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t. DEFINITION OF TERMS AND ABBREVIATIONS

In the policies and procedures prescribed by this document, "is" is informative, "shall" is mandatory, "may" is

permiss ive,  "should"  is  condi t ional ,  and "wi l l "  is  in tent ional .
The numbers in parentheses refer to sections of the Collective Bargaining Agreement (in effect at the time of the

adoption of this document) between the Board of Trustees of The California State University and the California

Faculty Association.
The following terms - important to understanding faculty policies and procedures for retention, tenure, and

promot ion -  are here in def ined:
! .  Adminis t rator :  an employee serv ing in  a posi t ion designated as management or  superv isory in  accordance

wi th the Higher Educat ion Employer-Employee Relat ions Act '  (2 .1)

2.  Candidate:  a facul ty  uni t  employee being evaluated for  retent ion,  tenure,  or  promot ion.  (15.1)

3 .  CBA:  Co l l ec t i veBarga in ingAgreemen tbe tween theCa l i f o rn iaFacu l t yAssoc ia t i onand theBoardo fT rus tees
of the California State University for Unit 3 (Faculty).

4. CFA: the California Faculty Association or the exclusive representative of the Union. (2.7)

5. College/Library/SchooI/SSP-AR: College of Arts and Sciences, College of Business Administration, College of

Education, Library. School of Nursing, and Student Services Professional, Academic Related.

6. Confidentiality: confidential matter is private, secret information whose unauthorized disclosure could be

prejudicial. Given the RTP Procedure, confidentiality applies to the circle of those reviewing a fi le in a given

year'

7. CSU: the California State University,
8. CSUSM: California State University San Marcos.
9. Custodian of the File (COF): the administrator designated by the President who strives to maintain accurate

and re levant  Personnel  Act ion Fi les and to ensure that  the CSUSM RTP Timetable is  fo l lowed.  (11 '1,  15.4)

10.  Day:  a calendar day.  (2.11)

11.  Dean/Director :  the adminis t rator  responsib le for  the col lege/uni t .

t2 ,  Department :  the facul ty  uni t  employees wi th in an academic department  or  other  equivalent  academic uni t .

(2.t2)
13. Department Chair; the person selected by the president or designee, based on faculty recommendation, to

serve as the director/coordinator of the faculty unit employees within an academic department or other

equivalent  academic uni t .  (20.32)
t4.  Equivalent  Academic Uni t :  any uni t  that  is  equivalent  to  an academic department  or  l ibrary uni t  for

purposes of this docu.ment, but not recognized under the CBA.
15.  Evaluat ion:  a wr i t ten assessment  of  a facul ty  member 's  per formance.  An evaluat ion shal l  not  inc lude a

recommendation for action.
16.  Facul ty  Uni t  Employee:  a member of  bargain ing Uni t  3  who is  subject  to  retent ion,  tenure,  or  promot ion,

(2.13) See also Condidote.
L ibrar ian:  those indiv iduals who have achieved the rank of  fu l l  L ibrar ian.

Merit awards: in various CBAs, the CSU and CFA have agreed upon different terms and different names for

merit awards, such as Merit Salary Adjustments, Performance Step Salary Increases and Faculty Merit
l nc reases .  l f t heya re ine f fec tdu r i nga rev iew ,mer i t awardsa resepa ra te f romtheRe ten t i on ,Tenu re ,and
Promotion process, and thus have no bearing on the set of policies and procedures that follows.

Peer Review Committee (PRC): the committee of full-t ime, tenured faculty unit employees whose purpose

is to review and recommend faculty unit employees who are being considered for retention, tenure, and
promot ion.  (15.35)
Performance Review: the evaluative process pursuant to retention, tenure, andlor promotion. (15.32)

Personnel  Act ion Fi le  (PAF):  the one of f ic ia l  personnel  f i le  conta in ing employment  in format ion and

informat ion re levant  to  personnel  recommendat ions or  personnel  act ions regarding a facul ty  uni t

employee.  (2.17)
22. President: the chief executive officer of the university or her/his designee. (2.18)
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23 .  p roba t i on ,No rma l  Pe r i odo f :  t heno rma l  pe r i odo f  p roba t i onsha l l  bea to ta l  o f  s i x (6 )  yea rso f fu l l - t ime

probationary service and credited service, if any. Any deviation from the normal six (6) year probationary

period, other than credited service given at the time of init ial appointment, shall be the decision of the

President following her/his consideration of recommendations from the department or equivalent unit,

Dean/Director, appropriate administrators, and the Promotion and Tenure Committee. (13.3)

24. Probationary Faculty: the term probationary faculty unit employee refers to a full-t ime faculty unit

employee appointed with probationary status and serving a period of probation. (13.1)

25. Professor: those individuals who have achieved the rank of full professor.

26. Promotion: the advancement of a probationary or tenured faculty unit employee who holds academic or

l ibrar ian rank to a h igher  academic or  l ibrar ian rank or  of  a counselor  facul ty  uni t  employee to h igher

c lass i f icat ion.  (14.1)
27. Promotion, Early consideration for: in some circumstances, a faculty unit employee may, upon application

and with a positive recommendation from her/his Department or equivalent academic unit, be considered

for early promotion to Associate Professor or Professor, Associate Librarian or Librarian, SSP-AR llor SSP-AR

lll prior to the normal period of service. 114.2-14.41
28. Promotion and Tenure Committee (P & T Committee): an all-University committee composed of full-t ime,

tenured Professors and a Librarian elected according to the faculty constitution. The University charges the

P & T Commit tee to make recommendat ions for  tenure and promot ion.  When School  of  Nurs ing facul ty  or

SSP-ARs are under rev iew,  facul ty  member f rom the School  of  Nurs ing or  SSP-AR l l l  wi l l  be added to the P &

T Committee for the School of Nursing or SSP-AR review only.
29. Rebuttal/Response: a written statement intended to present opposing or clarifying evidence or arguments

to recommendations resulting from a performance review at any level of review. lt is not intended for
presentat ion of  new informat ion/mater ia l .  (15.5)

30. Recommendation: the written end product of each level of a performance review. A recommendation shall

be based on the WPAF and shal l  inc lude a wr i t ten statement  of  the reasons for  the recommendat ion.  A

copy of the recommendation and the written reasons for it is provided to the faculty member at each level

of  rev iew.  (15.40,  15.12c,  15.5)
31. Retention: authorization to continue in probationary status.
32. RTP: retention, tenure, and/or promotion.

33. RTP Timetable: A timetable that l ists the order of review and establishes dates for the review process at

each level  for  a par t icu lar  year .  This  calendar is  based on the approved academic year  calendar.  The

President, after consideration of recommendations of the appropriate faculty committee, shall announce

the RTP Timetable for  each year .  (13.5)

34. Service Credit: the President, upon recommendation of the Oean/Director after consulting with the

relevant department or equivalent unit, may grant to a faculty unit employee up to two (2) years service

credit for probation based on previous service at a post-secondary education institution, previous full-t ime

CSU employment ,  or  comparable exper ience.  (13.4)

35.  Tenure:  the r ight  to  cont inued permanent  employment  at  the campus as a facul ty  uni t  employee except
when such employment  is  vo luntar i ly  terminated or  is  terminated by the CSU pursuant  to the CBA or  law.
(13 .13 )

36. Working Personnel Action File (WPAF): that portion of the Personnel Action File specifically generated for

use in a g iven evaluat ion cyc le.  The WPAF shal l  inc lude a l l  forms and documents,  a l l  in format ion speci f ica l ly
provided by the candidate, and information provided by faculty unit employees, students, and academic
adminis t rators.  l t  a lso shal l  inc lude a l l  facul ty  and adminis t rat ive level  evaluat ions,  recommendat ions f rom
the current  cyc le,  and a l l  rebut ta l  s tatements and responses submit ted.  (15.8)

PERSONNEL F ILES

A. Personnel Action File (PAF)

L Each faculty member shall have a Personnel Action File (PAF). This is a confidential f i le with exclusive access

of  the facul ty  member and designated indiv iduals.  (11)

il.
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The president of the University designates where such fi les wil l be kept and who wil l act as Custodian of the

File (COF). The COF will keep a log of all requests to see each fi le. The COF shall monitor the progress of all

evaluations ensuring that she/he gives proper notif ication of each step of the evaluation to the Candidate,

each commit tee and adminis t rator  as speci f ied in  these procedures.  (11)

The pAF is the one official personnel f i le for employment information relevant to personnel

recommendat ion or  personnel  act ions regarding a Candidate.  Facul ty  members may rev iew al l  mater ia l  in

thei r  PAF, inc luding pre-employment  mater ia ls .  Facul ty  members may submit  rebut ta ls  to any i tem in the

fi le, except for pre-employment materials. Faculty may request the removal of any letters of reprimand that

are more than three years o ld.  (18)  Mater ia l  submit ted to the PAF must  be ident i f ied by the source

generat ing the in format ion,  No anonymously authored documents shal l  be inc luded in the f i le .  (11)

4.  Contents of  Personnel  Act ion Fi le  (PAF).  The PAF conta ins the fo l lowing mater ia ls :

o All recommendations and decision letters that have been part of the RTP process.

r  Al l  ind ices of  a l l  WPAFS.
o The f i le  concerning in i t ia l  appointment .
o A curriculum vitae from each review.
r The Candidate's summaries for each RTP-related review.
r All rebuttals and responses.
o Letters of commendation.
. Letters of reprimand, unti l removed under 18.7.
o All f i fth year post-tenure reviews.
o Documentation of any merit awards or salary adjustments.l

Working Personnel Action File (WPAF)

1. During periods of evaluation, the Candidate shall create a WPAF specifically for the purpose of evaluation.

This mater ia l  ampl i f ies the PAF. l t  shal l  conta in a l l  requi red forms and documents and a l l  addi t ional

information provided by the Candidate. The WPAF is deemed to be part of the Personnel Action File (PAF)

dur ing the per iod of  evaluat ion.  (11)  Mater ia l  submit ted to the WPAF must  be ident i f ied by the source

generat ing the in format ion.  No anonymously authored documents shal l  be inc luded in the f i le .

The WPAF is part of the review process. All parties to the review shall maintain confidentiality regarding

th is  f i le .  (15)

The Candidate, appropriate administrators, the President, Peer Review Committee members, Department

Chair  (only  i f  she/he completes a separate Department  Chair  rev iew),  and Promot ion and Tenure

Commit tee members,  Custodian of  the Fi le  and designated indiv iduals shal l  have access to the f i le .  (15)

The WPAF shal l  be complete by the deadl ine announced in the RTP Timetable.  Any mater ia l  added af ter

that  date must  have the approval  of  the Peer Review Commit tee and must  be mater ia l  that  becomes
available only after the closure date. Applicants are strongly encouraged to add such updated material as it

becomes avai lable (e.9. ,  a  publ icat ion l is ted as " in  press"  and subsequent ly  publ ished or  a grant  appl icat ion
funded after the WPAF submission date). New materials must be reviewed, evaluated, and commented

upon by the Peer Review Committee and the Department Chair (if applicable) before consideration at

subsequent levels of review. Once approved by the PRC, the Dean and subsequent reviewers shall be
notif ied simultaneously and they have the option of changing recommendations. (15)

Guidance on the WPAF
a. An item in the WPAF may be included in whichever category the Candidate sees as the best f it.

However, a single item may not be inserted in two different categories.
b,  The emphasis of  the WPAF wi l l  be on the accompl ishments of  the Candidate s ince the beginning of

the last university-level review and not included as part of that review, i.e., items can only be
considered in one promotion review. For retention review, the emphasis wil l be on the time period

s ince the las t re ten t i on rev iew .  Fo rp romo t i on  toAssoc ia tePro fesso r /Assoc ia teL ib ra r i an /SSPI IAR
or tenure,  the emphasis wi l l  be on the t ime per iod s ince h i r ing.  For  promot ion to

' Documentation of any merit awards or salary adjustments is an optional element in a PAF and WPAF except as required by previous
contracts.

2.

3 .

B.

2 .

3 .

4 ,

5 .
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Professor/Librarian/SSP-AR ll l , the emphasis wil l be on the time period since the review for the

Candidate's last promotion or since hiring if hired as an Associate Professor/Associate Librarian/SSP ll

AR.
c. lf service credit was awarded, the Candidate should include evidence of accomplishments from the

other institution(s) for the most recent years of employment.

d. This procedures document does not specify standards. Each Department may develop its own

standards,  inc luding guidance on cr i ter ia  in  that  uni t .  l t  is  the responsib i l i ty  of  the Candidate to seek

out  and understand these standards.  See V.A.1 '  and V.  B.  4 '  below,

e. There are many creative ways to document scholarly performance in the WPAF, but the potential for

a lack of selectivity and coherence is great. Assembling the WPAF (the Candidate's responsibil i ty) and

giving due consideration to the WPAF (the reviewing parties' responsibil i ty) is made more time-

consuming and d i f f icu l t  when the f i le  is  d isorganized and/or  too large.  In  present ing the WPAF, the

Candidate should be selective, choosing documents, texts, or artifacts that are most significant and

representative of their work. The WPAF should be focused and manageable. In order for a

candidate to make the best  case whi le  min imiz ing f i le  s ize,  s tatements such as "avai lable upon

request" may be used. Materials mentioned as "available upon request" or cited in reflective

statement and/or curriculum vitae are considered part of the WPAF. Reviewers at any level can

obtain such documentation during the time of the review directly from the candidate or directly from

the cited source, without the notif ication of any other level of review. Information in the public

domain relevant to the material presented in the WPAF, but not specific to the candidate (e.g.,

journal acceptance rates, publication peer-review process, andlor publisher information), are

considered part of the WPAF and can be accessed by reviewers at any level without notif ication.

f. The evidence of success in Teaching, Research/Creative Activity and Service shall consist of up to 30

items total in the WPAF that are representative of the work described in the narrative. The candidate

will determine how to distribute the items among the three categories; however, each category wil l

contain evidence.
g. The reflective statements included in the WPAF shall not exceed 15 pages in combined length. The

Candidate wil l determine how many pages to devote to each statement. The statements wil l

describe the Candidate's contributions in the areas ofTeaching, Research/Creative Activity, and

Service.
h.  Electronic  documentat ion is  a lso acceptable,  a l though the same pr inc ip le of  se lect iv i ty  appl ies in  th is

case.
i .  The Candidate shal l  be not i f ied of  the p lacement  of  any mater ia l  in  her /h is  WPAF, and shal l  be

provided with a copy of any material to be placed in the WPAF at least f ive days prior to such
placement .
r Material inserted into the WPAF by reviewing parties is subject to rebuttal or request for removal

by the faculty member undergoing review.
o Required or  addi t ional  mater ia l  re levant  to  the rev iew may be added dur ing the in i t ia l  per iod of

"review for completeness" by the faculty member undergoing review or other parties to the
review.

6.  The WPAF, when submit ted by the Candidate,  shal l  conta in:
a.  A current  curr icu lum v i tae inc luding a l l  the accompl ishments of  the candidate 's  career .
b.  A statement  out l in ing any specia l  condi t ions of  in i t ia l  appointment ,  such as award of  years of  serv ice

credi t  or  complet ion of  terminal  degree.
c. For faculty applying for periodic reviews; retention, tenure, or tenure and promotion, all personnel

reviews since hire. For faculty applying for promotion after the award of tenure (or tenure and
promotion), all personnel reviews beginning with the previous promotion review or original
appointment materials. For faculty applying for tenure after promotion, all personnel reviews
beginning wi th or ig inal  appointment  mater ia ls .  Personnel  rev iews ( inc luding recommendat ions,
rebuttals and responses) are defined as:
r periodic reviews

Approved by Academic Senate 05/05/20to Page 5 of 21
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d .

r retention, tenure and promotion reviews
o five-year post-tenure reviews
A reflective statement for each section: Teaching, Research/Creative Activity, and Service. (See

l l .D.7.  above.)
1) Evidence of teaching success (for all faculty unit members who teach) and equivalent

professional performance based on primary duties assigned in the job description (for non-

teaching facul ty) .2
a) The reflective statement on teaching.
b)  Student  evaluat ions f rom courses taught ,  in  compl iance wi th the CBA. The complete

univers i ty-prepared repor t  (conta in ing numer ical  summaries and student  comments)  shal l

be included for each course submitted.
c)  Selected i tems (a min imum of  1 i tem) document ing the teaching accompl ishments

discussed in the reflective statement, such as:
.  Peer evaluat ion
. Self-evaluation
. Videotape of class session
o Instructional materials (e.g., syllabi, lesson plans, lecture notes, multimedia

presentations, course assignments)
. Product of your teaching/Evidence of student learning (e.g., completed student

assignment, paper, thesis, exam, project, performance)
. Teaching award, fellowship or honor
r Other relevant items chosen by the faculty member

2l Evidence of success in research and creative activity (for teaching faculty and librarians) and

continuing education/professional development (for SSP-ARs).
a) The reflective statement on research and creative activity.
b) Selected items (a minimum of L item) representing research and creative activity, such as:

.  Publ icat ions

. Publications in press or under review (with documentation)

. Creative performances (dance, music performance art, theatre), exhibits, videos, slides,
recordings, CD-ROMS, multimedia, performance texts, installations, photographs, musical
scores, directing or choreography, curating, producing

. Presentations at professional meetings

.  Funded grants

. Research/creative activity in progress

.  Inst ruct ional  mater ia l  development

. Applied research/scholarship

. Invited address

. Research/creative activity award, fellowship or honor
r  Edi t ing of  a journal ,  book,  or  monograph
.  Unpubl ished research
. Unpresented/unperformed creative activity
. Unfunded grant proposal
. Refereeing of a book, journal article, monograph, conference paper
. Other relevant items chosen by the faculty member

Evidence of success in service.
a. The reflective statement on service.
b. Selected items (a minimum of 1 item) representing service to the campus, system,

community, discipline, and/or profession, such as:
. Committee activity

3)

'  Non-teaching faculty include l ibrarians and SSP-ARs.
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'  Consultantship to community organizations
. Advising a student group
. Mentoring of faculty and/or students
. Office held and participation in professional organizations
. Service award, fellowship or honor
o Editing of a journal, book, or monograph
. Refereeing of a book, journal article, monograph, conference paper
. Other relevant items chosen by the faculty member
Department/Unit/College/Library/School/SSP-AR standards for retention, tenure and
promotion.
A complete index of the mater ial  contained in the WPAF. (Should be located at the
beginning of the WPAF.)

i l t . REVIEW PROCESS SCHEDULE

Tenure and Promotion to the Rank of Associate Professor/Associate Librarian/SSP-AR ll

1. All probationary (nontenured) faculty members shall undergo annual review. The normal review process

schedule depends on the probat ionary status of  the Candidate.  l f  the Candidate 's  in i t ia l  appointment  is  on

the tenure track at the rank of Assistant Professor, Senior Assistant Librarian (which normally requires a

doctorate or other appropriate terminal degree), or SSP-AR I without credit for prior years of service, the

review process schedule is as follows;

o First, third, and fifth years: PRC level and Dean/Director review

o Second and fourth years: PRC, Dean/Director and President review

o Sixth year: Mandatory review for promotion and tenure by Department Chair,3 Peer Review Committee,

Dean, and Promotion and Tenure Committee with a recommendation to the President

2. Tenure-track probationary faculty may be given credit for a maximum of two years of service at another

inst i tu t ion.  The amount  of  credi t  a l lowed shal l  be st ipulated at  the t ime of  employment  and documented in

a letter to the faculty member. This letter should be included in the fi le. lf one or two years of credit are

given, the review process begins with the first year level review, The mandatory promotion and tenure

decision is shortened by the number of service credit years given' (13.4)

3. lf a probationary faculty member without a doctorate or appropriate terminal degree is hired at the rank of

Instructor, Assistant Librarian, or SSP-AR l, the Candidate may choose not to count the time as

Instructor/Assistant Librarian/SSP-AR I toward the mandatory sixth year tenure and promotion review. The

Candidate must  s t ipu late her /h is  choice at  the t ime of  in i t ia l  appointment  to a tenure t rack posi t ion.

4.  Normal ly ,  a probat ionary facul ty  member shal l  not  be promoted dur ing the probat ionary per iod of  s ix  years

o f fu l l - t imese rv i ce . (13 .3 ,  14 .2 )  A t the reques to f t heCand ida teo ron the in i t i a t i veo f theDepar tmen t ,a
Candidate may be considered for Promotion and Tenure prior to the sixth year of service, In that event, the

sixth-year-level review substitutes for the annual review. Promotion or tenure prior to the normal year of

consideration requires clear evidence that the Candidate has a sustained record of achievement that fulf i l ls

all criteria for promotion or tenure as specified in University, College/Library/School, and Department

standards. Candidates for promotion before the mandatory sixth-year review may withdraw from

consideration without prejudice at any level of review. (14.7)

5.  Mandatory s ix th-year  considerat ion enta i ls  recommendat ions to the President  for  the Candidate 's  tenure

and promot ion.  Normal ly ,  award of  tenure to probat ionary facul ty  members a lso enta i ls  promot ion.  (L4.2)

Probationary faculty members shall not be promoted beyond the rank of Associate. (14,2)

Tenure for Probationary Faculty Hired at the Ranks of Associate Professor/Associate Librarian/SSP-AR ll and

Professor/Libraria n/SSP-AR | | |
1. Nontenured Associate Professors/Professors, Associate Librarians/Librarians, and SSP-AR lI/SSP-AR ll ls shall

be rev iewed annual ly  according to the fo l lowing schedule:

t ln cases when the Department Chair elects to make separate recommendations on the Candidates in her/his Department.

B.
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o First, third, and fifth years: PRC level and Dean/Director review

o Second and fourth years: PRC, Dean/Director and President review

o Sixth year: Mandatory review for tenure by the Department Chair,4 Peer Review Committee, Dean, and

Promot ion and Tenure Commit tee recommendat ion to the President .

Z. Tenure-track probationary faculty may be given credit for a maximum of two years of service at another

inst i tu t ion.  The amount  of  credi t  a l lowed shal l  be st ipulated at  the t ime of  employment .  The let ter  shal l  be

inc luded in the f i le .  (13.4)

3. Normally, a probationary faculty member shall not be promoted during the probationary period of six years

of  fu l l - t ime serv ice.  ( !3 .3,14.21 At  the request  of  the Candidate or  on the in i t ia t ive of  the Department ,  a

Candidate may be considered for Promotion and Tenure prior to the sixth year of service. In that event, the

sixth-year-level review substitutes for the annual review. The President may award tenure to a faculty unit

employee before the normal six year probationary period. (13.18) Promotion and tenure prior to the

normal year of consideration requires clear evidence that the Candidate has a sustained record of

achievement that fulf i l ls all criteria for promotion or tenure as specified in University,

College/Library/School, and Department standards. Candidates for promotion before the mandatory sixth-

year review may withdraw from consideration without prejudice at any level of review. (14.7)

4. Tenure review for probationary Associate Professor /Associate Librarian/SSP-AR ll is separate and distinct

from review for promotion to the rank of Professor /Librarian/SSP-AR ll l . Probationary faculty shall not be

promoted beyond the rank of Associate. (14.2) In other words, Associate Professors/Associate

Librarians/SSP-AR lls must be awarded tenure before they are eligible to apply for promotion to full

Professor/Librarian/SSP-AR I l l .
The President may extend a faculty member's probationary period for an additional year when a faculty member

is  on Workers '  Compensat ion,  lndustr ia l  Disabi l i ty  Leave,  Nonindustr ia l  Disabi l i ty  Leave,  leave wi thout  pay,  or

paid sick leave for more than one semester or two consecutive terms. (13'7)

Review ofTenured Faculty at Rank other than Professor/Librarian/SSP-AR ll l  Ranks

t. Except for early promotion considerations, review for promotion to the rank of Professor, Librarian, or SSP-

AR l l l  fo l lows the standard sequence of  rev iew for  tenure:  Department  Chair  (at  the Department  Chair 's

d iscret ion)  and Peer Review Commit tee,  Dean/Director ,  Promot ion and Tenure Commit tee making

recommendat ions to the President .
2.  Only tenured facul ty  uni t  employees wi th rank of  Professor /L ibrar ian/SSP-AR l l l  can make recommendat ions

regarding promot ion to these ranks.  (Professors/L ibrar ians/SSP-AR l l ls  may make recommendat ions for

promot ion across these posi t ions.)

3. The promotion of a tenured faculty unit employee normally shall be effective the beginning of the sixth year

after appointment to her/his current academic rank/classification. In such cases, the performance review

for  promot ion shal l  take p lace dur ingtheyear precedingthe ef fect ive date of  the promot ion.  This prov is ion

shal l  not  apply i f  the facul ty  uni t  employee requests in  wr i t ing that  she/he not  be considered.  (14.3)

4. The promotion of a faculty unit member to the rank of Professor, Librarian, or SSP-AR ll l  that wil l be

effective prior to the start of the sixth year after appointment to his/her current academic

rank/classification is considered an "early promotion." Promotion prior to the normal year of consideration

requires clear evidence that the Candidate has a sustained record of achievement that fulf i l ls all criteria for
promotion as specified in University, College/Library/School, and Department standards. For early
promotion, a sustained record of achievement should demonstrate that the candidate has a record

comparable to that of a candidate who successfully meets the criteria in all three categories for promotion

in the normal period of service. An early promotion decision requires that the applicant receive a positive

recommendation from his/her department or equivalent unit. In cases where the department or equivalent

unit does not make a positive recommendation, no further levels of review take place and the promotion is

not considered. (14.3, 14.4)
Except for denial of tenure in the mandatory sixth-year review, denial of tenure and/or promotion does not
preclude subsequent review. Probationary faculty denied tenure prior to the sixth year may be considered in any

o In cases when the Department Chair elects to make separate recommendations on the Candidates in her/his Department.

c.

D.

E.
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subsequent year through the mandatory sixth-year review. Tenured Assistant/Associate Professors, Senior

Assistant/Associate Librarians, and SSP-AR l/lls denied promotion may be reviewed in any subsequent year,

IV. RESPONSIBILITIES OF THOSE INVOLVED IN THE REVIEW CYCLE

Responsib i l i t ies of  the Candidate
1. Preparation of the WPAF

a. Prior to the beginning of the review process, the Candidate shall be responsible for reviewing the

Department/Unit/College/Library/SchooUSSP-AR evaluation criteria and review procedures that have

been made avai lable,  inc luding the CSUSM RTP t imetable.

b. prior to the beginning of the review process, the Candidate shall be responsible for consulting campus

resources relevant to the review process (e.g., the CBA, Academic Affairs, Faculty Center resources and

workshops, and colleagues),
c. Prior to the beginning of the review process, the Candidate shall be responsible for the identif ication

of  mater ia ls  she/he wishes to be considered and for  the submiss ion of  such mater ia ls  as may be

accessib le to her /h im.  (15.12.a)

d.  The Candidate shal l  be responsib le for  the organizat ion and comprehensiveness of  the WPAF.

e. lf the Candidate is requested to remove any material from her/his WPAF, she/he can either remove

the mater ia l  or  add explanat ions to the ref lect ive statement  about  the re levance of  the mater ia l '

2 .  Submiss ion of  the WPAF
a. The Candidate shall be responsible for indicating clearly in a cover letter the specific action she/he is

requesting: consideration for retention, tenure, and/or promotion.

b. The Candidate is responsible for submission of the WPAF in adherence to the RTP Timetable'

3. The Candidate is responsiblefor preparing, as necessary, a timely rebuttal or response at each level of the

review according to the RTP Timetable.

4. The Candidate is responsible for requesting a meeting, if wanted, at each level of the review according to

the RTP Timetable. No formal, written response is required subsequent to this meeting.

5. The Candidate may request and shall approve of external review and reviewers. (15.12.d) See Appendix C.

Responsibil i t ies of Department Chairs and Faculty Governance Units
1.  In  academic uni ts  wi th a Department  Chair ,  the Chair  shal l  ensure that  there is  an e lect ion of  a PRC. This

entails: identifying eligible members of the Department or equivalent academic unit, College/Library/School,

or the entire University faculty, when necessary, who are wil l ing to serve; consulting with faculty in the

Department about names to place on the ballo! sending out the ballot one week before the election date;

ensur ing that  bal lo ts  are counted by a neutra l  par ty ;  and announcing the resul ts  to the Department  and to

the Candidates.  The Department  Chair  shal l  convene the f i rs t  meet ing of  the PRC and ensure that  a chai r  is

elected.
2.  In  academic uni ts  wi th no Department  Chair ,  the appropr iate facul ty  governance group shal l  ensure that

the re i sane lec t i ono f  aPRC.  Th i sen ta i l s :  i den t i f y i nge l i g i b l ememberso f theDepar tmen to requ i va len t
academic unit, College/Library/School, or the entire University faculty, when necessary, who are wil l ing to

serve;  consul t ing wi th facul ty  in  the Department  about  names to p lace on the bal lo t ;  sending out  the bal lo t

one week before the e lect ion date;  ensur ing that  bal lo ts  are counted by a neutra l  par ty ;  and announcing the

results to the Department and to the Candidates. The appropriate faculty governance group shall convene

the first meeting of the PRC and ensure that a chair is elected.
3. The Department Chair may submit a separate recommendation concerning retention, tenure, andlor

promot ion under the fo l lowing condi t ions:  The Department  Chair  must  be tenured and the Department

Chair must be of equal or higher rank than the level of promotion requested by the Candidate.s The

t  When the Department Chair is el igible to write recommendations for some Candidates and not others (e.g., Department Chair is a

tenured Associate Professor el igible to submit separate recommendations for tenure and promotion to Associate Professor, but not for ful l

Pro fessor /L ib rar ian) , theDepar tmentCha i rw i l l  no t i f y theCustod ianof  theF i le .  TheCustod ianof  theF i lew i l l  inser ta le t te r in to theWPAF

of those Candidates for whom the Department Chair is inel igible to make recommendations that explains the reason that no Department

Chair letter was submitted to the f i le.

A.

B.
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Department Chair's review runs concurrently with the PRC review. When a Department Chair chooses to

make a separate recommendation in a given year, she/he must do so for all Candidates in the Department

in that  year  for  which she/he is  e l ig ib le to submit  a recommendat ion.  In  th is  case,  Department  Chairs  shal l

have the addi t ional  responsib i l i t ies indicated below. l f  the Department  Chair  is  a member of  the PRC,

she/he may not make a separate recommendation.
a. During the time specified for this activity, the Department Chair shall review the fi le for completeness'

With in seven days of  the submiss ion deadl ine the Department  Chair  shal l :

1 )  Submi ta le t t e r t o theCus tod iano f theF i l eou t l i n i ngma te r i a l  t ha t i s l ack ing .  Thecus tod ian

notif ies the faculty member.
2l Add any existing material missing from the fi le that the faculty member did not add. The

Department Chair must add the required evidence, but may choose not to add the non-

mandatory additional evidence requested.
b. The Department Chair may determine whether to request external review of the fi le. In the case of

external review request, see Appendix C for responsibil i t ies and timetable.

c. Consistent with the CBA, the Department/Unit/College/Library/School/SsP-AR RTP documents and the

RTP Timetable, the Department Chair shall review and evaluate the WPAF of each candidate for

retention, tenure, and promotion.

d,  The Department  Chair  may wr i te  a recommendat ion wi th support ing arguments to "The f i le  of  [ the
faculty member under reviewl." The Department Chair's recommendation is a separate and

independent report from that of the PRC.
1)  The recommendat ion shal l  be based on the contents of  the WPAF. (15.12.c)

2\  The recommendat ion c lear ly  shal l  endorse or  d isapprove of  the Candidate 's  retent ion,  tenure,

and/or promotion.

e.  The Department  Chair  shal l  submit  the recommendat ion to the Custodian of  the Fi le  by the deadl ine

specified in the RTP Timetable.
f, The Candidate may request a meeting with the Department Chair within seven days of receipt of the

Department  Chair 's  recommendat ion (15.5) .  l f  a  meet ing is  requested,  the Department  Chair  shal l

attend the meeting. No formal, written response is required subsequent to this meeting.

g, The Department Chair may respond to a Candidate's written rebuttal or response within seven days of

receipt. No formal, written response to a candidate rebuttal or response is required.

h.  Should the P & T Commit tee cal l  a  meet ing of  a l l  prev ious levels of  rev iew,  the Department  Chair  shal l

attend and revise or reaffirm her/his recommendation. The Department Chair shall then submit in

writ ing her/his recommendation to the Custodian of the File consistent with the RTP Timetable.

i .  The Department  Chair  shal l  mainta in conf ident ia l i ty  of  the f i le ,  o f  del iberat ions and recommendat ions,
(15.10 and 15.11)

j. When Department Chairs submit a separate recommendation for Candidates in their Departments,

they are ineligible to serve on Peer Review Committees in their respective Departments, but may serve

on PRC's in other Departments. Department Chairs, l ike other parties to the review, may not serve at

more than one level of review.
4. lf a Department Chair chooses not to make a separate recommendation, then she/he may serve on any Peer

Review Committees within her or his academic unit.
5. lf any stage of a Performance Review has not been completed according to the RTP Timetable, the WPAF

shall be automatically transferred to the next level of review or appropriate administrator and the

Candidate shal l  be so not i f ied.  (15.41)

Elect ion and Composi t ion of  the Peer Review Commit tee (PRC)

1,  The Department  or  appropr iate academic uni t  is  responsib le for  determin ing the s ize and e lect ion

condi t ions of  the PRC. The Department  Chair  shal l  ensure that  there is  an e lect ion of  a PRC, Where no

Department  Chair  ex is ts ,  the department  or  appropr iate facul ty  governance uni t  wi l l  ensure that  there is  an

elect ion of  a PRC. (See lV.B.1.  and 2.  above.)
2. The PRC shall be composed of at least three full-t ime tenured faculty elected by tenure-track faculty in the

Candidate 's  department  (or  equivalent) ,  wi th the chai r  e lected by the commit tee.  That  is ,  i f  there are

C
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enough eligible faculty members in a department or program, members of the Peer Review Committee are

elected from these areas. lf not, the department or program shall elect Peer Review Committee members

from eligible university faculty in related academic disciplines' (15.35)

3. In the case of a faculty member with a joint appointment, the Peer Review Committee shall include when

possible representatives from both areas with a majority of members on the committee elected from the

Department or program holding the majority of the faculty member's appointment. lf a faculty member

holds a 50/50 joint appointment, the committee wil l have representatives from both departments.

4. peer Review Committee members must have higher rank/classification than those being considered for

promot ion.
5. Candidates for promotion are ineligible for service on promotion or tenure Peer Review Committees.

6. Each College/Library/SchooI/SSP-AR shall adopt procedures for electing a Peer Review Committee from the

el ig ib le facul ty .  These procedures must  fo l low the guidel ines of  the cBA. (L5.35)

Responsib i l i t ies of  the Peer Review Commit tee (PRC)

1.  The PRC shal l  rev iew the WPAF for  completeness.  Wi th in seven days of  the submiss ion deadl ine the PRC

sha l l :
a .  Submit  a le t ter  to  the Custodian of  the Fi le  out l in ing mater ia l  that  is  lack ing.  l f  no WPAF has been

submit ted,  the PRC shal l  submit  a le t ter tothe Custodian of  the Fi le  wi th in the same deadl ine

indicat ing that  the wPAF is  lack ing.
b. Add any existing required material missing from the WPAF that the Candidate has not added via the

coF.  (1s.12) .

c. Add any additional existing material with written consent of the candidate.

d. Request any irrelevant material to be removed from the WPAF.

Z. The PRC shall determine whether to request external review of the WPAF. In the case of an external review

request ,  see Appendix C for  responsib i l i t ies and t imel ine.
3. Consistent with the CBA, the Department/College/Library/School/SSP-AR RTP standards/ documents, the

University RTP document, and the RTP Timetable:

a. The pRC shall review and evaluate the WPAF of each candidate for retention, promotion, and tenure.

b.  Each commit tee member shal l  make an indiv idual  evaluat ion pr ior  to  the d iscussion of  any speci f ic

case.
4. The PRC shall meet as an entire committee face-to-face. In these meetings, each member shall comment

upon the candidate's qualif ications under each category of evaluation'

5. The PRC shall write a recommendation with supporting arguments to "The fi le of [the faculty member under

reviewl." (See Appendix E.) The PRC's recommendation is a separate, independent report from that of the

Department  Chair .
a.  The recommendat ion shal l  be based on the contents of  the WPAF. (15.12.c)

b. The recommendation clearly shall endorse or disapprove of the retention, tenure, and/or promotion.

6.  Each recommendat ion shal l  be approved by a s imple major i ty  of  the commit tee.  To mainta in conf ident ia l i ty ,

the vote for recommendations shall be conducted by printed, secret ballot. (See Appendix D.) The report of

the vote shal l  be anonymous.  Commit tee members may not  absta in in  the f ina l  vote.  The vote ta l ly  shal l

not be included in the letter. Dissenting opinions shall be incorporated into the text of the final

recommendat ion.  When the vote is  unanimous,  the repor t  shal l  so indicate.  Al l  members of  the commit tee

shal l  s ign the le t ter .  (See Appendix E.)
7.  The PRC shal l  submit  the recommendat ion to the Custodian of  the Fi le  by the deadl ine speci f ied in  the RTP

Timetable.
8. Should the candidate call a meeting within seven days of receipt of the PRC's recommendation, the PRC

shall attend the meeting. (15.5) No formal, written response is required subsequent to this meeting.
g. The PRC may respond to a candidate's written rebuttal or reSponse within seven days of receipt of rebuttal.

No formal, written response to a candidate rebuttal or response is required.

10. Should the P & T Committee call a meeting of all previous levels of review, the PRC shall attend and revise or

reaf f i rm thei r  recommendat ion.  The PRC shal l  then submit  in  wr i t ing thei r  recommendat ion to the

Custodian of the File consistent with the RTP Timetable.

D .
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11.  The PRC shal l  mainta in conf ident ia l i ty  of  the f i le ,  o f  del iberat ions and recommendat ions,  pursuant  to

ar t ic les 15.10 and 15.11 of  the CBA.
L2. lf any stage of a Performance Review has not been completed according to the RTP Timetable, the WPAF

shall be automatically transferred to the next level of review or appropriate administrator and the faculty

uni t  employee shal l  be so not i f ied.  (15.41)

Responsib i l i t ies of  the Dean/Director
1. The Dean/Director shall review the fi le for completeness. Within seven days of the submission deadline, the

Dean/Director  shal l :
a .  Submit  a le t ter  to  the Custodian of  the Fi le  out l in ing mater ia l  that  is  lack ing.

b. lf the requested missing material is not added, the Dean/Director shall have the COF insert that

mater ia l ,  (15.12)
c. Request any irrelevant material to be removed from the WPAF.
d.  The Custodian of  the Fi le  shal l  not i fy  the facul ty  member of  any mater ia l  added to the f i le .

2. The Dean/Director shall determine whether to request external review of the fi le. In the case of an external

review request, see Appendix C for responsibil i t ies and timeline.
3. The Dean/Director shall review and evaluate the WPAF of each candidate for retention, tenure, and/or

promotion, consistent with the CBA, Department/Unit/College/Library/School/SSP-AR RTP document, the

University RTP document, and the RTP Timetable.
4. The Dean/Director shall write a recommendation with supporting arguments addressed "To the fi le of [the

name of  the Candidate l . "
a.  The recommendat ion shal l  be based on the contents of  the WPAF. (15.12 c)

b. The recommendation shall clearly endorse or disapprove retention, tenure andlor promotion.

5.  The Dean/Director  shal l  submit  the recommendat ion to the Custodian of  the Fi le  by the deadl ine speci f ied

in the RTP Timetable.
6. Should the candidate call a meeting within seven days of receipt of the Dean/Director's recommendation

(15.5) ,  the Dean/Director  shal l  a t tend the meet ing.  No response is  requi red.
7.  Should the candidate submit  a rebut ta l  or  response,  the Dean/Director  may respond to the rebut ta l  in

writ ing within seven days of receipt. No formal, written response to the candidate's rebuttal or response is

requi red.
8.  Should the Promot ion and Tenure Commit tee cal l  a  meet ing of  a l l  the previous levels of  rev iew,  the

Dean/Director  shal l  a t tend and rev ise or  reaf f i rm her /h is  recommendat ion.  The Dean/Director  shal l  then

submit, in writ ing, her/his recommendation to the Custodian of the File.

9.  The Dean/Director  shal l  mainta in the conf ident ia l i ty  of  del iberat ions and recommendat ions pursuant  to

ar t ic les 15.10 and 15.11of  the CBA.
10. lf any stage of a Performance Review has not been completed according to the RTP Timetable, the WPAF

shall be automatically transferred to the next level of review or appropriate administrator and the faculty

uni t  employee shal l  be so not i f ied.  (15.41)
Composition of the Promotion and Tenure (P & T) Committee
t. The University Promotion and Tenure Committee shall be composed of seven members: six full-t ime

tenured Professors and one full-t ime tenured Librarian elected in accordance with the rules and procedures

of the Academic Senate. Candidates for election to the Committee shall be voting members of the Faculty

as defined in the by-laws of the CSUSM Academic Senate.
2. The six Professors shall be elected as follows: One from the College of Education; one from the College of

Business Administration; three from the College of Arts and Sciences (these three must come from at least

three of  the four  Div is ions wi th in the Col lege:  Humani t ies,  Socia l  Sciences,  Sciences and Interd isc ip l inary
S tud ies ) ;andoneun i ve rs i t y -w idea t - l a rgemember .  The facu l t ymemberso f theL ib ra rysha l l  e l ec t t he

Librarian member, When School of Nursing faculty or SSP-ARs are under review, faculty member from the

School  of  Nurs ing or  SSP-AR l l l  wi l l  be added to the P & T Commit tee for  the School  of  Nurs ing or  SSP-AR
review only.

3. For various reasons of ineligibil i ty, the Promotion and Tenure Committee may lack the full set of seven

members.  l f  Commit tee membership fa l ls  below f ive,  the Senate shal l  ho ld a replacement  e lect ion or  an at -

E .
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large election as appropriate to ensure a minimum of f ive members for the Committee. Faculty with

specified roles in assessing, directing, or counseling faculty in relation to their professional responsibil i t ies

are ineligible for service (e.g., Director of General Education, Director of the Faculty Center).

4.  Each year ,  the members of  the Commit tee shal l  e lect  the Chair .  They wi l l  ho ld th is  e lect ion dur ing the

spring semester preceding the year of service on the Committee.
5. Members of the Promotion and Tenure Committee are ineligible to serve at any other level of review. That

is, they cannot make recommendations as Department Chairs or members of Peer Review Committees for

any candidates dur ing thei r  term as members of  the Promot ion and Tenure Commit tee.
G,  Resoonsib i l i t ies of  the Promot ion and Tenure Commit tee

1. The P & T Committee shall review for completeness each fi le from all candidates for promotion and/or
tenure.  In  order  to complete th is  rev iew wi th in seven days of  the submiss ion deadl ine,  the Chair  shal l  ass ign

two members of  the Commit tee to each f i le .  These members wi l l  repor t  thei r  f ind ings to the Chair  wi th in

the specified deadline.
2. The P & T Committee shall identify, request and provide existing materials related to evaluation which do

not appear in the fi le and request that any irrelevant material be removed from the fi le.. In cases where the

Commit tee members request  that  the candidate add or  remove mater ia l  to  the f i le ,  th is  request  shal l  be
made in writ ing to the Custodian of the File within the specified deadline. In cases where the Committee

members add mater ia l  to  the f i le  v ia the COF, they shal l  do so wi th in the speci f ied deadl ine.  The Custodian
of  the Fi le  shal l  in form the candidate of  th is  addi t ion.

3. The P & T Committee shall determine whether to request external review. The members assigned to review

each fi le for completion shall arrive at an independent assessment of the need for external review. The full

Committee shall meet at the end of this init ial review period to determine the need for external review. The

Committee shall conduct a simple majority vote to determine whether or not an external review shall be

requested. ln the case of external review, see Appendix C for External Review.
4. Consistent with the CBA, the Department/Unit/Library/School/SSp-RR RTP standards/documents, the

University RTP document and the RTP timetable, the P & T Committee shall review and evaluate the WPAF

of each candidate for  tenure and/or  promot ion.  Each commit tee member shal l  make an indiv idual
assessment prior to the discussion of any specific case.

5. The P & T Committee shall meet as an entire committee face-to-face concerning each of the WPAFS. In

these meet ings,  each member shal l  comment upon the candidate 's  qual i f icat ions under each category of

evaluat ion.
6. The P & T Committee shall write a clear recommendation, addressed "To the fi le of [the candidateJ" with

support ing arguments.  (See Appendix E.)  Each recommendat ion shal l  be approved by a s imple major i ty  of

the committee. The Chair shall vote. Because the CBA states that "[t]he end product of each level of a

Performance Review shall be a written recommendation," (15.40) a report of a tie vote does not constitute
an acceptable action of the Committee. The P & T Committee must recommend for or against promotion

and/or tenure.
7. The report of the vote shall be anonymous. Committee members may not abstain in the final vote. The vote

ta l ly  shal l  not  be inc luded in the le t ter .  Dissent ing opin ions shal l  be incorporated in to the text  of  the f ina l
recommendat ion.  When the vote is  unanimous,  the repor t  shal l  so indicate.  Al l  members of  the commit tee
shal l  s ign the le t ter .

8. The P & T Committee shall provide a copy of the recommendation to the Custodian of the File by the
deadline specified in the RTP Timetable.

9. Should the candidate call a meeting within seven days of receipt of the P & T Committee's recommendation,
the P & T Committee shall attend the meeting. (15.5) No formal written response is required subsequent to
this meeting.

10. Should the candidate submit a rebuttal or response, the P & T Committee may respond to the rebuttal or
response in writ ing within seven days of receipt. No formal written response to the candidate's rebuttal or
response is required.

11. When there is disagreement in the recommendations at any level of review, the P & T Committee shall call a

conference involving all levels of the review, i.e., the Department Chair, the Peer Review Committee, the
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Dean,  and the Promot ion and Tenure Commit tee i tse l f .  The P & T Commit tee shal l  schedule th is  meet ing

within seven days after the designated deadline for the candidate to respond to the Promotion and Tenure

Commit tee 's  recommendat ion.  Al l  members of  the P & T Commit tee shal l  a t tend th is  meet ing.

t2. Subsequent to such a meeting, the P & T Committee shall revise or reaffirm their recommendations. The P

& T Commit tee shal l  then submit  in  wr i t ing thei r  recommendat ion to the Custodian of  the Fi le  consistent

with the RTP Timetable.
13. The P & T Committee shall maintain confidentiality of the fi le, of deliberations and recommendations,

pursuant  to ar t ic les 15.10 and 15.11 of  the CBA.
!4. lf the P & T Review has not been completed according to the RTP Timetable, the WPAF shall be

automatically transferred to the next level of review and the faculty unit employee shall be so notif ied.

(1s .41 )
Responsibil i t ies of the President or Designeeo
1. The President shall announce the RTP Timetable after recommendations, if any, by the appropriate faculty

committee. (!4.4, 15.41
2. The President shall follow the specific deadlines outl ined for various personnel actions in provisions 13.11,

I3.L2, t3.t7 , and 14.9 of the CBA.
3. The President may review for completeness each fi le from all candidates for promotion and/or tenure.

4. The President may identify, request and provide existing materials related to evaluation which do not

appear in  the f i le  and request  that  any i r re levant  mater ia l  be removed f rom the f i le .  In  cases where the

President  requests that  the candidate add or  remove mater ia l  to  the f i le ,  th is  request  shal l  be made in

wr i t ing to the Custodian of  the Fi le  wi th in the speci f ied deadl ine.  In  cases where the President  adds

mater ia l  to  the f i le  v ia the COF, i t  shal l  be done wi th in the speci f ied deadl ine.  The Custodian of  the Fi le  shal l

in form the candidate of  th is  addi t ion.
5.  The President  shal l  consider  a decis ion in  re lat ion to external  rev iew.  Both the President  and the facul ty

member undergoing review must agree to external review.

5. The President shall review and consider the Performance Review recommendations and relevant material

and make a final decision on retention, tenure, or promotion. For probationary employees holding a joint

appointment  in  more than one Department ,  the President  shal l  make a s ingle decis ion regarding retent ion,

tenure, or promotion. (13.10, t3.15,14.8, t5.42l.
7. The President shall review and consider the Performance Review recommendations, relevant material and

information, and the availabil ity of funds for promotion. (1a,8)

8. Should the President make a personnel decision on any basis not directly related to the professional

qualif ications, work performance, or personal attributes of the individual faculty member in question, those

reasons shal l  be reduced to wr i t ing and entered in to the Personnel  Act ion Fi le  and shal l  be immediate ly
provided the facul ty  member,  (11.9)

9. The President shall provide a written copy of the decision with reasons to the Custodian of the File, who wil l

provide it to the faculty member undergoing review and to all levels of review.
10.  The President  shal l  mainta in conf ident ia l i ty  of  the f i le ,  o f  del iberat ions and of  recommendat ions,  pursuant

to ar t ic les 15.10 and 15,11 of  the CBA.
Responsibil i t ies of the Custodian of the File
1. The Custodian of the File shall notify all Candidates, Department Chairs, and Deans one semester in advance

of the scheduled required reviews for retention, reappointment, tenure and/or promotion. In May, the COF

shall notify all faculty members and the Deans/Director of the CSUSM RTP Timetable for the following

academic year .  The COF shal l  not i fy  a l l  Candidates that  the Facul ty  Center ,  the Deans,  Department  Chairs  or

equivalents and other  appropr iate resources are avai lable to prov ide advice,  guidance,  and d i rect ion in

construct ing thei r  WPAF.
2. The COF shall provide each new faculty unit employee no later than fourteen days after the start of fall

semester written notif ication of the evaluation criteria and procedures in effect at the time of her/his init ial

6 l n t h e t e x t t h a t f o l l o w s , " t h e P r e s i d e n t " s h o u l d b e u n d e r s t o o d t o m e a n " t h e P r e s i d e n t o r d e s i g n e e . "  T h e d e s i g n e e m u s t b e a n A c a d e m i c

Administrator. (15.2) In the case of an SSP-AR review, the designee may be the Vice President of Student Affairs.

H .
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appointment .  In  addi t ion,  pursuant  to CBA provis ion 15.3,  the facul ty  uni t  employee shal l  be advised of  any

changes to those cr i ter ia  and procedures pr ior  to  the commencement of  the evaluat ion process.  (12,2)

3.  The COF shal l  receive the in i t ia l  f i le ,  and date and stamp the in i t ia l  page of  the f i le .

4.  The COF shal l  mainta in conf ident ia l i ty  of  the f i les.

5. Only when dire circumstances exist may a WPAF be turned in late. The COF will determine what constitutes

di re c i rcumstances.
6. Within two working days of the end of the review for completeness, the COF shall notify the Candidate that

she/he needs to add required and additional documentation requested by the Department Chair, review

committee chairs, or administrators. lf the Candidate fails to submit the required materials and a reviewing

party submits the materials, the COF will notify the Candidate of materials that others add to the fi le.

7.  In  cases where the Department  Chair  wishes to submit  a separate recommendat ion,  but  is  ine l ig ib le to make

recommendations for all Candidates, the Custodian of the File wil l place a form letter into the WPAF of the

Candidates not receiving a separate recommendation that explains the reason that no Department Chair

letter was submitted to the fi le.
8.  The COF shal l  not i fy  the candidate of  any other  addi t ional  i tems to be added to the f i le  a long wi th the

Candidate's right to rebut or request deletion.
9. lf a Candidate scheduled for review submits no WPAF, the COF shall place a letter in a fi le folder stating that

no fi le was submitted. A copy of the letter wil l be sent to the appropriate Dean and the Candidate.

10.  The COF shal l  ensure that  a l l  who rev iew a f i le  s ign in  each t ime they rev iew the f i le .  The COF shal l  mainta in

a log of action for each fi le.
!!. l f any party of the review process, including the Candidate, indicates that they want an external review, the

COF shal l  adminis ter  the process as out l ined in the CBA (Ar t ic le  15)  and the Univers i ty  Retent ion,  Tenure,

and Promot ion (RTP) documents.  That  is ,  the COF shal l  advise the President  of  the request  and obta in the

consent of the Candidate. lf both are in agreement to have an external review, the Custodian of the File

shal l  adminis ter  the process.

t2. The COF shall receive, process, and hold all recommendations and responses and/or rebuttals during each

step of the process.

13. The COF shall monitor the progress of all evaluations ensuring that proper notif ication is given to the

Candidate, each committee, and the appropriate administrators as specified in these procedures. The COF

shall provide copies of the evaluations and recommendations to the candidates and the reviewing parties.

The COF shall document each notif ication.

V.  PRINCIPLES FOR THE REVIEW PROCESS

A. General  Pr inc ip les
1.  Facul ty  shal l  be evaluated in  accordance wi th the Uni t  3  CBA as wel l  as standards approved for  thei r

Departments or  equivalent  uni ts  (when such standards ex is t ) ,  s tandards approved by thei r

College/Library/SchooI/SSP-AR, and in accordance with this policy. In case of confl ict between the

Department and College/Library/School/SSP-AR standards, the College/Library/School/SSP-AR standards

shal l  prevai l ,  The pol ic ies and procedures in  th is  document  are subject  to  Board of  Trustees pol ic ies,  T i t le  5

of  the Cal i forn ia Adminis t rat ive Code,  Cal i forn ia Educat ion Code,  the Uni t  3  CBA, and other  appl icable State

and Federal  laws.
2. Faculty members wil l present the relevant evidence in each category of performance. Each level of review is

responsib le for  evaluat ing the qual i ty  and s igni f icance of  a l l  ev idence presented.

3. Evervone, at all levels of review, shall read the Candidate's fi le,
4. Committee members shall work together to come to consensus.
5. Retention, tenLtre, and promotion of a faculty member always shall be determined on the basis of

professional performance as defined by the CBA (20) and the University and Department/Unit/
College/Library/School/SSP-AR documents, demonstrated by the evidence in the WPAF. In the evaluation of

teaching performance, student evaluation forms shall not constitute the sole evidence of teaching quality.
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No recommendat ion shal l  be based on a Candidate 's  bel ie fs ,  nor  on anv other  basis  that  would const i tu te an

infringement of academic freedom.
6.  The Candidate shal l  have access to her /h is  WPAF at  a l l  reasonable t imes except  when the WPAF is  actual ly

being reviewed at some level.
7, Prior to the final decision, candidates for promotion may withdraw, without prejudice, from consideration

at any level of review.
8.  Mainta in ing conf ident ia l i ty  is  an extremely ser ious obl igat ion on the par t  of  commit tee rev iewers and

adminis t rators.  Al l  par t ies to the rev iew need to be able to d iscuss a Candidate 's  f i le  openly,  knowing that
th is  d iscussion wi l l  remain conf ident ia l .  A l l  par t ies to the rev iew shal l  mainta in conf ident ia l i ty ,  respect ing

their colleagues, who, by virtue of election to a personnel committee, have placed their trust in each other.
Del iberat ions and recommendat ions pursuant  to evaluat ion shal l  be conf ident ia l .  (15)  There may be a need
for the parties to the review to discuss the Candidate's fi le with other levels of review when all levels do not

agree. Also, the Candidate may request a meeting with parties to the review at any level. These particular

discussions fall within the circle of confidentiality and comply with this policy. Otherwise, reviewing parties

shal l  not  d iscuss the f i le  wi th anyone.  Candidates who bel ieve that  conf ident ia l i ty  has been broken may
pursue re l ie f  under the CBA. (10)

9. Service in the personnel evaluation process is part of the normal and reasonable duties of tenured faculty,
Department Chairs, and administrative levels of review. Lobbying or harassment of parties to the review in

the performance of these duties constitutes unprofessional conduct. Other University policies cover
harassment as well. The statement here is not intended to restrict the University in any way from fulf i l l ing

the terms of other policies that cover harassment.
10. When a probationary faculty member does not receive tenure following the mandatory sixth year review,

the University's contract with the individual shall conclude at the end of the seventh year of service, unless

the facul ty  member is  granted a subsequent  probat ionary appointment  by the President .  (13.17)

B. Standards Applied in Different Types of Decisions
1. Review for Retention of Probationary Faculty

a. Whenever a probationary faculty member receives reappointment, CSUSM shall provide to the
Candidate a review that identif ies any areas of weakness.

b.  To the extent  possib le and appropr iate,  the Univers i ty  should prov ide opportuni t ies to improve
performance in the ident i f ied area(s) .

2. Review for Granting of Tenure
a.  The grant ing of  tenure requi res a more r igorous appl icat ion of  the cr i ter ia  than reappointment .

b.  A Candidate for  tenure at  CSUSM shal l  show susta ined h igh qual i ty  achievement  in  support  of  the
Mission of the University in the areas of teaching, research and creative activity, and service (for

teaching facul ty  and l ibrar ians)  or  in  the pr imary dut ies as assigned in the job descr ipt ion,  cont inuing
education/professional development, and service (for SSP-ARs).

c. Normally, tenure review wil l occur in the sixth year of service at CSUSM or one or two years earlier in
cases where the Candidate has been granted service credit. Tenure review prior to the normal year of
consideration requires clear evidence that the Candidate has a sustained record of achievement that
fulf i l ls all criteria for tenure as specified in University, College/Library/School, and Department
standards.

d. An earned doctorate or an appropriate terminal or professional degree that best reflects the standard
pract ices in  an indiv idual  f ie ld of  s tudy is  requi red for  tenure.  In  except ional  cases,  ind iv iduals wi th a
t ru ly  d is t inguished record of  achievement  at  the nat ional  and/or  in ternat ional  level  wi l l  qual i fy  for
considerat ion for  purposes of  grant ing tenure.  An ad hoc commit tee consist ing of  three members
jo int ly  appointed by the Chair  of  the Promot ion and Tenure Commit tee and the Department  Chair
shal l judge a l l  except ions.  This ad hoc commit tee shal l  make a recommendat ion to the President  for  or
against  awarding tenure.

3, Review for Promotion
a. Promotion to Associate Professor, Associate Librarian or SSP-AR ll requires a more rigorous application

of  the cr i ter ia  than reappointment .
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b, Promotion to the rank of Professor, Librarian or SSP-AR ll l  shall require evidence of substantial and

sustained professional growth at the Associate rank as defined by University,
College/Library/School/SSP-AR, and Department standards.

c. In promotion decisions, reviewing parties shall give primary consideration to performance during time
in the present rank. Promotion prior to the normal year of consideration requires clear evidence that

the Candidate has a sustained record of achievement that fulf i l ls all criteria for promotion as specified

in University, College/Library/School, and Department standards. For early promotion, a sustained

record of achievement should demonstrate that the candidate has a record comparable to that of a

candidate who successfully meets the criteria in all three categories for promotion in the normal
period of service.

College/Li brary/School/SSP-AR Sta ndards
a. A College or equivalent unit shall develop standards for the evaluation of faculty members of that

Col lege or  equivalent  uni t .
b .  Col lege or  equivalent  uni t  s tandards shal l  not  conf l ic t  wi th law or  Univers i ty  pol icy.  In  no case shal l

College standards require lower levels of performance than those required by law or University policy.

c .  Wr i t ten Col lege or  equivalent  uni t  s tandards shal l  address:
1) Those activit ies which fall under the categories of Teaching Performance, Scholarly and Creative

Activity, and Service;
2I A description of standards used to judge the quality of performance;

3)  The cr i ter ia  employed in making recommendat ions for  retent ion,  tenure,  and promot ion.

d. These standards shall be reviewed by the Faculty Affairs Committee for compliance with university,
CSU, and Uni t  3  CBA pol ic ies and procedures.  Once compl iance has been ver i f ied,  the
College/Library/School/SSP-AR standards wil l be recommended to the Academic Senate for approval.

Departmental Standards
a. A Department or equivalent unit may develop standards for the evaluation of faculty members of that

Department  or  equivalent  uni t ,
b. Department or equivalent unit standards shall not confl ict with law or University policy. In no case

shall Department standards require lower levels of performance than those required by law or

University policy.
c .  Wr i t ten Department  or  equivalent  uni t  s tandards shal l  address:

1) Those activit ies which fall under the categories of Teaching Performance, Scholarly and Creative
Activity, and Service;

2l A description of standards used to judge the quality of performance;
3)  The cr i ter ia  employed in making recommendat ions for  retent ion,  tenure,  and promot ion.

d. The Dean/Director of the College/Library/School/SSP-AR shall review the Department standards for
conformity to College/Library/School/SSP-AR standards. lf the Dean finds it in conformance, she/he
will forward the Department standards to the Faculty Affairs Committee. The Faculty Affairs
Committee has the responsibil i ty to verify and ensure compliance with university, CSU, and Unit 3 CBA
policies and procedures. Once compliance has been verif ied, the Department standards wil l be
forwarded to the Provost for review. The Provost wil l provide the Faculty Affairs Committee with a
recommendat ion (wi th explanat ion)  regarding approval  of  the Department  s tandards.  The Facul ty
Affairs committee wil l base its approval of the standards on its own review and the recommendation
of the Provost. Once approved, Department standards wil l be forwarded to Academic Senate as an
informat ion i tem. Departments or  equivalent  uni ts  shal l  fo l low th is  approval  process each t ime they
wish to change thei r  s tandards.

4 .

5 .
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APPENDIX A

STEPS IN THE RTP REVIEW PROCESS WHEN THERE '5 A DEPARTMENT CHAIR

ndidate creates and submits  f i
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APPENDIX B

STEPS IN THE RTP REVIEW PROCESS WHEN THERE IS NO DEPARTMENT CHAIR
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APPENDIX C
EXTERNAT REVI EW PROCESS

Initiation of a Request for External Review

A request for an external review of materials submitted by a Candidate for retention, promotion,

andlor tenure may be initiated at any level of review by any party to the review, including the

Candidate. Such a request shal l  document (1) the special  c ircumstances which necessitates an outside

review, and (2) the nature of the mater ials needingthe evaluat ion of an external reviewer. The

request must be approved by the President with the concurrence of the faculty unit employee'
(1s .12d)
lf any party of the review process, including the candidate, indicates that they want an external review,

the COF shal l  administer the process as out l ined in the CBA (Art ic le 15.12d).  The Custodian of the Fi le

shal l  administer the process.

l l .  Procedure for Selection of External Reviewers

The faculty member being considered shall provide a l ist of f ive names of experts in the corresponding

field of scholarly or creative inquiry. A brief description of the proposed evaluators' f ields, institutional

affi l iations and professional records shall be included with the l ist.

The peer Review Committee shall select the external reviewers. The PRC may accept the entire l ist of

five names provided by the Candidate. Alternatively, the PRC may select only three of the names from the

l i s to f f i ve .  When i t se lec t s t f r r eenames , thePRCa lsomaychoose toaddup to twoadd i t i ona l  r ev iewers '

Thus,  the PRC shal l  se lect  a min imum of  three external  rev iewers prov ided bythe Candidate and a

maximum of two that it provides, forming a l ist of three to five external reviewers. When selecting

reviewers other than those recommended by the Candidate, the PRC must justify that action in a written

statement .  Should the Candidate wish to chal lenge the choices,  she/he may provide a wr i t ten rebut ta l .  In

such cases, the President shall decide on the final l ist of external reviewers.

C, Criteria for selection of external reviewers shall include the following. The reviewer must:

1. Be active in the same specialized area of scholarly or creative work;

2. Hold a professional affi l iation approved by peer review committee;

3. Be at a rank greater than the faculty member, if affi l iated with an academic institution; and

4. Be neither a collaborator nor co-author of any publication or funded research proposal, nor a

c lose f r iend.
D. lt is the responsibil i ty of the Peer Review Committee to determine that criteria for selection of external

reviewers have been satisfied.
E. The COF is charged with managing the process of external review. The COF shall solicit external reviews,

receive the documents, and place them in the WPAF. The COF shall request external reviewers to

respond in a timely manner. When a solicited external review does not receive a timely response, the

COF shall insert a letter into the fi le stating that the external reviewer did not respond by the requested

t ime.

A .

B .
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APPENDIX D: SAMPLE BAttOT FOR THE PRC

Candidate has requested consideration for the following action: Promotion to Associate Professor/Associate

Librarian/SSP-AR ll; Promotion to Professor/Librarian SSP-AR lll; Tenure'

Please vote below on the appropriate action.

Promotion to Associate Professor/Associate Librarian/ SSP-AR ll

Promotion to Professor/Librarian /SSP-AR ll l

Tenure

Yes

Yes _ No

No

Yes No

RE:

APPENDIX E: MEMORANDUM

DATE: <date>

TO: WPAF for <Candidate's name>

FROM: Peer Review Committee <or P & T Committee>

<Commit tee members '  names wi th in i t ia l  l ine such as:>

Harvey Goodfellow
Shir ley U. Gest
Betta B. Great

Request for <retention, tenure, promotion, etc.>

The Commit tee <unanimously> or  <by s imple major i ty> <recommends/does not  recommend> <name of

Candidate> for <request>.

At tached p lease f ind the complete narrat ive por t ion of  the recommendat ion.
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