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SCHEDULE & TIMELINES (I)

March 2008

Through the Dean of Faculties, the Provost requests Deans to initiate
tenure and promotion proceedings.

December 5, 2008

Deans submit recommendations to the Provost by sending complete files
to the Dean of Faculties Offices. File must be received by this date. *

January 2009 Deans meet and review recommendations with the Provost and Dean of
Faculties. The Provost forwards recommendations to the President.
Photos of candidates due by January 30. (See Sec. VL.)

February 2009 The President forwards recommendations to the Board of Regents
through the Chancellor of the Texas A&M University System.

March 2009 Board of Regents reviews recommendations and makes final decisions.
Tenure and Promotion Recognition Book goes to the printer.

May 2009 Reception for those Tenured and/or Promoted

September 1, 2009

Tenure and Promotion decisions become effective.

*! All T&P candidate dossier materials are expected to arrive in the Dean of Faculties’
Office before or on the due date. If unusual circumstances necessitate submission of any
materials after the due date, the Dean of the College must first obtain approval to submit
late materials from Dr. Watson, at 845-4274. The Office of Faculty Administration cannot
grant permission for turning in late materials.




DEFINITIONS (1)

College chart - a form listing candidates’ names, departments, ranks, and other information.
There are three college charts: one is for listing tenure-only candidates, one is for listing
promotion-only candidates, and one is for listing candidates being considered for a combination
of promotion and tenure. Sample completed forms can be found in Sec. III: College Chart
Preparation.

Dossier - A file for a single candidate that includes documents submitted by the candidate,
outside peer-review letters, reports prepared by the various voting bodies ( departmental T&P
committee, Department Head, college T&P committee, Dean) and other supporting materials.
Departments initiate the preparation of the dossiers and send them to their colleges for further
processing and completion.

Eligibility to Vote — There are two criteria for voting eligibility:

1) Only tenured TAMU faculty are eligible to vote in cases where tenure is being considered
for the candidate, or when the candidate already holds tenure and is seeking promotion.

2) To be eligible to vote on tenure or promotion, the voting TAMU faculty member must
also hold a rank equal to or above that of the rank being sought by the candidate.

Example: For Assistant Professors seeking tenure and promotion to Associate Professor, only
tenured faculty holding the rank of Associate Professor with tenure or above are eligible to vote. For
Associate Professors seeking promotion to Full Professor, only Full (and Distinguished)
Professors are eligible to vote.

File set - A complete set of materials on all candidates from a college. A file set consists of the
College Charts (lists of candidates in specified promotion categories), and the Dossiers for each
of the candidates listed on the charts. Departments will be responsible for compiling and
organizing the candidates’ dossiers and then sending the dossiers to the college. Colleges will
complete the dossiers by including the reports and votes of the College T&P Committee and the
Dean. Any documents produced by or generated after a dossier leaves its department should be
sent to the college through the department head. Colleges will send the completed file sets to the
Dean of Faculties.

Tenure and Promotion (T&P) Committee — A single faculty committee which is charged with
reviewing candidates who are eligible for tenure and/or promotion, and whose members are
voting on those candidates.
e The department head cannot be a member of the T&P committee and cannot
participate during T&P committee evaluations of the candidates.
e The “T&P” committee” is defined as “the group whose vote is forwarded as the
faculty vote on the candidate.”
e There cannot be different T&P committees for different candidates within the same
department.
o Different members or subsets of members of the T&P Committee can be assigned with
the task of leading the evaluation and discussion of different candidates and/or



evaluation areas (teaching, research, service). However, the organization and
assignment of evaluation responsibilities, and the actual process of evaluating
and discussing candidates, must be systematic and uniform across candidates.

All members of the T&P Committee who are eligible to evaluate and vote on any
given candidate should be active participants of the evaluation process of that
candidate. Members of the T&P Committee who do not read a candidate’s dossier
should abstain from voting. Some members of the T&P committee might be ineligible
to evaluate and vote on some candidates (e.g., an associate professor cannot evaluate a
promotion to full; see “Eligibility to Vote,” above.)

COLLEGE CHART PREPARATION (III)

1.

Using the supplied form (Excel doc), prepare up to THREE distinctive College Charts:

a)

b)

One chart is for information on candidates being considered for tenure only (no
promotion candidates). These are candidates who hold the rank of Associate or Full
Professor without tenure. Most colleges will not use this chart.

Candidates being considered for promotion only, such as those going from Associate
Professor to Full Professor, and non-tenure track promotions (such as to Sr. Lecturer),
constitute the second chart.

The third chart is for candidates being considered for both tenure and promotion;
these are almost always faculty going from Assistant Professor to Associate Professor
with Tenure.

Place these charts as the first item in each hardcopy set. (Please do not put a copy in
every candidate’s folder.)

3. Email a copy of the charts (Excel format) to Cindy Anderson at cy-anderson@tamu.edu.




Examples of College Charts

Note: Candidate names & information are fictitious. Blank forms can be found on the Dean of Faculties Website
Tenure-Only Chart
College of __ Business (Mays Business School) For Tenure Effective _ Sept. 1, 09
Present Rank | Department | Candidates’ Names Candidate’s | Years
(no change being (alpha within dept.) | UIN Teaching*
sought) TAMU Other
Assoc. Prof Management | Black, Jane 000000000 3 6
Professor Marketing Mason, Gregory 000000000 3 5
*Include all years teaching, except as a graduate TA or in other than an institution of higher education
! Count service up through March 2008 (ex. Hired 9/02 = 5.5 years)
Promotion-Only Chart
College of __ Business (Mays Business School) For Promotions Effective Sept. 1, 09
Present Department Candidates’ Candidate’s Years New Rank
Rank Names (alpha UIN Teaching
within dept.) TAMU
Other
Assoc. Prof Accounting Barron, Camilla | 000000000 12 0 Professor
Assoc. Prof Accounting Huang, Zhisheng | 000000000 8 5 Professor
Assoc. Prof Finance Hill, James 000000000 10 2 Professor
Lecturer Marketing Dixon, Derrick | 000000000 10 0 Sr. Lecturer

Tenure + Promotion Chart

College of Business (Mays Business School) For Tenure & Promotion Effective Sept. 1, 09

Present | Department | Candidates’ Candidate’s Years New Rank
Rank Names (alpha UIN Teaching*
within dept.) !TAMU Other

Assoc Prof | Management | Olson, Famke 000000000 4 6 Professor
Asst. Prof | Accounting Alonzo, Selina 000000000 5 2 | Assoc. Prof
Asst. Prof | Accounting Roget, Peter 000000000 5 1 | Assoc. Prof
Asst. Prof Finance Munsun, Lyra 000000000 4 3 | Assoc. Prof
Asst. Prof | Management Zemick, Rita 000000000 5 2 | Assoc. Prof

*Include all years teaching, except as a graduate TA or in other than an institution of higher education

! Count service up through March 2009 (ex. Hired 9/03 = 5.5 years)




FILE SETS—ORGANIZATION & SUBMISSION (1V)
(Note: Colleges may have additional requirements for their departments.)

Please submit four complete sets (hardcopy, organized as shown below) plus an electronic copy
(PDF format) for archival purposes to the Office of the Dean of Faculties, by the deadline.

Organizing the Candidates’ Dossiers for Hardcopy Submission

In each set, please group the dossiers into three major categories (omit those that do not apply to
your college):

1. Tenure-only candidates
2. Tenure and Promotion candidates
3. Promotion-only candidates

Organize materials as shown below:

1. a) Tenure-only College Chart
b) Tenure Candidate Dossiers in individual manila folders.* Order the files just as they
have been listed on the college chart (first by rank, then by alphabetical dept., then
alphabetically by name within each department).

2. a) Tenure and Promotion College Chart
b) Tenure and Promotion Candidate Dossiers in individual manila folders.* Order the
files just as they have been listed on the college chart.

3. a) Promotion-only College Chart
b) Promotion Candidate Dossiers in individual manila folders.* Order the files just as
they have been listed on the college chart.

This above grouping constitutes one complete fileset.
*Manila folders should have tabs labeled with the following information:

-Candidate’s Last Name, First Name -Rank sought (e.g. Tenure w/Promotion)
-Department/College - Academic year (e.g. 2007-08)



Electronic Submission (CD-ROM)

An electronic copy of the file sets and the college charts must be submitted at the same time as
the four hard copies, along with CVs and biographical paragraphs for all candidates.

As with hardcopies, supporting materials (such as copies of articles) should not be included in
the electronic submission.

The CD-ROM should contain 5 electronic folders labeled:

*Tenure-only candidates

*Tenure and Promotion candidates
*Promotion-only candidates

*Tenure CVs

! Bios (please submit these with the dossiers)

The first three folders should contain:

» An Excel-format copy of the college chart for the category. (No .pdf charts please—
we must cut/paste info from them)

» A .pdf format file of each candidate’s dossier (in the appropriate folder). These should
be labeled only with the individual’s [Last Name, First Name] so that they will sort
alphabetically.

The Tenure CVs folder should contain:

» Separate .pdf format copies of each candidate’s CV for those seeking Tenure with
Promotion and Tenure-only (required by the Regents).

»  !Name individual CV files with just the name & first initial, like this: Smith, J.
[Last Name, First Initial] in mixed upper/lower case letters (not all caps, please).

» !CVs may not contain personal contact information such as home address, home phone
number or personal email address. (Please remove before sending.)

» !The System requests that the candidate’s name on the CV appear exactly as it appears
on the college chart & in the bio for the regents. In other words, if the CV says “Sam
Smith,” the college chart and biography must also say “Sam Smith,” nor “Samuel
Smith.” If a middle initial appears on the CV (e.g. Samuel H. Smith), it must appear that
way on the other two documents, and so on.

The Bios folder should contain a paragraph-long biography of candidate. See below for
instructions:



Submission of Biographies
Submit on CD-ROM along with the electronic dossiers.

Biographies will be forwarded to the Chancellor and Board of Regents, and published in the
spring recognition booklet featuring newly tenured and promoted faculty. Bios must be limited
to 125 words (except in the case of Distinguished Professors, whose bios can be up to
approximately 350 words)

By the date noted on the Schedule in Section I, Departments or Colleges must submit to the
Office of the Dean of Faculties a short paragraph (no more than 125 words) on each of the
candidates being considered for recommendation for tenure and/or promotion.

The paragraph to be forwarded to the Chancellor and Regents (in Microsoft Word format)
should include the following six pieces of information (in this order):

1) Candidate’s name

2) Terminal degree, institution where earned, year earned

3) Year they joined the Texas A&M faculty

4) Area(s) of Specialty

5) A brief outline of his/her contribution to the department in the areas of teaching, research
and service (“bragging points” that exemplify to the public the quality of our faculty and
contributions they are making).

6) Any notable awards or honors

Know that we will do our best to include in the booklet all of the information about the candidate
that is contained in the submitted paragraph, but paragraphs are subject to editorial changes at the
discretion of this office. Remaining within the guidelines for subject matter and length will
minimize the need for editing after submission.

Here is a sample paragraph from the 2006 Tenure/Promotion Booklet (it is 113 words). You do
not have to follow the template exactly, as long as you are including all of the pertinent
information:

Andreas Klappenecker
Computer Science
Associate Professor with Tenure

Andreas Klappenecker received his Ph.D. in 1998 from the University of Karlsruhe, Germany. He joined
Texas A&M University in 1999 as a Visiting Assistant Professor of Mathematics, worked shortly as a
Research Associate at the University of Karlsruhe, and then joined the Department of Computer Science as
an Assistant Professor. His research interests include quantum algorithms, quantum error-correcting codes,
and more broadly the design and analysis of algorithms. Dr. Klappenecker received an Undergraduate
Teaching Award in 2005, a National Science Foundation CAREER award and a TEES Select Young
Faculty award in 2004, was named Fellow-at Large of the Santa Fe Institute in 2000, and received highest
distinction for his Ph.D. thesis in 1998.

Photographs may be submitted later in the cycle (see Chart on p. 9 for due date).



DOSSIER ITEMS - ORGANIZATION AND PREPARATION (V)

General Instructions for Colleges
For each candidate’s dossier please do the following:

1. ! Download the New, Revised Dossier Cover Sheet Form Available Online — Word
format, quick-fill. Fill out a Dossier Cover Sheet for Promotion and Tenure, to be
included at the front of each candidate dossier. [http://dof tamu.edu/admin/tp/]

2. Use tabbed divider sheets to separate the sections (Items) of the candidate’s dossier.
(When creating the .pdf version of the dossier, you will also have to set it up as a multi-
document file with “bookmarks.”)

Dossier Items
Item 1: Candidate’s Statement(s) on Teaching Research and Service

Description:

Written by the candidate, this is a concise statement of the candidate’s goals, philosophies,
strategies and emphases in carrying out his or her professional responsibilities in teaching, in
research, in service, and in any other activities. Each of the three areas should be individually
addressed. Rather than using this statement as a forum to say why the candidate’s teaching,
scholarship and service have been significant (or to make an argument for promotion or tenure),
this statement should say how they candidate approaches these things.

Item 1 is an important document both for the candidate’s reflections and for contextualizing the
other materials in the dossier. The personal statement should aid reviewers in understanding the
candidate’s current philosophies in all three areas of teaching, research/scholarship, and service.
It should also provide evidence (by referencing other dossier materials) of how the candidate’s
philosophies in each of the three areas have been demonstrated and how they illustrate the
candidate’s professional growth. (Alternatively, the statement might show how the candidate’s
experiences with teaching, research and service have helped them develop their philosophies.)
For example, a statement on teaching might explain the candidate’s philosophy of teaching
(which should be more in-depth than a simple statement such as, “I believe in good teaching”)
and explain how they came to hold that philosophy, as well as providing specific illustrations of
how that philosophy is applied in the classroom. The statements on teaching, research and
service should provide a context for review of the entire case.

Format & Guidelines:
O 3 typed pages (max), single-spaced; 10 or 12-pt font; 1-inch margins
O May be formatted as a single document, OR as three individual documents (addressing
Teaching, Research, Service) that total the maximum of 3 single-spaced pages.
O Regardless of whether a combined document or single-documents format is chosen, these

statements should be placed after the section divider tab for Item One (see Dossier Cover
Sheet).



Item 2: The Candidate’s CV

Description:
The curriculum vitae will reflect experiences and development in the candidate’s career as a
teacher and scholar. It provides an overview of the candidate’s academic accomplishments.

Format & Guidelines:

O The curriculum vitae should be concise, and padding should be avoided.

O List refereed publications (or other types of creative works) separately from those that
were not refereed, and caption the lists accordingly. Provide complete documentation for
each citation, including the date of publication and inclusive page numbers.

O Ttems that have been accepted but not yet published should be so labeled. (Most
departments ask to see an acceptance letter.) Items that have been submitted but not yet
accepted should not be shown unless they appear in a separately captioned list.

O Tt s strongly encouraged that if any coauthors are the candidate’s graduate students (past
or present) they are delineated in a manner so that this relationship is discernable.

! Signed Statement: The candidate must include a signed statement with the CV
acknowledging that the CV being submitted is the most current and is correct as of the date of
the signature. This statement and signature may be appended onto the end of the CV document.
(Note: This is different from the Verification of Contents statement—Item 3, below— requested
on the Dossier Cover Sheet.)

Item 3: Verification of Contents Letter

Description:

This is a statement by the candidate verifying what materials he/she has submitted for
departmental review for the purpose of tenure and/or promotion consideration. The list of
materials might include such things as: Philosophy Statement(s), Curriculum Vitae, Articles,
Books, Portfolios, Student Evaluations and other materials submitted by the candidate.

Format & Guidelines:
O A dated statement, signed by the candidate
O In the statement, the candidate should list all materials he or she is submitting to the
departmental review committee

This list should not include departmental reports, outside letters, or other materials not submitted
by the candidate.
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