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APPENDIX F 
 

PROCEDURAL GUIDELINES FOR THE 
TENURE AND PROMOTION REVIEW 

 
The competence and dedication of the Spelman faculty are of primary importance in achieving the purpose of the institution. Since a 
tenure decision has far reaching consequences for the future of the institution, tenure appointments will be granted only to those 
eligible full-time faculty who have demonstrated outstanding academic accomplishments, intellectual distinction, and continued 
promise as well as service to the College. (Spelman College Faculty Handbook, 1986, p.48)  
 
The following outline of procedures for the tenure and promotion review represents agreement between the Faculty Support Team in 
the Provost’s Office and the operating procedures of the Tenure and Promotion Committee (TPC), and is consistent with the policies 
otherwise specified in the Spelman College Faculty Handbook (SCFH).  
 

1. Eligibility: Each newly appointed tenure-track member of the faculty shall be notified by the Provost Faculty Human 
Resources Office of the year for tenure and initial promotion review, which is normally the sixth year of tenure-track 
employment. In accord with existing policies, this process may be accelerated at the discretion of the faculty member, in 
consultation with the Department Chair/program director and with the approval of the Provost, by submitting a written 
request to the Provost. As tenure is granted only to full-time tenure-track faculty members who have attained the rank of 
associate professor or professor, those in a lower rank must be reviewed for promotion simultaneously. In each academic 
year, the names of those faculty members who are eligible for promotion and / or tenure review will be forwarded by the 
Provost Faculty Human Resources Office to the TPC. Faculty members who wish to defer the review process until the 
seventh year must notify the Provost in writing at the beginning of the sixth year (according to the timetable established by 
the Provost and the TPC).  

 
2. Initiation Process: The Provost will notify the candidates and their Department Chairs / program directors of the need to 

submit the following materials in accordance with the time line established by the Provost and the TPC:  
 

a. A list of five external reviewers that has been developed and agreed upon by both the candidate and the Department Chair / 
program director. See 4 c below for guidelines on generating a list of external reviewers. The final list should be submitted to 
the Provost.  

 
 

b. The Faculty Support Team in the Provost’s Office will create a SmartSheet for each candidate and provide the link to 
SmartSheet for the candidate to upload their journal information consisting of the annotated vita, the two page vita, scholarly 
review materials, and sections on teaching, scholarship, and service. This journal should also include additional information 
and materials needed to conduct a thorough evaluation of the faculty member's teaching, as appropriate for the discipline.. 
Selected sections of this sheet will also made available to external reviewers. 
 

c. Once the external reviewers have been identified by the Provost, the Faculty Support Team in the Provost’s Office notifies 
them via email that they have been selected to participate as an external reviewer in the tenure and promotion process at 
Spelman College. Faculty Support will send the reviewer the link to the candidate’s SmartSheet consisting of the annotated 
vitae, and scholarly review materials, requesting that the reviewer focuses on the candidate’s scholarly rigor in the discipline.  
The external reviewer will submit their letter of support to the Faculty Support Team in the Provost’s Office which will be 
uploaded to the candidate’s SmartSheet. 

 
d. The Faculty Support Team in the Provost’s Office will create a Confidential SmartSheet for TPC review consisting of 

Student Evaluations, letters from the department, department chair, external reviewers and student evaluations. Copies of the 
annotated vita, scholarly review materials, and sections on teaching, scholarship, and service will be available via the 
candidate’s journal SmartSheet.  The Faculty Support Team in the Provost’s Office will store items, such as a book, that 
cannot be uploaded. 

 
e. A two page vita 

 
f. If the candidate has had major teaching or academic program assignments outside of the primary department /program (e.g. 

teaching courses in ADW, Women's Studies, Japan Studies), she/he should also submit to the Provost the names of the 
department /program and the corresponding program director, supervisor or Department Chair, who will write an additional 
review letter.  
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3. Promotion to Professor: In cases of application for promotion to the rank of full Professor, items 1 and 2 above are 

modified by the following:  
 
It is incumbent upon the faculty member to decide which year she or he wants to be considered tor promotion. In accordance 
with the timetable established by the Provost and TPC, the faculty member shall send a brief letter to the Provost and 
Department Chair / Program Director indicating her or his intention to apply for promotion, and in consultation with the 
Chair, shall submit a list of potential external reviewers to the Provost. Whenever possible, the potential external reviewers 
shall be full Professors of (at least) 4 year institutions.  

 
4. Summary of Independent Reviews: The candidate's application will receive several independent reviews each resulting in a 

recommendation to support or deny tenure and/or promotion, supported by a rationale. The reviews that are submitted to the 
TPC originate as follows:  
 
a. Departmental Review for Promotion to Associate Professor: In the case of promotion to the rank of Associate 

Professor, the Department Chair/ program director will expedite the departmental review. She / he will encourage review 
of the materials and convene the tenured members of the department/program to review the candidate according to the 
following criteria:  

 evidence of excellent teaching 
 evidence of substantial professional involvement in one's field 
 evidence of excellent scholarship and/or creative productivity  
 evidence of excellent service to the College  

 
When fewer than three tenured faculty exist within a department/program, faculty from cognate areas will be asked to serve 
on this review committee. The Provost will appoint these additional faculty on a case-by-case basis. The Department Chair/ 
Program Chair will sit in on this discussion; however, the chair/director should not be involved in writing the department 
letter and should not review or sign it. One tenured faculty member, other than the department/program chair, should be 
elected to prepare a written recommendation to the TPC. This written recommendation must reflect the range of views 
expressed by all members of the review committee (except the Chair / Director), must clearly state the committee's final vote 
recommending for or against promotion and/or tenure, including that of the chair/ director, and must be signed by all tenured 
faculty members participating in the review except the chair/director.  

 
The letter or recommendation from the department faculty should address the candidate's contributions /achievements and 
strengths and weaknesses according to the four criteria listed above. Each area should be given a summary assessment of 
inadequate, adequate, good, or excellent with substantiated evidence. In addition, the tenured faculty's letter should comment 
on the value of the faculty member's contributions to the department/college. Special attention should be devoted to student 
input and evaluations, course development, teaching materials and strategies, student engagement and development, and 
overall teaching effectiveness. This letter should be sent to the Faculty Support Team in the Provost’s Office to be uploaded 
to Smartsheet. 

 
The Department Chair / Program Director will be responsible for her / his own letter, written and delivered separately from 
the department letter. This separate letter of commentary and recommendation should describe the value of the faculty 
member's contributions to the department and/or college in the areas of teaching, service, and research and relative to the 
department/college's overall needs and goals. The letter should clearly state whether the chair/director is for or against tenure 
and/or promotion.  This letter should be sent to the Faculty Support Team in the Provost’s Office to be uploaded to 
Smartsheet. 

 
Please note:  Access to the candidate’s journal and confidential SmartSheets will be removed by the Faculty Support Team in 
the Provost’s Office after the deadline for review of the materials. 

 
b. Department Review for Promotion to Full Professor:  
In the case of promotion to the rank of Professor, the review committee shall consist of only tenured full Professors. The 
committee must consist of at least four faculty at this rank. When the size of a department, leaves of absences, or other factors 
make it impossible for there to be four senior faculty members from the candidate's department, a special committee shall be 
created consisting of all available full Professors from the department, augmented by others. The committee shall include at 
least two members of the Spelman faculty and if possible, shall be chaired by a full Professor from the candidate's 
department/program. At least one member of the committee shall be in the candidate's academic field. The candidate and/or 
Department Chair may make suggestions as to the committee appointments, but it is finally the prerogative of the Provost to 
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select the non-department membership best able to appraise the research, teaching, and service of the candidate. The committee 
shall consult with the Department Chair on the candidate's teaching and departmental service. One committee member other 
than the Department/ Program Chair (when she or he is a member of the committee) should be elected to prepare a written 
recommendation to the TPC. This written recommendation from the Committee of full professors should be guided by the 
following criteria:  

 
 evidence of excellent teaching and commitment to student's professional development  
 evidence of sustained and distinguished record of scholarship and/or creative productivity  
 evidence of recognition among his/her professional peers  
 highly engaged intellectually within the Spelman community and beyond  
 evidence of excellent service to the College.  

 
Also, the written recommendation must reflect the range of views expressed by all members of the review committee, must 
clearly state the committee's final vote recommending for or against promotion, and must be signed by all members of the 
committee.  

 
c.  External Review for Promotion and Tenure: At least three of external peers from the list of five potential external 

reviewers will provide independent reviews upon request by the Provost. The external peers will be asked to review the 
submitted publications and annotated vitae and comment on scholarly and/or creative achievements in preparing a 
recommendation regarding tenure and/or promotion. Normally the faculty member will initiate the process by submitting 
a list of potential reviewers to the departmental chair. However, generating the list of five potential external reviewers 
should be a collaborative effort between the faculty member and the Department Chair in consultation with the tenured 
faculty of the department. The process begins with a discussion between the faculty member and the Department Chair 
where each may suggest potential reviewers. The official list of potential reviewers should be transmitted to the Provost 
by the Department Chair.  

 
The list of potential external reviewers should be developed based upon the candidate's area of scholarship and should not 
include individuals who may be perceived to have a conflict of interest. For example, dissertation advisors, personal friends 
(as opposed to professional colleagues), relatives, collaborators, and AUC faculty should not be included except when there 
is a special justification. The Provost reserves the right to reject any individual and require that additional names be provided. 
If the faculty member and the department/program cannot agree on a common list, then each will submit names to the 
Provost who will determine the final list. The list should include individuals who are tenured members of the faculty of (at 
least) four-year academic institutions. If the faculty member is applying for Full Professor, the list should be limited to 
tenured Full Professors. 

 
d. Other Reviews: For cases in which a candidate has a joint appointment or active teaching or program assignment outside of the 
department, additional commentary and recommendation should be submitted by the appropriate supervisor, director, divisional 
coordinator, or Department Chair. This letter will be requested by the Provost Faculty Human Resources Office and reviewed by 
the TPC after the candidate has identified the appropriate person.  

 
5. Tenure and Promotion Committee Review Materials: The TPC conducts a comprehensive review and assessment of the 

candidate's complete tenure and/or promotion dossier. Regarding applications for tenure and promotion to associate professor, the 
goal is to assess the candidate's overall achievements and contributions (with respect to the criteria listed in section 4a above) and 
her/his potential overall long-term value to the department/college. Regarding applications for promotion to full professorship, the 
goal is to assess the candidate's distinguished accomplishments and recognized intellectual leadership as an outstanding teacher-
scholar in her or his field (with respect to the criteria listed in section 4b above).  
 
The primary input of the candidate to this review process is the preparation of journals which will be uploaded to Smartsheet; one 
for the TPC, one for the department and the external reviewers. The materials include annotated vita, the two-page vita, scholarly 
materials, teaching materials, and sections that describe and summarize accomplishments in scholarship, teaching, and service. 
(See detailed instructions for preparation of the tenure journals and the annotated vita in sections 10 and 11.) 

 
The dossier reviewed by the TPC includes the following:  

a. The candidate's journal (see section 2d above);  
b. The letter of recommendation from the committee of tenured faculty (or full professors if the application is for full 

Professorship) that include a rationale on which the recommendation is founded;  
c. The letter of commentary and recommendation from the Department Chair/ program director;  
d. At least three review letters from external peers (selected from the list of five);  
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e. Materials from the annual Course Evaluation System over a period of several years; and  
f. The pre-tenure review report and accompanying documents (except in cases of promotion to full Professor).  
 

6. Special Procedures in the Case of TPC Review for a New Appointment with Tenure:  
The candidate must assemble a journal of previous scholarship, teaching, and service, which includes samples of the candidate's 
scholarly work. The TPC should review the journal, recommendations from the proposed department or program, and any other 
materials, which will assist in the review of the candidate in the areas of scholarship, teaching, and service, and the overall value of 
the candidate's expertise to the Institution. The Faculty Support Team in the Provost’s Office will create a Smartsheet and provide 
the candidate the link to upload the materials. 
 

7. TPC Recommendation: The TPC will provide a written recommendation to the Provost that includes the Committee's vote and a 
brief rationale for the final recommendation. The TPC will notify the faculty member of its recommendation in writing.  

 
8. Provost's Review and Recommendation: The Provost will review all of the materials received by the TPC and develop an 

independent recommendation to the President. The Provost will forward all materials to the President. The Provost will, at the 
same time, forward to the candidate a summary of recommendations made at all levels of the process.  

 
9. President's Review and Recommendation, Board's Decision: The President, in consultation with the Provost, shall review all 

materials and recommendations, shall make the final decision on promotion, and shall submit her/his recommendation on tenure to 
the Board of Trustees. The Board makes the final determination concerning tenure and informs the President, who shall then 
inform the faculty member of the decision in writing. In cases regarding promotion to Full Professor only, the President shall make 
the final decision. Unsuccessful candidates for promotion to Full Professor may reapply whenever they feel that their cases are 
stronger.  

 
10. The Tenure Review Journal  

The journal materials should be uploaded via Smartsheet by the designated date. The Smartsheet link will be provided by the 
Faculty Support Team in the Provost’s Office. The following materials should be included in the order outlined:  
 
A.  Annotated Vita - A detailed current annotated vita that includes education, employment history, list of courses taught, 

publications, presentations and service to the College and other relevant information. See # 11 below for detailed suggestions 
on vita preparation.  

 
B.  Section on Teaching Effectiveness  

This section should contain:  
a. A summary statement of self-assessment on strengths and weaknesses, goals set and achieved, and anticipated future 

contributions to the department and college.  
b. Brief discussion of course innovations, new developments, role as mentor, etc.  
c. Two syllabi that have been developed by the faculty member.  
d. Any other particularly significant materials related to teaching (should be kept to a minimum).  
 

C. Section on Scholarly / Creative Productivity  
This section should contain:  
a. A summary statement of self-assessment of professional and scholarly development (discuss on-going and completed 

projects).  
b. Copies of all of the most significant pieces of peer-reviewed scholarly or creative work the faculty member wishes 

evaluated.  
c. Any other particularly significant material related to scholarly or creative productivity (should be kept to a minimum).  

 
D.  Section on College Service  

This section should contain:  
a. A summary statement of self-assessment of contributions to the College and general activities in the professional arena and 

the community. 
b. An explanation of the significance of service activities if it is not apparent.  
 

A. Other 
 
Thank you letters, notes of congratulations, notes, letters and cards from students, letters of appointments, etc., are all 
inappropriate attachments and therefore should not be included. The Committee reserves the right to request revisions to the 
journal.  
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11.  Annotated Vita  

The annotated vita should be organized to include:  
1.  Name and Department  
2.  Education: degrees, dates, institutions, department/program titles of Master's thesis and Doctoral dissertation.  
3.  Employment History: title, Institution, date, major responsibilities.  
4.  Teaching: List in table format the courses taught by semester, credit hours, contact hours, and average course evaluation 

rating. Also provide information on advanced in pedagogy, innovations, special considerations, and new developments as 
appropriate.  

5. Scholarly /Creative Activity  
This section should include the following items with annotations directed towards a general faculty reader:  

a. Refereed publications (artistic performances as appropriate) with full citations. If possible, provide information related to the 
potential or recognized impact of the publication (citations and uses of the publications by others, published reviews, etc.) 

b. Non-refereed publications-give publication information and significance.  
c. Invited presentations - date, title, audience.  
d. Other presentations in professional settings - date, title, audience.   
e. Consultations (those not listed as service) - they must be clearly identifiable as invitation to consult based on an individual's 

professional reputation.  
f. Grants received - title, funding agency, amount, and date.  
g. Grants submitted - title funding agency, amount requested  
h. Awards, recognitions - indicate the nature of award, purpose, criteria and date.  
i. Reviews of scholarly and creative works.  
j. Professional service such as chairing panels, serving on editorial boards, etc.  
k. Other appropriate information beyond the categories outlined.  

 
Annotations should explain the significance of any activity or document if it may not be apparent to a person outside of the discipline.  
 

 
12.  Service  
a. College service  
This section should contain:  
  i. Committee service, role of the committee, frequency of meeting, special contributions.  
ii. Service that is not committee-based such as representation of the College to an external agency, advisor to student groups, etc.  

  iii. Advising: typical advising load, special assignments, innovation.  
 
b. Non-scholarly professional service  
 
This section should highlight involvement in general professional association activity, boards, committees, panels, consulting, etc. 
This should be distinguished from 5j in that these activities (e.g., serving as the treasurer of a professional organization) are probably 
not dependent upon one's research specialty.  
 
c. Community service  
 
This section should include activities that have enhanced the reputation of the College as an important agency in the community. It 
should focus on service to the public related to one's role as an academician. This includes involvement in activities such as United 
Way Board, Mayor's Commission, etc. It does not include community involvement of a 'good citizen' nature.  
 

13. The Journal for Promotion to Full Professor  
 

The journal for candidates applying for promotion to full Professor should include all of the items specified in sections 10 and 11 
above, with the following additions and changes:  
a. A statement indicating the month and year when tenure and promotion to associate professor was obtained;  

 
b. Copies of scholarly /creative materials should be limited to those produced after promotion to associate professor;  

 
c. The narrative sections on teaching effectiveness, scholarly/creative productivity, and college service should highlight 

accomplishments and achievements made after promotion to associate professor.  
  


