1475 

Correlation Statement.  If productivity did not match projections for reporting year, please explain. 1476 

 1477 

 1478 

 1479 

 1480 

IV. Service      (percentage of workload:      1481 

 %) 1482 

    (Indicate any activities that are part of workload or for which additional payment is received) 1483 

 1484 

A. Service to the University 1485 

B. Service to the College 1486 

C. Service to the Department 1487 

D. Service to the Community 1488 

E. Service to the Discipline 1489 

Correlation Statement. If your productivity did not match your projections for the reporting year, please 1490 

explain. 1491 

 1492 

 1493 

Faculty Member     Date     1494 
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 1495 

Chairperson of Department     Date     1496 

 1497 

Dean of College     Date      1498 

 1499 

****************************************************************************************************1500 

****** 1501 

 1502 

1503 
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ANNUAL REVIEW (AR) 1504 

Part II 1505 

Agreement On Faculty Workload Expectations For Academic Year 1506 

June 1, 20__ - May 31, 20__ 1507 

 1508 

I. Teaching (percentage of workload:    %)  1509 

 1510 

A. List all of the regular classroom teaching assignments planned for the academic year in question.  1511 

 1512 

B. Non-classroom assignments that will be part of your regular on-load teaching assignment (i.e.,  1513 

directorships, supervision of student teachers) for the academic year in question.  1514 

 1515 

C. New instructional procedures that you plan to introduce this year (special projects, new courses 1516 

and/or materials). Also include interdisciplinary, diversity, international and new technology 1517 

projects, if appropriate.  1518 

D. Advising (including number of students, whether majors, undeclared, or interdisciplinary students)  1519 

E. Supervision of student research 1520 

 1521 

 1522 

II. Scholarship (percentage of workload: %)   1523 

 1524 

 1525 

III. Service (percentage of workload: %)  1526 

    (Indicate any activities that are part of workload or for which additional payment is received) 1527 

 1528 

A. Service to the University 1529 

B. Service to the College 1530 

C. Service to the Department 1531 

D. Service to the Community 1532 

E. Service to the Discipline 1533 

Faculty Member     Date     1534 

 1535 

Chairperson of Department     Date     1536 

 1537 

Dean of College     Date      1538 

1539 
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APPENDIX A-3:  SPECIFIC DEPARTMENTAL AND COLLEGE REQUIREMENTS FOR  1540 

                               REPORTING SCHOLARY ACTIVITY ON PART 1 OF THE FAR 1541 

 1542 

Work submitted for publication 1543 

 1544 

Faculty should identify student co-authors, e.g., * = TU undergraduate, ** = TU graduate student  1545 

 1546 

Faculty should indicate names of authors as they appear on the submission, the title of the submission, 1547 

the date of submission (month/year), and the publication to which the work was submitted.  If the work 1548 

was submitted previously (e.g., to a different publication) and this was indicated on a previous FAR, 1549 

faculty members should note this.  Examples follow. 1550 

 1551 

Wagedoorn, B.S., B. Ruiz, J.L. Brubaker**, and C.F. Thompson. Evidence for heterozygote instability 1552 

in microsatellite loci in Homo sapiens.  Submitted to Current Biology in May 2011. 1553 

 1554 

*Murphy, S.M., L. Smith, A. Glenn, J. Watson. Effect of commonly used foraging enrichment on 1555 

stereotypic behavior in rhesus macaques.  Submitted to Laboratory Animal Science in September, 1556 

2010.  (Earlier version of the paper was reported as submitted to a different journal on previous 1557 

year’s FAR). 1558 

 1559 

Work accepted or published 1560 

 1561 

Faculty should identify student co-authors as described above.  Citations should be in standard format, 1562 

providing names of authors as they appear on the paper, date of acceptance or year of publication, paper 1563 

title, journal name, volume and page numbers.  If the paper had been reported as submitted or accepted 1564 

on the previous year’s FAR, this must be indicated.  Examples follow: 1565 

 1566 

Jones, N., and J.L. Redford*. In press. Evidence for a maternal effect benefiting offspring in 1567 

rattlesnakes.  Accepted for publication in Journal of Reptile Biology, January 2011.  (Reported as 1568 

submitted on previous year’s FAR).   1569 

 1570 

Whiplash., S. 2011.  Programmed cell death in E. coli.  Biology of Cells 20: 54-58. (Submitted and 1571 

accepted during the reporting year).   1572 

 1573 

 1574 

Presentations at meetings/conferences 1575 

 1576 

Faculty should indicate authors on the presentation (identifying TU undergraduate and graduate students 1577 

as shown above), the actual presenter (underline the individual's name), the name of meeting/conference 1578 

and/or sponsoring organization, and the date (month/year) and location of the conference.  Faculty should 1579 

also indicate the type of presentation given (e.g., poster versus oral presentation versus workshop).   An 1580 

example follows: 1581 

 Richards, K.M.**, R.E. Jimenez, M.E. Wong*.  2011.  Spatial distribution of salamanders in storm-1582 

water retention ponds.  26
th

 Annual Meeting of the Society of the Conservation of Amphibians and 1583 

Reptiles.  Cheyenne, Wyoming, May of 2011, Poster Presentation. 1584 

 1585 

 1586 

Grants and contracts 1587 

 1588 

Only grants and contracts on which the faculty member is a PI or co-PI should be reported in the 1589 

Scholarship section. Grants on which students are the sole PI (e.g., internal undergraduate research 1590 

grants, Sigma Xi grants etc.) should be reported under the Supervision of Student Research subsection 1591 

of the Teaching section. 1592 

 1593 
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For proposals submitted during the reporting year, faculty should identify the principal investigators and 1594 

co-principal investigators, the funding office or institution, the amount of funding requested, and the date 1595 

of submission. 1596 

 1597 

For proposals awarded during the reporting year, faculty should identify the principal investigators and co-1598 

principal investigators, funding office or institution, the amount of funding received, and the date of 1599 

notification.  When the date of notification and the date that funding actually begins occurring different 1600 

reporting years, faculty have the option of reporting the awarding of funds in either year, but should not do 1601 

so in both. 1602 

 1603 

For grants being administered during the reporting year, faculty should identify the principal investigators 1604 

and co-principal investigators, funding office or institution, the amount of funding received, and the date 1605 

that funding began.  Faculty should also briefly describe their role in administering the grant. 1606 

 1607 

 1608 

************************************************************************************************************************1609 

********* 1610 

 1611 

 1612 

APPENDIX A-4: THE NARRATIVE SUMMARY 1613 

 1614 

Faculty must attach to their Faculty Annual Report a one to two page narrative summary that describes 1615 

their key activities and accomplishments in the areas of teaching, scholarship, and research.  An 1616 

electronic version of this summary must also be sent to the Merit Committee secretary.   1617 

 1618 

The Narrative Summary can serve several important functions: 1619 

 1620 

1. It will ensure that the committee does not overlook key activities and accomplishments, which can and 1621 

does happen on occasion, especially when dossiers are prepared and organized in certain ways. 1622 

 1623 

2. It will draw the committee’s attention to what the faculty member feels are their most noteworthy 1624 

activities and accomplishments. 1625 

 1626 

3. It gives the faculty member a chance to respond directly to concerns raised by the committee in the 1627 

previous year’s merit evaluation, explaining efforts/success in responding to those concerns. 1628 

 1629 

4. It will greatly assist the committee in preparing the written merit evaluation that is complete and 1630 

accurate. 1631 

 1632 

5. It will assist faculty up for tenure, promotion and comprehensive review in preparing required multi-1633 

year narrative summaries.  1634 

 1635 

Faculty uncertain as to the content and structure of the summary should contact the Merit Committee 1636 

chair for recommendations as to which experienced faculty can provide examples of well-prepared 1637 

summaries.  1638 

1639 
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APPENDIX B:  DEPARTMENTAL CRITERIA USED IN EVALUATION FOR MERIT 1640 

 1641 

When evaluating a faculty member’s activity, accomplishments, and effectiveness (hereafter collectively 1642 

referred to as “performance”), items that the Merit Committee will consider during evaluation are listed 1643 

below.  Faculty should use these lists as guides as to what to include in their formal Faculty Annual 1644 

Report (FAR) and/or their dossier.  Note that these lists are not exhaustive.  It is each faculty member’s 1645 

responsibility to describe and document fully their activities and accomplishments, including items that 1646 

they feel are appropriate but are not included below.  Underreporting may lead to a lower evaluation of 1647 

performance than expected or desired and cannot be used as grounds for an appeal.   1648 

 1649 

Teaching 1650 

 1651 

Included in the evaluation of performance in the area of teaching are the following: (note: order shown 1652 

does not necessarily indicate order of importance): 1653 

 1654 

1.  The number and nature of courses taught, especially courses taught for the first time (the committee 1655 

acknowledges that teaching a course for the first time requires considerable time and effort) 1656 

 1657 

2.  Quantitative student evaluation scores 1658 

 1659 

3.  Qualitative student evaluations 1660 

 1661 

4.  Any peer-teaching evaluation(s) 1662 

 1663 

5.  Documented efforts to keep course material updated 1664 

 1665 

6.  Documented efforts to improve the quality of the course such as creation of new laboratories, 1666 

instituting new teaching techniques, etc.   1667 

 1668 

7.   Documented efforts to quantitatively evaluate the effectiveness of certain teaching techniques or of 1669 

the course itself, e.g., as preparation for more advanced courses.   1670 

 1671 

  Note: Presentations of findings at internal or external conferences, as well as publications of results 1672 

in teaching journals should be listed as Scholarship. 1673 

 1674 

8.  Nature of examinations, with particular attention paid to the degree to which examinations test not 1675 

only factual recall but also critical thinking skills including student’s ability to apply knowledge to 1676 

novel situations. 1677 

 1678 

9.  Grade distributions and appropriateness given the level and nature of course, and nature of 1679 

examinations. 1680 

 1681 

10.  Participation in workshops and like events to enhance one’s teaching effectiveness.  1682 

 1683 

11.  The preparation of, awarding of, and/or implementation of grant proposals to develop and improve 1684 

teaching and courses (Faculty, especially those whose area of scholarship is focused on 1685 

education, may instead list such efforts under Scholarship.)    1686 

 1687 

12. Standard and off-load advising of undergraduates and non-thesis graduate students in choice of 1688 

coursework, career options, etc.  (Note: Off-load, paid advising, e.g., FYE program advising, should 1689 

be indicated and will considered in addition to “regular” effort in the area of teaching.) 1690 

 1691 

13.  Involvement in specialty one-on-one courses such as Directed Readings and Independent Study 1692 

 1693 

14.  Supervision of student research, including undergraduate and graduate students 1694 
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 1695 

15.  Internal and external grants and awards received by students (such grants can be additionally 1696 

reported under Scholarship). 1697 

 1698 

Notes:  1699 

 1700 

 Faculty who supervise students in research should describe their efforts in some detail.  This should 1701 

be done in a subsection (E), of Section II of the Faculty Annual Report. 1702 

 1703 

 Activities such as pedagogical research, participation in teaching workshops, and extensive, quality 1704 

efforts to supervise students in research can help faculty earn a Commendable or Superior rating in 1705 

the area of Teaching.  However, such activities will not compensate for poor performance in the 1706 

classroom. 1707 

 1708 

 To be rated higher than Acceptable in the area of Teaching, individuals must do more than simply 1709 

teach their courses and earn reasonable or even high marks on quantitative and qualitative student 1710 

evaluations.  Effort beyond this of some type is required. At the very least, faculty must demonstrate 1711 

a concerted effort to keep their courses up to date. 1712 

 1713 

 1714 

Scholarship 1715 

 1716 

As per University policy and definitions, Scholarship is widely interpreted and takes many forms, including 1717 

the scholarship of Application, Discovery, Integration and/or Teaching. Regardless of type, each faculty 1718 

member shall be reviewed in terms of continuing professional development and currency in his/her 1719 

academic field.  1720 

Scholarship of Application – applying knowledge to consequential problems, either internal or external 1721 

to the university. 1722 

Scholarship of Discovery – traditional research, knowledge for its own sake, including aspects of 1723 

creative work in the visual and performing arts.  1724 

Scholarship of Integration – applying knowledge in ways that overcome the isolation and fragmentation 1725 

of the traditional disciplines.  1726 

Scholarship of Teaching – exploring the dynamic endeavor involving all the analogies, metaphors, and 1727 

images that build bridges between a teacher’s understanding and 1728 

student learning. 1729 

 1730 

Included in the evaluation of performance in the area of Scholarship are the following: 1731 

 1732 

1. Submissions of new or revised work to peer-reviewed journals 1733 

 1734 

2. Acceptance or publication of work in peer-reviewed journals 1735 

3. Submissions, acceptance, or publication of work in non-peer-reviewed publications 1736 

4. Publication of scholarly books, including textbooks 1737 

5. Presentations by self and/or student researchers at external meetings/conferences 1738 

6.  Presentations by self and/or student researchers at internal meetings/conferences 1739 

7.  Submission of proposals for new grants or contracts 1740 



 42 

8.  New external or internal grants or contracts awarded during the reporting year  1741 

9.  Ongoing administration of research grant/contracts awarded during previous years 1742 

10. Ongoing research and other scholarly activities  1743 

 1744 

Notes:  1745 

 1746 

 Any detailed descriptions of supervision of the research of undergraduates and graduate students 1747 

should be listed under subsection E. in the section on teaching.  Products/outcomes of such 1748 

supervision including presentations and publications should be listed under Scholarly activity. 1749 

 1750 

 Faculty must review activities and accomplishments listed in the prior year’s FAR and avoid 1751 

reporting activities and accomplishments identically in the current year.  This is discussed further 1752 

in Appendix B.   1753 

 1754 

 1755 

Service 1756 

 1757 

“Service” is broadly defined to include participation in the governing and administrative activities of the 1758 

Department, College, or University.  It also includes service to larger community outside the University if 1759 

such service draws upon the faculty member’s discipline or interdisciplinary specialty or furthers the 1760 

University mission.  Finally, this includes service to one’s profession.   1761 

 1762 

Included in the evaluation of performance in the area of Service are the following: 1763 

 1764 

Service to the institution, which includes but is not limited to: 1765 

 1766 

 Contributions to the governance of the Department, College and University in the form of 1767 

committees, administrative assignments, or other duties 1768 

 1769 

 Administration of REU or similar non-investigative grants for Department, College, and/or 1770 

University not previously listed under “Teaching”.  1771 

 1772 

 Representation of the Department, College or University at State or System levels 1773 

 1774 

 Guidance of student organizations 1775 

 1776 

Service to practitioners and community, which includes but is not limited to assisting the community at 1777 

large in the area of expertise of the faculty member. Examples may include participation in workshops 1778 

related to the profession, presentations and lectures to schools or community groups, professional 1779 

consultation, advising of groups, publication in newspapers and other non-scientific venues. 1780 

 1781 

 1782 

Service to the profession, which includes but is not limited to: 1783 

 1784 

 Contribution to professional societies (local, regional or national) 1785 

 1786 

 Reviews of papers, books, films, and software 1787 

 1788 

 Grant reviews and grant review panels 1789 

 1790 

 Editorial positions and professional reviews of manuscripts to peer-reviewed journals 1791 
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 1792 

 Assessment of individuals, programs for other academic or research institutions 1793 

 1794 

 1795 

Percentage of Workload Considerations 1796 

 1797 

In evaluating effort in performance in any area, and overall performance, the committee will also take into 1798 

consideration the proportion of their time faculty members had proposed to devote to an area, as stated 1799 

on their AFWE.  For example, a person who indicates that they will devote 80% of time to teaching, 15% 1800 

to service and 5% to scholarship, will, in the eyes of the committee have greater expectations in the area 1801 

of teaching than in the areas of service and scholarship when compared to say a person who proposes 1802 

to spend 65%, 5%, and 30% of their time on teaching, service and scholarship.  1803 

 1804 

 1805 

 1806 

 1807 

1808 
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APPENDIX C:    STRUCTURE OF   REPORT TO FACULTY MEMBER ON PERFORMANCE 1809 

AND MERIT 1810 

 1811 

 1812 

REPORT TO FACULTY MEMBER ON PERFORMANCE AND MERIT 1813 

 1814 

 1815 

Faculty member’s name:   1816 

 1817 

Academic year evaluated:   1818 

 1819 

 1820 

A majority of Merit Committee members evaluated your levels of performance as follows: 1821 

 1822 

Teaching:     ___Superior   ___Commendable   ___Acceptable     ___Unacceptable 1823 

 1824 

Scholarship: ___Superior   ___Commendable   ___Acceptable     ___Unacceptable 1825 

 1826 

Service:       ___Superior    ___Commendable   ___Acceptable     ___Unacceptable 1827 

 1828 

A majority of Merit Committee recommends you for the following category level of merit:  1829 

 1830 

The number of votes that you received regarding merit were as follows: 1831 

Not meritorious:          Satisfactory: (Base Merit):           Excellent (Base merit plus one Performance 1832 

Merit:  1833 

   1834 

Rationale/comments: 1835 

 1836 

Teaching:  1837 

 1838 

Scholarship:  1839 

 1840 

 1841 

Service: 1842 

 1843 

 1844 

 1845 

 1846 

 1847 

 1848 

 1849 

 1850 

 1851 

 1852 

 1853 

Signed ____________________        ______________________      1854 
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________________________ 1855 

  Merit Committee Chair      Department Chair              Faculty Member                        1856 

                            1857 

1858 
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APPENDIX D:  DEPARTMENT OF BIOLOGICAL SCIENCES PEER TEACHING 1859 

EVALUATION  1860 

 1861 

To:  Merit/Tenure Committee  1862 

 1863 

From:  Evaluation Subcommittee for evaluation of:  1864 

 1865 

Submitted by:    1866 

 1867 

Date: 1868 

-----------------------------------------------------------------------------------------------------------------  1869 

 1870 

Course in which the faculty member was observed (no. and name): 1871 

 1872 

Date of Observation: 1873 

 1874 

 1875 

Content: 1876 

 1877 

 1878 

Methodology: 1879 

 1880 

 1881 

 1882 

 1883 

 1884 

 1885 

Interaction with students 1886 

 1887 

 1888 

 1889 

 1890 

 1891 

Additional Materials Evaluated (Syllabus, tests, etc.) 1892 

 1893 

 1894 

 1895 

 1896 

 1897 

Summary of general performance: 1898 

 1899 

 1900 

 1901 

 1902 

--------------------------------------------------------------------------------------- 1903 

The above statement is an accurate summary of our evaluation: 1904 

 1905 

Signature of each subcommittee member: 1906 

1907 
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APPENDIX E:  TENATIVE SCHEDULE OF FIVE YEAR COMPREHENSIVE 1908 

REVIEWS OF 1909 

    DEPARTMENT OF BIOLOGICAL SCIENCES’ FACULTY 1910 

 1911 

 1912 

2011 Gresens Haines Margulies   

      

2012 Snodgrass Silldorff Johnson Wimmers  

      

2013 Robinson Scully Roberts Wolfson  

      

2014 Nelson Seigel Saunders   

      

2015 Fath Winters LaPolla Shepard Beck 

      

2016 Masters Shields Gresens Margulies Haines 

      

2017 Snyder Johnson Silldorff Snodgrass   Wimmers 

      

2018 Vaidya Beauchamp Ghent Bulmer  
 1913 

 1914 

 1915 

Note: Teaching observations required for the comprehensive review will be completed in the spring 1916 

semester of the year show. 1917 

 1918 


