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1 INTRODUCTION 
 
 

DESCRIPTION 
This is the CAS Faculty Manual for the College of Arts and Sciences (referred henceforth as the CAS 
Manual). It supplements the University Faculty Handbook, and outlines policies and procedures specific 
to the College of Arts and Sciences Faculty. 

Departments, department chairs, faculty committees, and administrators are responsible for 
implementing the policies published in this Manual. 

Faculty Assembly approval is needed for all sections unless otherwise indicated; certain items require a 
two-thirds majority, as noted below. A quorum of participating faculty is required in order to vote. 
Eligibility and quorum are defined elsewhere in this Manual. 

 
AMENDMENTS 

The CAS Faculty Manual may be amended from time to time by an affirmative note of two-thirds of the 
members present who are eligible to vote. Written notice of the exact wording of the proposed 
amendment shall be given at least one week in advance of the Faculty Assembly meeting at which action 
thereon is to be taken. 

Amendments may originate wither in the Faculty Assembly or the Educational Policy Committee (EPC), 
but in either case, shall be reviewed by the EPC and reported to the Faculty Assembly. Should the EPC fail 
to make its report at the next Faculty Assembly meeting on amendments that have been initiated at 
Faculty Assembly, the Faculty Assembly may proceed to act on the amendment directly. Only EPC needs 
to approve technical changes to the manual (such as changes in due dates). 

1.1 

1.2 

1 INTRODUCTION 

1.1 DESCRIPTION 

This is the CAS Faculty Manual for the College of Arts and Sciences (referred henceforth as the CAS 

Manual). It supplements the University Faculty Handbook, and outlines policies and procedures specific 

to the College of Arts and Sciences Faculty. 

Departments, department chairs, faculty committees, and administrators are responsible for 

implementing the policies published in this Manual. 

Faculty Assembly approval is needed for all sections unless otherwise indicated; certain items require a 

two-thirds majority, as noted below. A quorum of participating faculty is required in order to vote. 

Eligibility and quorum are defined elsewhere in this Manual. 

1.2 AMENDMENTS 

The CAS Faculty Manual may be amended from time to time by an affirmative note of two-thirds of the 

members present who are eligible to vote. Written notice of the exact wording of the proposed 

amendment shall be given at least one week in advance of the Faculty Assembly meeting at which action 

thereon is to be taken. 

Amendments may originate wither in the Faculty Assembly or the Educational Policy Committee (EPC), 

but in either case, shall be reviewed by the EPC and reported to the Faculty Assembly. Should the EPC fail 

to make its report at the next Faculty Assembly meeting on amendments that have been initiated at 

Faculty Assembly, the Faculty Assembly may proceed to act on the amendment directly. Only EPC needs 

to approve technical changes to the manual (such as changes in due dates). 
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2 FACULTY GOVERNANCE 
 

INTRODUCTION 

Section Two of the University Faculty Handbook states, 

“Suffolk University is committed to a model of shared governance. This model recognizes that the 
University administration, program directors, Deans, Department Chairs, and the Faculty each has 
a legitimate and necessary role in formulating and evaluating academic and administrative 
policies and in participating in those processes. The Faculty shares responsibility for the 
implementation of the academic mission of the university. The Faculty also shares responsibility 
for the creation, implementation, and resolution of policies and issues that relate to academic 
freedom; Faculty governance; professional ethics; standards and responsibilities; curriculum; 
Faculty status; assurance of learning; academic program creation and review; and those aspects 
of student life that relate to the educational process. In order for the Faculty to adequately fulfill 
that role, Department Chairs, Deans and other administrators should supply appropriate 
information to the Faculty to aid them in making informed decisions.” 

 

Governance Statement 
Article VII Section 7.4.1 of the By-laws of Suffolk University (henceforth the “By-laws”) states that 
each school “shall be governed by its respective Faculty subject to the authority, duties and 
responsibility of its Dean”. Furthermore, the Faculty shall “have the oversight and control of their 
respective student body” (Section 7.4.2) and “Each Faculty shall have legislative power in matters 
pertaining strictly to the academic interest of its own department 1 , subject to approval or 
disapproval of the Academic Affairs Committee of the Board of Trustees” (Section 7.4.2.3). 

Any policy promulgated as having CAS faculty approval must have been approved by the Faculty 
Assembly. 

 

Voting Rights for Committees 
Unless otherwise specified, all CAS Faculty, with the exception of faculty members who are serving 
outside the College of Arts and Sciences in an administrative position that is at least three- 
quarters of full-time, are eligible to vote in the election of 

(i) members of CAS committees, and 
(ii) CAS representatives to university-wide committees. 

 
 
 
 
 
 

 
 
 

1 The word “department,” as used in Article VII, Section 7.1 of the By-Laws of Suffolk University, signifies—in 
accordance with the historical usage of this word by the trustees when referring to all-University affairs— “school 
or college.” 
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FACULTY ASSEMBLY 

Name 
This organization shall be known as the Faculty Assembly of the College of Arts and Sciences. 

 

Object 
The Faculty Assembly of the College of Arts and Sciences shall have the responsibility to exercise 
the legislative function of the faculty as provided by Article II.D of the University Faculty 
Handbook. 

 

 Membership 
As stipulated in Article VII Section 7.4.1.1 of the By-laws, “the faculty of any particular school or 
college consists of all professors, associate and assistant professors and such other members of 
the teaching staff as may be designated by the Dean and approved as provided for in the Faculty 
Handbook.” 

All full-time instructors and faculty on phased retirement are considered to be members of the 
CAS Faculty. 

All Faculty members “are expected to attend the stated and special meetings of their respective 
Faculties” and “all members may participate in discussion” (By-laws Section 7.4.2.1). 

The voting (“enfranchised”) members of the Faculty Assembly consist of all professors, associate 
professors, and assistant professors whose primary locus of appointment is within the College of 
Arts and Sciences, as well as the Dean, the President (if they are a tenured professor in CAS), and 
full-time instructors in CAS who have served two full-time consecutive years as instructors (as 
allowed under the authority granted by Article VII Section 7.4.2.1 of the By-laws). 

 

Officers 
The Dean of the College of Arts and Sciences shall be the chair of the Faculty Assembly, but may 
designate a member of the enfranchised CAS Faculty to serve in their stead. 

The Dean shall move forward decisions voted by the Faculty Assembly when they are 
administratively practicable. 

 

 Meetings 
As provided by Article VII, Section 7.4.2.2 of the University By-laws, “The Faculty of each 
department shall meet when directed by the Dean.” 

The Dean shall call a meeting, to be held within two weeks, upon the request of either a majority 
of the full Educational Policy Committee or 25% of the enfranchised members of the Faculty 
Assembly. 

Motions may be brought to the CAS Faculty Assembly by a majority of the sitting CAS faculty 
senators. The sitting CAS faculty senators shall be asked, in advance of any CAS Faculty Assembly, 
whether there are items they wish to put on the Assembly agenda. [Paragraph approved in 2018.] 

Motions and any supporting documents should ordinarily be circulated to faculty members at 
least a week in advance of the Faculty Assembly meeting on which they will be voted. 

2.2 

2.2.1 

2.2.2 

2.2.3 

2.2.4 

2.2.5 

2.2 FACULTY ASSEMBLY 

2.2.1 Name 

This organization shall be known as the Faculty Assembly of the College of Arts and Sciences. 

2.2.2 Object 

The Faculty Assembly of the College of Arts and Sciences shall have the responsibility to exercise 

the legislative function of the faculty as provided by Article I1.D of the University Faculty 

Handbook. 

2.2.3 Membership 

As stipulated in Article VII Section 7.4.1.1 of the By-laws, "the faculty of any particular school or 

college consists of all professors, associate and assistant professors and such other members of 

the teaching staff as may be designated by the Dean and approved as provided for in the Faculty 

Handbook." 

All full-time instructors and faculty on phased retirement are considered to be members of the 

CAS Faculty. 

All Faculty members "are expected to attend the stated and special meetings of their respective 

Faculties" and "all members may participate in discussion" (By-laws Section 7.4.2.1). 

The voting ("enfranchised") members of the Faculty Assembly consist of all professors, associate 

professors, and assistant professors whose primary locus of appointment is within the College of 

Arts and Sciences, as well as the Dean, the President (if they are a tenured professor in CAS), and 

full-time instructors in CAS who have served two full-time consecutive years as instructors (as 

allowed under the authority granted by Article VII Section 7.4.2.1 of the By-laws). 

2.2.4 Officers 

The Dean of the College of Arts and Sciences shall be the chair of the Faculty Assembly, but may 

designate a member of the enfranchised CAS Faculty to serve in their stead. 

The Dean shall move forward decisions voted by the Faculty Assembly when they are 

administratively practicable. 

2.2.5 Meetings 

As provided by Article VII, Section 7.4.2.2 of the University By-laws, "The Faculty of each 

department shall meet when directed by the Dean." 

The Dean shall call a meeting, to be held within two weeks, upon the request of either a majority 

of the full Educational Policy Committee or 25% of the enfranchised members of the Faculty 

Assembly. 

Motions may be brought to the CAS Faculty Assembly by a majority of the sitting CAS faculty 

senators. The sitting CAS faculty senators shall be asked, in advance of any CAS Faculty Assembly, 

whether there are items they wish to put on the Assembly agenda. {Paragraph approved in 2018.} 

Motions and any supporting documents should ordinarily be circulated to faculty members at 

least a week in advance of the Faculty Assembly meeting on which they will be voted. 
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Electronic voting is permitted. 

The chair and the presence – in person or online - of 40% of the enfranchised members of the 
Faculty Assembly shall constitute a quorum. 

 

 Parliamentary Authority 
Meetings shall be conducted in accordance with the current edition of Robert's Rules of Order. 

 

Electronic Voting 
Electronic voting is permitted on matters that would normally require consideration at a meeting 
of the Faculty Assembly, under the following conditions: 

◦ EPC must determine that the issue cannot reasonably wait until the next meeting of the 
Faculty Assembly. 

◦ Motions, and any supporting documents, must be circulated to faculty members at least 
a week in advance of the close of the vote. 

◦ During this week the EPC shall ensure that an opportunity for public discussion be 
arranged, including electronically. 

◦ The voting shall be run by the Elections Committee, with oversight from the EPC. 
◦ In order to pass, a motion must get a majority of votes cast, with a voting quorum as 

defined by the Manual. 
 

ACADEMIC DEPARTMENTS 

 Department Chairs 
CAS department chairs are appointed by the Dean for a three-year term, which may be extended, 
but should not generally exceed six years in a row. Department chairs are responsible to the Dean, 
and their duties include the following: 

1. Serving as administrative heads of their departments with responsibility for the 
supervision of faculty and non-administrative staff, including program directors, where 
applicable. 

2. In consultation with their departmental peers, formulating departmental goals and 
objectives that follow from and support the University and College Strategic Plans. 

3. Preparing an annual report, as requested by the Dean. 
4. Evaluating student learning objectives and outcomes for the major. 
5. Supervising teaching within the department, and coordinating classroom observations of 

part-time and full-time faculty. 
6. Making teaching assignments and preparing departmental teaching schedules, subject to 

the approval of the registrar and the Dean. 
7. Supervising the advising of all departmental majors and minors, as well as non-majors 

taking electives or core requirements in the department. 
8. Preparing and updating program evaluations for the major, undergraduate and graduate 

catalog copy, and departmental website content. 
9. Making recommendations to the Dean on the selection, retention, promotion, sabbatical 

leaves, tenure, and dismissal of faculty members in their department. 
10. Preparing the annual review, sabbatical, promotion, and tenure letters for faculty. 

2.2.6 

2.2.7 

2.3 

2.3.1 

Electronic voting is permitted. 

The chair and the presence - in person or online - of 40% of the enfranchised members of the 

Faculty Assembly shall constitute a quorum. 

2.2.6 Parliamentary Authority 

Meetings shall be conducted in accordance with the current edition of Robert's Rules of Order. 

2.2.7 Electronic Voting 

Electronic voting is permitted on matters that would normally require consideration at a meeting 

of the Faculty Assembly, under the following conditions: 

0 EPC must determine that the issue cannot reasonably wait until the next meeting of the 

Faculty Assembly. 
0 Motions, and any supporting documents, must be circulated to faculty members at least 

a week in advance of the close of the vote. 
0 During this week the EPC shall ensure that an opportunity for public discussion be 

arranged, including electronically. 
0 The voting shall be run by the Elections Committee, with oversight from the EPC. 
0 In order to pass, a motion must get a majority of votes cast, with a voting quorum as 

defined by the Manual. 

2.3 ACADEMIC DEPARTMENTS 

2.3.1 Department Chairs 

CAS department chairs are appointed by the Dean for a three-year term, which may be extended, 

but should not generally exceed six years in a row. Department chairs are responsible to the Dean, 

and their duties include the following: 

1. Serving as administrative heads of their departments with responsibility for the 

supervision of faculty and non-administrative staff, including program directors, where 

applicable. 

2. In consultation with their departmental peers, formulating departmental goals and 

objectives that follow from and support the University and College Strategic Plans. 

3. Preparing an annual report, as requested by the Dean. 

4. Evaluating student learning objectives and outcomes for the major. 

5. Supervising teaching within the department, and coordinating classroom observations of 

part-time and full-time faculty. 

6. Making teaching assignments and preparing departmental teaching schedules, subject to 

the approval of the registrar and the Dean. 

7. Supervising the advising of all departmental majors and minors, as well as non-majors 

taking electives or core requirements in the department. 

8. Preparing and updating program evaluations for the major, undergraduate and graduate 

catalog copy, and departmental website content. 

9. Making recommendations to the Dean on the selection, retention, promotion, sabbatical 

leaves, tenure, and dismissal of faculty members in their department. 

10. Preparing the annual review, sabbatical, promotion, and tenure letters for faculty. 
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11. Cooperating with other University departments and administrative staff by providing 
information on departmental policies, curriculum changes, and student records. 

12. When appropriate, preparing proposals to solicit funds from foundations or from the 
state or federal government for projects related to the development of the department 
and the University. 

13. Managing the department’s budget. 
14. Holding at least one departmental meeting a semester. 
15. Maintaining a well-organized archive of materials related to the running of the 

department. 
16. Carrying out other assignments as needed and assigned by the appropriate officers of the 

University. 
 

Department chairs are evaluated by the Dean on an annual basis, in consultation with 
departmental faculty. Evaluation forms are distributed to faculty near the end of the academic 
year and provided as input to the Dean of the College. 

Department chairs are eligible to apply for sabbatical leave, under the conditions set out in section 
8.A of the University Faculty Handbook. A department chair who is granted a sabbatical, and 
whose appointment as chair is ongoing, may, if they so choose, opt for a “chair’s sabbatical”. 
Under this arrangement, the chair has no teaching obligations for the academic year, but 
continues to fulfill all their duties as chair, and undertakes usual other service obligations (except 
that they may not serve on the PTR committee). 

 
COMMITTEES 

Promotion and Tenure Review Committee 
The procedures for constituting this committee, and its responsibilities, are set out in section 3.4.6 
below. 

 

Educational Policy Committee 

2.4.2.1 Purpose 

The Educational Policy Committee (EPC) shall 

a) propose policy or revisions of existing policies concerning curriculum, standards for 
earning degrees, examinations, and academic standards to the Faculty Assembly. 

b) conduct curriculum and governance reviews of any academic changes affecting other 
departments or the College as a whole. For example, changes that impact the CAS-specific 
core curriculum, divisional requirements, introduction of a new minor or major, 
elimination of a minor or major, or that are in any way interdepartmental in scope, must 
be reviewed by the appropriate undergraduate or graduate curriculum committee, EPC, 
and Faculty Assembly. When in doubt, EPC will err on the side of bringing changes through 
the full review process. 

c) appraise continuously and, when appropriate, propose to the Faculty Assembly changes 
in the educational policies and programs of the College of Arts and Sciences. 

d) review and evaluate proposed and potential innovations in education and teaching in the 
College of Arts and Sciences. 

2.4 

2.4.1 

2.4.2 

11. Cooperating with other University departments and administrative staff by providing 

information on departmental policies, curriculum changes, and student records. 

12. When appropriate, preparing proposals to solicit funds from foundations or from the 

state or federal government for projects related to the development of the department 

and the University. 

13. Managing the department's budget. 

14. Holding at least one departmental meeting a semester. 

15. Maintaining a well-organized archive of materials related to the running of the 

department. 

16. Carrying out other assignments as needed and assigned by the appropriate officers of the 

University. 

Department chairs are evaluated by the Dean on an annual basis, in consultation with 

departmental faculty. Evaluation forms are distributed to faculty near the end of the academic 

year and provided as input to the Dean of the College. 

Department chairs are eligible to apply for sabbatical leave, under the conditions set out in section 

8.A of the University Faculty Handbook. A department chair who is granted a sabbatical, and 

whose appointment as chair is ongoing, may, if they so choose, opt for a "chair's sabbatical". 

Under this arrangement, the chair has no teaching obligations for the academic year, but 

continues to fulfill all their duties as chair, and undertakes usual other service obligations (except 

that they may not serve on the PTR committee). 

2.4 COMMITTEES 

2.4.1 Promotion and Tenure Review Committee 

The procedures for constituting this committee, and its responsibilities, are set out in section 3.4.6 

below. 

2.4.2 Educational Policy Committee 

2.4.2.1 Purpose 

The Educational Policy Committee (EPC) shall 

a) propose policy or revisions of existing policies concerning curriculum, standards for 

earning degrees, examinations, and academic standards to the Faculty Assembly. 

b) conduct curriculum and governance reviews of any academic changes affecting other 

departments or the College as a whole. For example, changes that impact the CAS-specific 

core curriculum, divisional requirements, introduction of a new minor or major, 

elimination of a minor or major, or that are in any way interdepartmental in scope, must 

be reviewed by the appropriate undergraduate or graduate curriculum committee, EPC, 

and Faculty Assembly. When in doubt, EPC will err on the side of bringing changes through 

the full review process. 

c) appraise continuously and, when appropriate, propose to the Faculty Assembly changes 

in the educational policies and programs of the College of Arts and Sciences. 

d) review and evaluate proposed and potential innovations in education and teaching in the 

College of Arts and Sciences. 
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e) review, and consider amendments to, the CAS Faculty Manual, at least annually. 
f) make its minutes and supporting documents available to the faculty in a timely manner. 
g) interpret broadly its duties and responsibilities. 

 

2.4.2.2 Method of Initiating Business 

Matters to be considered by the Educational Policy Committee may be introduced by the chair of 
the Committee, by any member of the Educational Policy Committee, by existing committees of 
the College of Arts and Sciences, by the Faculty Assembly, by department chairs, by the Faculty 
Senate, by the Provost, or by the President. 

 

2.4.2.3 Membership 

The Committee shall consist of the Dean of the College of Arts and Sciences, an associate dean 
designated by the Dean, and one elected faculty member representative from each department 
of the College. 

a) Departmental representatives shall be elected for two-year terms. No departmental 
representatives shall serve more than two full terms in succession. Elections to fill vacant 
posts shall take place each April under the supervision of each department chair. 

b) Voting for department vacancies shall be done on a ballot including names of all eligible 
faculty members of professional rank in that department. 

c) In the event of a tie the individual or individuals who have most recently served on EPC 
shall be eliminated, and the other candidate shall be declared elected. In the event that 
there is still an unresolved tie, the candidate most senior in years of service to the 
University shall be declared elected. 

d) Any vacancy that occurs between regularly scheduled elections shall be filled by a special 
election in the department in which the vacancy occurs. Any member elected to complete 
a partial term shall be eligible to be elected for two successive full terms. 

 

2.4.2.4 Officers 
 

Chair. 
The Dean of the College of Arts and Sciences shall serve as chair of the Educational Policy 
Committee. 

 

Speaker. 
A Speaker of the Educational Policy Committee shall be elected each year by the members of the 
Committee. Their duties shall be: to serve as chair at the direction of the Dean, to serve as 
spokesperson for the Committee before the Faculty Assembly, to prepare an agenda for each 
meeting, to send out timely notice of meetings, to arrange for minutes of Educational Policy 
Committee meetings to be kept. 

 

2.4.2.5 Voting Rights 

Voting members of the Committee include full-time faculty representatives from each CAS 
department and the CAS associate dean serving on the committee. 

2.4.2.4.1 

2.4.2.4.2 

e) review, and consider amendments to, the CAS Faculty Manual, at least annually. 

f) make its minutes and supporting documents available to the faculty in a timely manner. 

g) interpret broadly its duties and responsibilities. 

2.4.2.2 Method of Initiating Business 

Matters to be considered by the Educational Policy Committee may be introduced by the chair of 

the Committee, by any member of the Educational Policy Committee, by existing committees of 

the College of Arts and Sciences, by the Faculty Assembly, by department chairs, by the Faculty 

Senate, by the Provost, or by the President. 

2.4.2.3 Membership 

The Committee shall consist of the Dean of the College of Arts and Sciences, an associate dean 

designated by the Dean, and one elected faculty member representative from each department 

of the College. 

a) Departmental representatives shall be elected for two-year terms. No departmental 

representatives shall serve more than two full terms in succession. Elections to fill vacant 

posts shall take place each April under the supervision of each department chair. 

b) Voting for department vacancies shall be done on a ballot including names of all eligible 

faculty members of professional rank in that department. 

c) In the event of a tie the individual or individuals who have most recently served on EPC 

shall be eliminated, and the other candidate shall be declared elected. In the event that 

there is still an unresolved tie, the candidate most senior in years of service to the 

University shall be declared elected. 

d) Any vacancy that occurs between regularly scheduled elections shall be filled by a special 

election in the department in which the vacancy occurs. Any member elected to complete 

a partial term shall be eligible to be elected for two successive full terms. 

2.4.2.4 Officers 

2.4.2.4.1 Chair. 

The Dean of the College of Arts and Sciences shall serve as chair of the Educational Policy 

Committee. 

2.4.2.4.2 Speaker. 

A Speaker of the Educational Policy Committee shall be elected each year by the members of the 

Committee. Their duties shall be: to serve as chair at the direction of the Dean, to serve as 

spokesperson for the Committee before the Faculty Assembly, to prepare an agenda for each 

meeting, to send out timely notice of meetings, to arrange for minutes of Educational Policy 

Committee meetings to be kept. 

2.4.2.5 Voting Rights 

Voting members of the Committee include full-time faculty representatives from each CAS 

department and the CAS associate dean serving on the committee. 
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2.4.2.6 Meetings 

Meetings shall be called by the Dean, on their own initiative or upon request of the speaker, of a 
majority of the elected members, or of the Faculty Assembly. A quorum shall consist of the chair 
and a majority of the elected members. 

All routine meetings shall be pre-scheduled and announced at the start of each semester. An EPC 
member who is unable to attend any given meeting shall arrange for an alternate member of their 
department to attend that meeting, as a voting member, in their stead, and shall inform their 
department of the substitution. 

The Speaker shall inform the department chair if the department is unrepresented for two 
consecutive meetings and does not designate alternates. If the department remains 
unrepresented for any additional meetings the Dean may appoint a departmental representative 
to fulfill the remainder of the term. 

 

2.4.2.7 Committees 

All committees of the College, excluding the Promotion, Tenure, and Review Committee and the 
Faculty Life Committee, shall report to the Educational Policy Committee on matters pertaining 
to educational policy and content, and shall provide complete minutes and any other relevant 
supporting materials. 

 
 

 College Faculty Life Committee 
The CAS Faculty Life Committee makes recommendations to the Faculty Assembly and Dean on 
matters concerning all aspects of faculty life. The goal of the committee’s work is to improve 
faculty job satisfaction and voice concerns of faculty that are not within the purview of other 
committees. 

The six-member committee comprises elected members of faculty who serve two-year terms, 
with elections every Spring. All CAS faculty are eligible to vote, but those who hold positions above 
the department chair level are excluded from serving on the Committee. The Faculty Life 
Committee elects its own chair. 

 

Elections Committee 

2.4.4.1 Purpose 

The Committee on Electronic Voting and Elections shall 
a. run all regular elections and by-elections to committees, task forces, and other bodies that 

involve voting by the CAS full-time faculty broadly or at large; 
b. manage all electronic voting on Faculty Assembly matters that occurs outside of a Faculty 

Assembly meeting; and 
c. run any other votes, polls, or elections as requested by the Educational Policy Committee. 

 

2.4.4.2 Membership 

The Committee shall consist of six elected faculty members for terms that shall ordinarily begin 
on May 1. 

2.4.3 

2.4.4 

2.4.2.6 Meetings 

Meetings shall be called by the Dean, on their own initiative or u pon req uest of the s peaker, of a 

maj ority of the elected members, or of the Faculty Assembly . A q uorum shall consist of the chair 

and a maj ority of the elected members. 

All routine meetings shall be p re-scheduled and announced at the start of each semester. An EPC 

member who is unable to attend any g iven meeting shall arrange for an alternate member of their 

department to attend that meeting, as a voting member, in their stead, and shall inform their 

department of the substitution. 

The S peaker shall inform the department chair if the department is unrep resented for two 

consecutive meetings and does not designate alternates. If the department remains 

unrep resented for any additional meetings the Dean may a ppoint a departmental rep resentative 

to fulfill the remainder of the term. 

2.4.2. 7 Committees 

All committees of the College, excluding the Promotion, Tenure, and Review Committee and the 

Faculty Life Committee, shall report to the Educational Policy Committee on matters pertaining 

to educational policy and content, and shall p rovide comp lete minutes and any other relevant 

supporting materials. 

2.4.3 College Faculty Life Committee 

The CAS Faculty Life Committee makes recommendations to the Faculty Assembly and Dean on 

matters concerning all aspects of faculty life. The goal of the committee's work is to imp rove 

faculty j ob satisfaction and voice concerns of faculty that are not within the p urview of other 

committees. 

The six-member committee comp rises elected members of faculty who serve two-year terms, 
with elections every S p ring . All CAS faculty are eligible to vote, but those who hold positions above 

the department chair level are excluded from serving on the Committee. The Faculty Life 

Committee elects its own chair. 

2.4.4 Elections Committee 

2.4.4.1 Purpose 

The Committee on Electronic Voting and Elections shall 

a. run all regular elections and by-elections to committees, task forces, and other bodies that 

involve voting by the CAS full-time faculty broadly or at large; 

b. manage all electronic voting on Faculty Assembly matters that occurs outside of a Faculty 

Assembly meeting; and 

c. run any other votes, polls, or elections as req uested by the Educational Policy Committee. 

2.4.4.2 Membership 

The Committee shall consist of six elected faculty members for terms that shall ordinarily beg in 

on May 1. 
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a. Initially, six members shall be elected by the CAS faculty, using a single transferable voting 
system. The first two who are elected shall serve for three-year terms, the next two for two- 
year terms, and the following two for one-year terms. 

b. In the second and subsequent years, two members shall be elected annually, by single 
transferable vote, for three-year terms. 

c. In the event that a member resigns from the committee at least six months before their term 
ends, an election shall be held to fill the position for the remainder of that member’s term. 

d. The Committee shall elect a Chair from among its members, to serve for one-year term. The 
Chair may not serve more than three consecutive terms in that position. 

 

2.4.4.3 Organization 

Elections shall be run in a way that is: 
a. Transparent: The committee shall create a calendar of elections; establish clear time lines and 

methods for nominations (including allowing at least one week for nominations); design easy- 
to-use ballots; communicate plainly with faculty; ensure that voting lists are accurate and up 
to date; and report the results in a timely manner. 

b. Convenient: It is expected that most balloting will take place electronically; and that polling 
shall be possible over a period of at least three weekdays during the academic year, or at least 
two weeks during the summer break. 

c. Trustworthy: The committee shall establish voting procedures that ensure that individual 
votes remain confidential, that votes cannot be cast more than once, and that the system is 
secure from fraud, outside hacking, or the possibility of manipulation by Committee 
members. 

d. Representative: The voting mechanism employed should favor proportional representation, 
and shall use single transferable votes. 

e. Free of conflicts of interest: Any member of the Committee who is a candidate in an election 
that is being run by the committee shall automatically be recused from all committee actions 
related to that election. 

 

2.4.4.4 Records and Reporting 

The elections committee shall: 
a. Maintain an accessible manual of procedures for each type of election (e.g., for Faculty 

Senate, for PTR, etc.), drawing on the relevant by-laws, handbooks, manuals, and 
conventions; and 

b. Report annually to the EPC (and hence, indirectly, to the CAS Faculty Assembly), documenting 
its activities, and raising any issues related to its current and future operations that require 
attention. 

 

 Undergraduate Curriculum Committee 
The Undergraduate Curriculum Committee (UCC) engages in the development, review, and 
revision of academic policies pertaining to undergraduates in the College of Arts and Sciences 
(CAS) as well as the undergraduate general education curriculum for CAS, including making final 
determinations on courses proposed for that curriculum. The UCC also reviews proposals for new 
CAS undergraduate programs, substantial modifications to existing programs, and program 
terminations. Minor revisions, such as course changes, are the purview of the academic 
department or program. The UCC reports to the Educational Policy Committee (EPC). 

2.4.5 

a. Initially, six members shall be elected by the CAS faculty, using a single transferable voting 

system. The first two who are elected shall serve for three-year terms, the next two for two

year terms, and the following two for one-year terms. 

b. In the second and subsequent years, two members shall be elected annually, by single 

transferable vote, for three-year terms. 

c. In the event that a member resigns from the committee at least six months before their term 

ends, an election shall be held to fill the position for the remainder of that member's term. 

d. The Committee shall elect a Chair from among its members, to serve for one-year term. The 

Chair may not serve more than three consecutive terms in that position. 

2.4.4.3 Organization 

Elections shall be run in a way that is: 

a. Transparent: The committee shall create a calendar of elections; establish clear time lines and 

methods for nominations (including allowing at least one week for nominations); design easy

to-use ballots; communicate plainly with faculty; ensure that voting lists are accurate and up 

to date; and report the results in a timely manner. 

b. Convenient: It is expected that most balloting will take place electronically; and that polling 

shall be possible over a period of at least three weekdays during the academic year, or at least 

two weeks during the summer break. 

c. Trustworthy: The committee shall establish voting procedures that ensure that individual 

votes remain confidential, that votes cannot be cast more than once, and that the system is 

secure from fraud, outside hacking, or the possibility of manipulation by Committee 

members. 

d. Representative: The voting mechanism employed should favor proportional representation, 

and shall use single transferable votes. 

e. Free of conflicts of interest: Any member of the Committee who is a candidate in an election 

that is being run by the committee shall automatically be recused from all committee actions 

related to that election. 

2.4.4.4 Records and Reporting 

The elections committee shall: 

a. Maintain an accessible manual of procedures for each type of election (e.g., for Faculty 

Senate, for PTR, etc.), drawing on the relevant by-laws, handbooks, manuals, and 

conventions; and 

b. Report annually to the EPC (and hence, indirectly, to the CAS Faculty Assembly), documenting 

its activities, and raising any issues related to its current and future operations that require 

attention. 

2.4.5 Undergraduate Curriculum Committee 

The Undergraduate Curriculum Committee (UCC) engages in the development, review, and 

revision of academic policies pertaining to undergraduates in the College of Arts and Sciences 

(CAS) as well as the undergraduate general education curriculum for CAS, including making final 

determinations on courses proposed for that curriculum. The UCC also reviews proposals for new 

CAS undergraduate programs, substantial modifications to existing programs, and program 

terminations. Minor revisions, such as course changes, are the purview of the academic 

department or program. The UCC reports to the Educational Policy Committee (EPC). 
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Voting members of the Committee include full-time faculty representatives from each CAS 
department; non-voting members include a CAS associate dean and the Dean of the College. UCC 
representatives are appointed by department chairs. The Dean appoints a Committee chair for a 
one-year term, renewable. 

 

 Graduate Curriculum Committee 
The Graduate Curriculum Committee (GCC) engages in the development, review, and revision of 
graduate academic policies for CAS. The Committee also reviews proposals for new CAS graduate 
programs, substantial modifications to existing programs, and program terminations prior to their 
discussion and review by the CAS Educational Policy Committee (EPC). Minor revisions, such as 
course changes, are the purview of the academic department or program. 

Voting members of the Committee include all CAS graduate program directors; non-voting 
members include a CAS associate dean designated by the Dean, and the Dean of CAS. The Dean 
appoints a Committee chair for a two-year term, which may be renewed once. 

 

Undergraduate Academic Standing Committee 
The Undergraduate Academic Standing Committee reviews the undergraduate academic standing 
policies for CAS and engages in the regular review of students in academic jeopardy. 

Voting members of the Committee include 

(i) a faculty representative from each department appointed by the Dean of CAS after 
consultation with the department Chair. Faculty members are appointed for a two-year 
term, and they may not serve more than two consecutive terms unless the Dean makes 
an exception. 

(ii) one representative each from the Office of Student Affairs, the Registrar, the Office of 
International Programs and Services, the Division of Student Success, and the Athletics 
Division. 

For committee decisions to be valid, a majority of those in attendance must be faculty. The 
committee Convenor shall be a non-voting member, appointed by the Dean. 

 

 Academic Misconduct Committee 
The AMC hears cases of alleged academic misconduct involving undergraduate and graduate 
students in the College of Arts and Sciences and the Sawyer Business School. 

The committee consists of two faculty members from each of these schools, appointed by their 
respective Deans; a representative from each of the Dean’s Offices, appointed by the respective 
Dean, who ordinarily convene the Academic Standing Committees in their respective schools; and 
a non-voting representative appointed by the Dean of Students. At the start of the academic year, 
AMC members elect a faculty member to serve as committee chair. 

In the case of a tied vote, the final determination will be in the student’s favor. 

All full-time CAS and SBS faculty are eligible to serve on the committee (with the exception of non- 
tenured, tenure-track faculty), but they may not serve more than two consecutive two-year terms 
unless their Dean makes an exception. 

Associate deans from the two schools may be asked to attend as ex officio members when 
particular background or expertise is requested by the committee. 

2.4.6 

2.4.7 

2.4.8 

Voting members of the Committee include full-time faculty representatives from each CAS 

department; non-voting members include a CAS associate dean and the Dean of the College. UCC 

representatives are appointed by department chairs. The Dean appoints a Committee chair for a 

one-year term, renewable. 

2.4.6 Graduate Curriculum Committee 

The Graduate Curriculum Committee (GCC) engages in the development, review, and revision of 

graduate academic policies for CAS. The Committee also reviews proposals for new CAS graduate 

programs, substantial modifications to existing programs, and program terminations prior to their 

discussion and review by the CAS Educational Policy Committee (EPC). Minor revisions, such as 

course changes, are the purview of the academic department or program. 

Voting members of the Committee include all CAS graduate program directors; non-voting 

members include a CAS associate dean designated by the Dean, and the Dean of CAS. The Dean 

appoints a Committee chair for a two-year term, which may be renewed once. 

2.4.7 Undergraduate Academic Standing Committee 

The Undergraduate Academic Standing Committee reviews the undergraduate academic standing 

policies for CAS and engages in the regular review of students in academic jeopardy. 

Voting members of the Committee include 

(i) a faculty representative from each department appointed by the Dean of CAS after 

consultation with the department Chair. Faculty members are appointed for a two-year 

term, and they may not serve more than two consecutive terms unless the Dean makes 

an exception. 

(ii) one representative each from the Office of Student Affairs, the Registrar, the Office of 

International Programs and Services, the Division of Student Success, and the Athletics 

Division. 

For committee decisions to be valid, a majority of those in attendance must be faculty. The 

committee Convenor shall be a non-voting member, appointed by the Dean. 

2.4.8 Academic Misconduct Committee 

The AMC hears cases of alleged academic misconduct involving undergraduate and graduate 

students in the College of Arts and Sciences and the Sawyer Business School. 

The committee consists of two faculty members from each of these schools, appointed by their 

respective Deans; a representative from each of the Dean's Offices, appointed by the respective 

Dean, who ordinarily convene the Academic Standing Committees in their respective schools; and 

a non-voting representative appointed by the Dean of Students. At the start of the academic year, 

AMC members elect a faculty member to serve as committee chair. 

In the case of a tied vote, the final determination will be in the student's favor. 

All full-time CAS and SBS faculty are eligible to serve on the committee (with the exception of non

tenured, tenure-track faculty), but they may not serve more than two consecutive two-year terms 

unless their Dean makes an exception. 

Associate deans from the two schools may be asked to attend as ex officio members when 

particular background or expertise is requested by the committee. 
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 Graduate Academic Standing Committee 
The Graduate Academic Standing Committee (GASC) reviews the graduate academic standing 
policies for CAS and engages in the regular review of students in academic jeopardy. Voting 
members of the Committee include all CAS graduate program directors; non-voting members 
include a CAS associate Dean and a CAS assistant Dean, designated by the Dean. 

 

 Honors Faculty Advisory Committee 
The Honors Faculty Advisory Committee (HFAC) develops, reviews, and revises honors 
requirements for students to complete CAS degrees as CAS Honors Scholars, as well as the 
mission, definitions and learning outcomes for honors education in the College. The Committee 
also serves in an advisory role to administrators who oversee the program, offering perspectives 
on recruiting, programming, alumni outreach, and other honors-related issues. Finally, the HFAC 
serves to coordinate and share best practices for honors in the majors. Members of the HFAC 
evaluate students and their work for prizes and awards and may serve as occasional mentors to 
honors students in need of particular expertise. 

The HFAC is chaired by the director of the CAS Honors Program. Each year all departments are 
invited to send a faculty representative to the committee. The director of the honors program 
may also invite additional faculty to ensure representation from diverse disciplinary areas or from 
relevant programs. Faculty who are present are voting members of the committee. Ex officio 
members of the HFAC include the president and the vice-president of the student Honors Council 
(or their representatives) as well as representatives from University offices and services as invited 
by the director of the honors program. These representatives currently include an assistant Dean, 
a representative from the Division of Student Success, a representative from the Sawyer Library, 
and a representative from the Office of Undergraduate Admissions. 

 

Shared General Education Curriculum Committee 
The Shared General Education Curriculum Committee (SGECC) shall be a standing Committee of 
the university. Changes to the charge or composition of the Committee shall be made by the 
Provost, but only with the joint approval of the faculty assemblies of the College of Arts and 
Sciences (CAS) and the Sawyer School of Business (SBS). 

 

2.4.11.1 Committee Charges 

The SGECC has the responsibility to review and evaluate the shared general education curriculum. 

1. Subject to the rules in the Faculty Handbooks, the SGECC has the responsibility to propose 
and approve changes to the shared general education curriculum that apply to all 
undergraduate students, irrespective of the school or college. 

2. In its consultative role, the SGECC may review and evaluate any curricular issues that apply 
both to students in SBS and to students in CAS, and may make proposals regarding these 
issues to the faculty assemblies of the CAS and SBS. 

3. The SGECC shall not consider issues that affect undergraduates only in CAS or in SBS. 
 

2.4.11.2 Membership 

The SGECC shall consist of the following: 
1. The Speaker of the CAS Educational Policy Committee (EPC); or someone designated by the 

EPC if the Speaker is unable to serve. 

2.4.9 

2.4.10 

2.4.11 

2.4.9 Graduate Academic Standing Committee 

The Graduate Academic Standing Committee (GASC) reviews the graduate academic standing 

policies for CAS and engages in the regular review of students in academic jeopardy. Voting 

members of the Committee include all CAS graduate program directors; non-voting members 

include a CAS associate Dean and a CAS assistant Dean, designated by the Dean. 

2.4.10 Honors Faculty Advisory Committee 

The Honors Faculty Advisory Committee (HFAC) develops, reviews, and revises honors 

requirements for students to complete CAS degrees as CAS Honors Scholars, as well as the 

mission, definitions and learning outcomes for honors education in the College. The Committee 

also serves in an advisory role to administrators who oversee the program, offering perspectives 

on recruiting, programming, alumni outreach, and other honors-related issues. Finally, the HFAC 

serves to coordinate and share best practices for honors in the majors. Members of the HFAC 

evaluate students and their work for prizes and awards and may serve as occasional mentors to 

honors students in need of particular expertise. 

The HFAC is chaired by the director of the CAS Honors Program. Each year all departments are 

invited to send a faculty representative to the committee. The director of the honors program 

may also invite additional faculty to ensure representation from diverse disciplinary areas or from 

relevant programs. Faculty who are present are voting members of the committee. Ex officio 

members of the HFAC include the president and the vice-president of the student Honors Council 

(or their representatives) as well as representatives from University offices and services as invited 

by the director of the honors program. These representatives currently include an assistant Dean, 

a representative from the Division of Student Success, a representative from the Sawyer Library, 

and a representative from the Office of Undergraduate Admissions. 

2.4.11 Shared General Education Curriculum Committee 

The Shared General Education Curriculum Committee (SGECC) shall be a standing Committee of 

the university. Changes to the charge or composition of the Committee shall be made by the 

Provost, but only with the joint approval of the faculty assemblies of the College of Arts and 

Sciences (CAS) and the Sawyer School of Business (SBS). 

2.4.11.1 Committee Charges 

The SGECC has the responsibility to review and evaluate the shared general education curriculum. 

1. Subject to the rules in the Faculty Handbooks, the SGECC has the responsibility to propose 

and approve changes to the shared general education curriculum that apply to all 

undergraduate students, irrespective of the school or college. 

2. In its consultative role, the SGECC may review and evaluate any curricular issues that apply 

both to students in SBS and to students in CAS, and may make proposals regarding these 

issues to the faculty assemblies of the CAS and SBS. 

3. The SGECC shall not consider issues that affect undergraduates only in CAS or in SBS. 

2.4.11.2 Membership 

The SGECC shall consist of the following: 

1. The Speaker of the CAS Educational Policy Committee (EPC); or someone designated by the 

EPC if the Speaker is unable to serve. 
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2. The Chair of the Faculty Governance Council (FGC); or someone designated by the FGC if the 
Chair is unable to serve. 

3. The Chair of the CAS Undergraduate Curriculum Committee (UCC); or someone designated by 
the UCC if the Chair is unable to serve. 

4. The Chair of the SBS Undergraduate Program Curriculum Committee (UPCC); or someone 
designated by the UPCC if the Chair is unable to serve. 

5. Either the CAS EPC Speaker (or EPC designee), or the CAS UCC Chair (or UCC designee) from 
the previous academic year. If both volunteers to serve, the member shall be chosen 
randomly. 

6. Either the Chair of the SBS FGC (or FGC designee), or the SBS UPC Chair (or UPC designee) 
from the previous academic year. If both volunteers to serve, the member shall be chosen 
randomly. 

7. One (1) non-voting ex officio member from the Office of the CAS Dean. 
8. One (1) non-voting ex officio member from the Office of the SBS Dean. 
9. One (1) non-voting ex officio member designated by the Provost. 

Committee members who are unable to attend any given meeting of the SGECC may designate a 
replacement for that meeting. 

 

2.4.11.3 Operations 

1. The outgoing Chair or designee shall convene the first meeting of the academic year, not later 
than the last day of September. 

2. The SGECC shall select a Chair from among its voting members and establish the meeting 
schedule for the year at its first meeting of the year. 

3. A meeting of the SGECC may be convened by the Chair of the SGECC, or at the request of any 
three members. 

4. The following shall become subcommittees of the SGECC: 
a. The Creativity and Innovation (CI) Steering Committee 
b. The Social, Cultural, and Global Perspectives (SCGP) Committee 
c. The Science, Technology, and Engineering (STE) Committee 

5. The following programs or committees shall report informatively to the SGECC: 
a. The Writing Program 
b. The Mathematics Program/Department (to the extent that it is supporting the 

common mathematics requirements) 
c. The Shared Curriculum Assessment Committee (SCAC) 

6. The SGECC shall have the authority to establish (and subsequently disestablish) 
subcommittees and task forces as it deems appropriate. 

7. The SGECC shall report its discussions and decisions in a prompt manner to all CAS and SBS 
faculty. 

8. All SBS and CAS faculty shall be notified, at least a week in advance every SGECC meeting, of 
any matters of substance that are likely to be decided at that meeting. 

9. Matters of significant importance – such as adding or removing a shared general education 
requirement, or substantially changing a learning goal, or curricular restructuring – need to 
be approved by the Faculty Assemblies of CAS and SBS, in the form proposed by the SGECC 
(i.e. without amendments). 

10. The Office of the Provost shall provide appropriate administrative support to the committee. 
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2.4.11.4 Reporting 

The SGECC shall submit an annual report to the Faculty Assemblies of SBS and CAS, and shall 
report to the Provost. The report will also evaluate whether changes need to be made in its own 
composition, responsibilities, or operating procedures. 

 

Committee for Teaching and Scholarly Development 
The Committee for Teaching and Scholarly Development (CTSD) solicits and reviews proposals for 
a number of competitive faculty development programs administered by CAS. These include 
applications for summer research stipends, course development stipends, and course release 
awards. The Committee also reviews faculty requests for funding to employ research assistants 
through the Faculty Research Assistant Program (FRAP) and the summer FRAP (SFRAP) programs. 

Six tenured or tenure-track members of the CAS faculty are appointed by the Dean for two-year 
terms, with two members representing each division; an appointment may be renewed a second 
term. A CAS associate Dean, designated by the Dean, serves as convener (non-voting), and 
manages proposal submission, review, and communication regarding funding decisions. 

During the term of service, committee members are not eligible to apply for awards that involve 
direct funding or release time to the faculty member. All committee recommendations are 
advisory to the Dean of CAS. 
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3 FACULTY PROMOTION, TENURE, AND REVIEW 
This section complements the University Faculty Handbook, setting out in more detail the 
procedures and criteria that the College of Arts and Sciences uses for faculty review, tenure, and 
promotion. 

 
CRITERIA FOR FACULTY EVALUATION 

 Teaching and Associated Activities 
Dedication to students and demonstration of teaching excellence are central components of 
evaluation for all levels of promotion and for tenure. The faculty member is expected to 
demonstrate effective teaching that includes, but is not limited to the following qualities: 
knowledge of and passion for the subject matter; ability to understand and communicate 
effectively with students; capacity to develop and articulate relevant course goals and objectives 
and their corresponding methods of assessment; and the ability to use appropriate pedagogical 
methods and technologies. Excellence in teaching may also include the willingness and ability to 
teach courses consistent with the department’s needs and those of the general education 
curriculum; to develop new courses as appropriate; and to respond with a cooperative spirit to 
teaching and mentoring assignments and roles. 

The mentoring of students is another core component of teaching excellence. Mentoring may 
involve a range of activities: research mentoring, as demonstrated by successfully completed 
independent studies, honors projects, theses, and dissertations; pre-professional mentoring, 
achieved through student-faculty presentations at conferences, student-faculty publications, or 
other forms of joint scholarship; and mentoring the development of teaching skills, as evidenced 
by the training and supervision of teaching assistants and graduate student lecturers. 

The PTR Committee expects that teaching excellence will be demonstrated as part of the 
successful application for promotion and tenure. The Committee also expects that teaching 
excellence will be sustained throughout the faculty member’s tenure at Suffolk; thus, it remains 
a critical criterion for eventual promotion to the rank of full professor. 

 

 Scholarship and Creative Endeavors 
Each faculty member is expected to keep abreast of current developments in their field of 
scholarship and to contribute to the expansion of knowledge in that field. The expectation at the 
time of hiring is that scholarship will be a significant part of the activities of all members of the 
faculty. Thus, evidence of ongoing scholarship must be demonstrated as a core component of the 
candidate’s dossier at all times of formal review. 

The PTR Committee acknowledges that scholarship can be documented in many ways, although 
perhaps none is more central than the publication of original research and theory in high quality 
scholarly outlets. For the faculty member in the creative and performing arts, creative activity, 
including professional practice judged significant by peer review, constitutes scholarship. 
Department chairs, assisted by senior faculty (for tenure decisions, generally all tenured faculty 
in the department; or promotion to full professor, generally all full professors in the department), 
are asked to provide an evaluation of the quality of the candidate’s scholarship as part of the 
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formal promotion, tenure, or third-year review letter. Candidates should consult their 
departmental scholarship guidelines to better understand departmental norms for this criterion. 

The expectations for scholarship for tenure, and for promotion to full professor, developed in 
consultation with the PTR Committee, are archived in the department and the CAS Dean’s Office. 

 

 University and Community Service 
Service shall be demonstrated through action and effort to benefit the candidate’s department, 
the university, the community, and the wider profession. Departmental, and College and/or 
University service, are required. Departmental service includes performing administrative work 
that supports the functioning of the department, such as serving on departmental committees, 
advising student organizations and honor societies, and assisting with registration advising. 
College and University service includes serving on appointed CAS committees, CAS elected 
committees, or university-level committees and task forces. In the case of promotion to full 
professor, the PTR Committee looks for evidence that the candidate has moved toward more 
active policymaking or leadership roles, e.g., chairing committees, subcommittees, or task forces. 
In addition to service to the institution, service may also be to the profession (e.g., editorial 
boards, professional committees) or to the wider community if associated with the candidate’s 
professional training. 

 
PROCEDURES FOR ANNUAL FACULTY REVIEW 

The University Faculty Handbook, Section 6b, stipulates that: 

“Each school must have specific procedures for annually and meaningfully reviewing each 
Faculty member’s teaching, scholarship, and service. Each school has the discretion to 
develop the procedures for these reviews, but at a minimum, each Faculty member must 
provide information to the Dean or the Dean’s designee about the Faculty member’s 
contributions to teaching, scholarship, and service. Moreover, each school must provide 
each Faculty member meaningful written feedback on the Faculty member’s work in 
these areas. These reviews should be completed by July 1st. 

When significant differences arise between a Faculty member and the Dean regarding the 
conclusions of an annual review, the Faculty member may refer the matter to the Provost 
by providing the written feedback received along with a detailed written basis for the 
objection. The Provost’s resolution of the disagreement is final.” 

 

 Procedures for Annual Review of Tenured and Tenure Track Faculty 
Faculty are reviewed each calendar year following the procedures described in this section. No 
later than January 15, all faculty must provide their department chair with a Faculty Success 
(Watermark; formerly Digital Measures) CV reporting of their activities in the areas of teaching, 
scholarship, and service. No later than March 1, department chairs submit a draft of their annual 
review to each faculty member. The draft should include a brief narrative (a set of bullet points is 
also acceptable) for each section that contextualizes the review, grounds it in the supporting data, 
and provides a supporting rationale. If the faculty member has had a course reduction(s) for 
specific administrative work that is detailed in their annual appointment letter, the chair should 
append a brief description of the assigned tasks for the review year and an assessment of 
achievement of tangible outcomes. During the month of March, the faculty member and chair 

3.1.3 

3.2 

3.2.1 

formal promotion, ten ure, or thi rd-year review letter. Cand idates should consult their 

departmental scholarsh i p  guidel ines to better understand departmental norms for this criterion.  

The expectations for scholarsh i p  for tenure, and for promotion to fu l l  professor, developed in  

consu ltation with the PTR Comm ittee, are archived i n  the department and the CAS Dean's Office. 

3 . 1 . 3  University and Community Service 

Service sha l l  be demonstrated through action and effort to benefit the candidate's department, 

the university, the community, and the wider profession. Depa rtmental, and Col lege and/or 

Un iversity service, are requ i red. Departmental service incl udes perform ing admin istrative work 

that supports the function ing of the department, such as serving on departmental committees, 

advising student organizations and honor societies, and assisting with registration advising. 

Co l lege and Un iversity service i ncludes serving on appointed CAS com m ittees, CAS elected 

com m ittees, or un iversity-level comm ittees and task forces. In the case of promotion to fu l l  

professor, t h e  PTR Committee looks for evidence that the candidate has moved toward more 

active pol icymaking or leadersh ip  roles, e.g., chai ring comm ittees, subcomm ittees, or task forces. 

In addit ion to service to the i nstitution, service may a lso be to the profession (e.g., editorial 

boards, professional  com mittees) or to the wider community if associated with the candidate's 

professional  tra in ing. 

3 .2  PROCEDURES FOR AN N UAL FACU LTY REVIEW 

The Un iversity Facu lty Handbook, Section 6b, stipu lates that: 

"Each school must have specific procedures for annua l ly  and meaningfu l ly reviewi ng each 

Faculty member's teachi ng, scholarsh i p, and service. Each school has the d iscretion to 

develop the procedures for these reviews, but at a m in im um, each Faculty mem ber m ust 

provide information to the Dean or the Dean's designee about the Facu lty mem ber's 

contributions to teaching, scholarsh i p, and service. Moreover, each school m ust provide 

each Faculty mem ber meaningfu l written feedback on the Facu lty mem ber's work i n  

these areas. These reviews should b e  completed b y  J u l y  1st. 

When sign ificant d ifferences arise between a Facu lty mem ber and the Dean regarding the 

conclusions of an annual review, the Facu lty member may refer the matter to the Provost 

by provid ing the written feedback received along with a detai led written basis for the 

objection. The Provost's resolution of the d isagreement i s  fi na l ."  

3 .2 . 1  Procedures for Annual  Review of Tenu red and Tenure Track Facu lty 

Faculty are reviewed each calendar year fo l lowing the procedures described in this section. No 

later than January 15, a l l  facu lty must provide their department cha i r  with a Facu lty Success 

(Watermark; formerly Digital M easures) CV reporting of their activities in the areas of teaching, 

scholarsh i p, and service. No later than March 1, department chairs submit a draft of thei r annua l  

review to each facu lty member. The draft shou ld i nclude a brief narrative (a set of bul let points is 

a l so acceptable) for each section that contextua l izes the review, grounds it i n  the supporting data, 

and provides a supporting rationale.  If the facu lty mem ber has had a course reduction(s) for 

specific admin istrative work that is deta i led i n  their annua l  appointment letter, the chair should 

append a brief descri ption of the assigned tasks for the review year and an assessment of 

ach ievement of tangible outcomes. During the month of March, the faculty member and chair  

18 



19  

discuss the review. If the review identifies major concerns in one or more of three areas of 
evaluation, relative to the criteria delineated in Section 3.1, the faculty member and chair will 
discuss the concerns and how the faculty member can address them. The chair will summarize 
this discussion, and the faculty member may respond to this summary; both the summary, and 
the response (if any) will be included as part of the faculty member’s review. Signed annual 
reviews are submitted to the CAS Dean’s Office no later than April 1. 

The Dean shall consult the Promotion, Tenure and Review (PTR) Committee about annual reviews 
that raise major concerns in any of the three areas of teaching, research and scholarship, before 
the annual evaluation is completed with a letter of acknowledgement from the Dean’s Office. 

 

 Period of Review 
When reviewing teaching and service, chairs should reference an updated Faculty Success CV for 
the period January 1 through December 31 of the prior calendar year. When reviewing 
scholarship, chairs should evaluate a 3-year window of activity using a Faculty Success CV for the 
prior three-year period. Chairs should verify that scholarly progress is as described for the three- 
year review period. In cases of works in progress that are credited over the three-year window, 
sample chapters or drafts should be submitted by the faculty member at the time of review. 
Alternatively, the faculty member may submit a brief explanation with the description, timeline 
to completion, and planned dissemination of the work in progress. Chairs should comment on the 
viability of the completion plan and verify that scholarly progress is being made, noting the 
meeting of benchmarks (e.g., completion of chapter drafts; data collection; book contract in hand; 
etc.). 

 

 Annual Review of Non-Tenure Track (NTT) Faculty 
Full time instructors (non-tenure-track faculty) are reviewed each calendar year. No later than 
January 15, NTT faculty must provide their department chair with a Faculty Success CV reporting 
their activities in the areas of teaching and service. No later than March 1, department chairs 
submit a draft of their annual review to each faculty member. The draft should include a brief 
narrative (a set of bullet points is also acceptable) for each section that contextualizes the review, 
grounds it in the supporting data, and provides a rationale for the review. NTT faculty are 
reviewed for teaching and service activities, but not for scholarship activity. If the instructor has 
had a course reduction(s) for specific administrative work that is detailed in their annual 
appointment letter, the chair should append a brief description of the assigned tasks for the 
review year and an assessment of achievement of tangible outcomes. 

During the month of March, the instructor and chair discuss the review. If the review identifies 
major concerns in one or both of the areas of teaching and service, relative to the criteria 
delineated in Section 3.1, the instructor and chair will discuss the concerns and how the instructor 
can address them. The chair will summarize this discussion, and the faculty member may respond 
to this summary; both the summary, and the response (if any) will be included as part of the 
instructor’s review. Signed annual reviews are submitted to the CAS Dean’s Office no later than 
April 1. 

The Dean shall consult the Promotion, Tenure and Review (PTR) Committee about annual reviews 
that raise major concerns in either, or both, of the areas of teaching and service, before the annual 
evaluation is completed with a letter of acknowledgement from the Dean’s Office. 
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THIRD-YEAR REVIEW 

Generally, during the third year of service as an assistant professor, a faculty member receives a 
more intensive evaluation, the third-year review. The candidate’s record of progress since the 
third-year review, along with their cumulative record in the categories of teaching, scholarship, 
and service—with particular emphasis on the period since beginning the full-time faculty position 
at Suffolk—become part of the portfolio used by the PTR Committee to evaluate their application 
for promotion to associate professor and for tenure. 

 

 Tenure Clock 
A “tenure clock” is used to measure the time that elapses between when a new tenure-track 
faculty member starts their first full-year academic appointment at Suffolk (typically year 1, which 
starts on July 1) and consideration for tenure (no later than year 6). 

 

 Credit for Prior Experience 
At the time of initial appointment, the Dean has authority to credit 1, 2, or 3 years towards a 
tenure decision to incoming faculty who have previous tenure-track faculty experience, or 
equivalent, at another institution. 

 

 Timing and Eligibility 
Each tenure-track faculty member will undergo a third-year review in the winter/spring of their 
third full academic year of service at Suffolk, with the following exceptions: 

• For faculty members who are given credit for one or two years of prior service (as per 
section 3.3.2), the review will be in the winter/spring of their second full academic year 
of service at Suffolk. 

• There is no third-year review for faculty who get credit for more than two years of prior 
service. 

The review is delayed by one year for every interruption in the tenure clock, as detailed below. 

Candidates are reviewed by the department in which they hold their primary appointment. 

Service in a tenure-track appointment may be deemed to be interrupted by a leave of absence 
(LOA) if such leave has been approved under the University’s Family and Medical Leave Act (FMLA) 
policy for a period of twelve weeks or more; or has been approved in writing in advance for any 
other reason (such as, for example, required military service) by the Provost on the 
recommendation of the Dean. A period of absence on approved leave of twelve weeks or more 
shall stop the tenure clock, in effect extending the review period by one year if the faculty member 
chooses to use the extension. 

 

 Third-year Review Dossier 
The candidate’s third-year review dossier should be prepared following the instructions set out in 
Appendix 1. It is the faculty member’s responsibility to make certain that the dossier is completed 
and submitted by the deadlines set by the College. 
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Service in a tenure-track appointment may be deemed to be i nterrupted by a leave of absence 

( LOA) if such leave has been approved under the U n iversity's Fami ly and Medica l  Leave Act ( F M LA) 

pol icy for a period of twelve weeks or more; or has been approved in writing in advance for any 

other reason (such as, for example, requ ired m i l itary service) by the Provost on the 

recom mendation of the Dean.  A period of absence on approved leave of twelve weeks or more 

shal l  stop the tenure clock, i n  effect extending the review period by one year if the facu lty member 

chooses to use the extension. 

3 .3 .4 Third-year Review Dossier 

The candidate's third-year  review dossier should be prepared fol lowing the instructions set out in  

Appendix 1. It is the faculty mem ber's responsib i l ity to make certa i n  that the dossier is completed 

and submitted by the dead l i nes set by the Co l lege. 
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The materials in support of the dossier are to be made available to, and restricted to, the 
reviewing committees and the appropriate university officers such as the department chair and 
Dean. 

 

 Department Review Committee 
Each department shall establish a Committee on Third-Year Review, whose membership shall 
consist of all tenured members of the department, but shall not include the Dean, faculty 
members serving at least three-quarters of full-time in an administrative position outside the 
College of Arts and Sciences, or faculty whose primary appointment is elsewhere in the university. 
Associate Deans shall serve in their capacity as faculty members, as shall the department chair, 
unless they are a candidate for promotion and/or tenure. 

Eligible faculty who are on leave or sabbatical may only recuse themselves from the committee if 
participation in the deliberations of the committee – in person or remotely – would be unduly 
burdensome, as determined by the Dean. 

If a third-year review committee has fewer than four tenured members, then the Dean, in 
consultation with the department chair and tenured members of the department, shall select as 
many tenured faculty members from other relevant disciplines within the College as are needed 
to ensure that the committee has four tenured members. 

The departmental third-year review committee shall be convened by the department chair, who 
also conducts the meetings and participates in the discussion, except in cases of their own review 
or in cases where a conflict of interest (as determined by the Dean) occurs, in which case the Dean 
shall designate a senior member of the department to chair the committee and write the letter. 
A member having, or appearing to a majority of the other members of the committee to have, a 
significant conflict of interest on a given case under consideration, must state that conflict at the 
outset; may recuse themself from any discussion, deliberation, or voting on that case; and must 
recuse themself from that case if two-thirds or more of the other committee's members so 
determine by secret vote, or by determination of the Dean. Potential conflicts of interest include, 
but are not limited to, family and business relationships. 

The committee may request from the candidate or the department chair any relevant information 
or materials as it deems necessary, and shall do so at the earliest possible date. Bearing in mind 
the need for consistency in treatment across the College, the Dean shall determine whether such 
information or materials may be admitted. 

Based on the evidence in the dossier and other information in its possession, the committee shall 
deliberate fully and confidentially, evaluating the candidate using the criteria articulated in 
section 3.1. The committee, including the department chair (or their replacement as per above), 
shall vote confidentially on whether the candidate is on a satisfactory trajectory toward achieving 
promotion and tenure, for each of the three domains of teaching, service, and scholarship. 

The department chair (or their replacement) shall write a letter, setting out the standards used to 
evaluate the candidate’s performance and the extent to which performance in each review 
domain represents satisfactory or unsatisfactory progress toward tenure and promotion 
(including reporting the results of the committee’s votes). The letter shall provide a complete, 
fair, and balanced assessment of whether or not the candidate is making progress toward 
promotion and tenure, set out any recommendations that might help the candidate in their 
progress, and include any dissenting views or qualifications. 

3.3.5 

The materia ls  in support of the dossier are to be made ava i lable to, and restricted to, the 

reviewing comm ittees and the appropriate un iversity officers such as the department cha i r  and 

Dean. 

3 .3 .5  Department Review Committee 

Each department sha l l  establ ish a Comm ittee on Thi rd-Year Review, whose membersh ip  sha l l  

consist of a l l  tenured members of the department, but shal l  not i nclude the Dean, facu lty 

mem bers serving at least three-quarters of fu l l -t ime in an admin istrative position outside the 

Co l lege of Arts and Sciences, or faculty whose pr imary appointment is elsewhere i n  the university. 

Associate Deans sha l l  serve in their capacity as facu lty members, as sha l l  the department cha ir, 

un less they are a cand idate for promotion and/or tenure. 

E l ig ib le faculty who are on leave or sabbatical may only recuse themselves from the committee if 

partici pation in the del iberations of the committee - in person or remotely - would be unduly 

burdensome, as determined by the Dean.  

If a th ird-year  review committee has fewer than four  tenured mem bers, then the Dean, in  

consu ltation with the department cha i r  and tenured mem bers of  the department, shal l  select as 

many tenured facu lty mem bers from other relevant d isci p l i nes with in  the Col lege as are needed 

to ensure that the committee has four  tenured mem bers. 

The departmental thi rd-year review comm ittee sha l l  be convened by the department cha i r, who 

also conducts the meeti ngs and participates in the d iscussion, except in  cases of their own review 

or in cases where a confl ict of i nterest (as determ ined by the Dean )  occurs, i n  which case the Dean 

shal l  designate a sen ior mem ber of the department to cha i r  the comm ittee and write the letter. 

A member having, or appearing to a majority of the other mem bers of the committee to have, a 

s ignificant confl ict of i nterest on a given case under consideration, must state that confl ict at the 

outset; may recuse themself from any d iscussion, de l iberation, or voting on that case; and must 

recuse themself from that case if two-th i rds or more of the other committee's members so 

determine by secret vote, or by determi nation of the Dean.  Potentia l  confl icts of interest i ncl ude, 

but are not l im ited to, fami ly  and busi ness relationshi ps. 

The committee may request from the cand idate or the department chair any relevant i nformation 

or materia ls  as it deems necessary, and shal l do so at the ear l iest poss ib le date. Bear ing i n  mind 

the need for consistency i n  treatment across the Col lege, the Dean sha l l  determine whether such 

i nformation or materia ls  may be adm itted. 

Based on the evidence i n  the dossier and other i nformation in its possession, the com m ittee sha l l  

del i berate fu l ly and confidential ly, eva luating the cand idate us ing the criteria articulated i n  

section 3 . 1. The com mittee, inc lud ing the department cha i r  (or their replacement as per above), 

sha l l  vote confidentia l ly on whether the candidate is on a satisfactory trajectory toward achieving 

promotion and tenure, for each of the three domains of teaching, service, and scholarsh ip .  

The department cha i r  (or their replacement) shal l  write a letter, setting out the standards used to 

eva luate the candidate's performance and the extent to which performance in each review 

domain represents satisfactory or unsatisfactory progress toward tenure and promotion 

( i nclud ing reporting the results of the committee's votes). The letter shal l  provide a complete, 

fa i r, and balanced assessment of whether or not the candidate is making progress toward 

promotion and tenure, set out any recommendations that m ight help the candidate in their 

progress, and include any d issenting views or qual ifications. 
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The department chair shall send a copy of the letter to all members of the departmental third- 
year review committee. Any member, or group of members, of that committee may write a 
concise dissent to or commentary on the letter, which shall be appended to the letter and shall 
include their name(s). These appendices must be submitted to the department chair within one 
week of the chair sending the letter to the members of the department rank and tenure 
committee. 

The department chair shall upload the chair’s letter, along with any dissenting letters, to the 
candidate’s dossier, making it then available to the members of the College PTR Committee. At 
the time of submission to the PTR Committee, the dossier is deemed to be complete. No materials 
may be added by the candidate unless requested by the PTR Committee or the Dean. However, 
candidates may supply documents or notifications indicating that an item originally listed in the 
dossier as tentatively completed has in fact come to completion (e.g., an article listed as 
submitted for publication has been accepted, an accepted article has been published, etc.). Such 
materials may be communicated to the Dean (and thence to the PTR Committee) at any time up 
to and including October 31 of the year in which the third-year review takes place. 

 

 College Promotion and Tenure Review 
The purpose of the college-level review is to ensure that the candidate is making satisfactory 
progress toward achieving the standards required in teaching, scholarship, and service, based on 
the merits of the candidate’s dossier and the standards within the College that were in place at 
the time of hire. 

In considering any candidate for third-year review, a PTR Committee member having, or 
appearing to a majority of the other members of the committee to have, a conflict of interest on 
a given case under consideration must state that conflict at the outset; may recuse themself from 
any discussion or deliberation on that case; and must recuse themself from that case if at least 
two-thirds of the committee's members so determine by secret vote, or by determination of the 
Dean. PTR Committee members who participated in earlier decisions related to a candidate – as 
a department chair, or as a member of the departmental rank and tenure committee – may 
participate in the deliberations and act as a resource to the PTR Committee, but may not vote. 

In any review, the Dean’s Office may provide additional materials relevant to the case under 
review. The PTR Committee may request from the candidate, the department committee, or the 
department chair, such relevant information or materials as it deems necessary and shall do so at 
the earliest possible date. Bearing in mind the need for consistency in treatment across the 
College, the Dean shall determine whether such information or materials may be admitted. 

The committee deliberates confidentially. A quorum shall consist of six members present – 
physically or on-line – at a meeting and eligible to discuss and provide feedback on a candidate’s 
case. 

The committee issues a written document reporting and explaining the extent of fulfillment of 
the review criteria and providing clear developmental feedback for the candidate. The report is 
to be a complete, fair, and balanced assessment of whether the candidate is making satisfactory 
progress toward promotion and tenure, and it must include any dissenting views or qualifications. 
If the PTR Committee’s overall assessment differs from those of the department committee or 
department chair, the report must indicate the reasons for arriving at a different conclusion. 

3.3.6 

The department chair  sha l l  send a copy of the letter to a l l  mem bers of the departmental th ird

year review com mittee. Any mem ber, or group of mem bers, of that committee may write a 

concise d issent to or com mentary on the letter, which shal l  be a ppended to the letter and sha l l  

i nclude their name(s) .  These appendices must be subm itted to the department cha i r  with i n  one 

week of the chair  send i ng the letter to the mem bers of the department rank and tenure 

committee. 

The department cha i r  sha l l  up load the chair's  letter, a long with any d issenting letters, to the 

candidate's dossier, making it then ava i lable to the members of the Col lege PTR Committee. At 

the t ime of subm ission to the PTR Committee, the dossier is deemed to be complete. No materia ls  

may be added by the cand idate u n less requested by the PTR Committee or the Dean.  However, 

candidates may supply documents or notifications ind icating that an item origi na l ly l i sted in the 

dossier as tentatively completed has i n  fact come to completion (e.g., a n  article l i sted as 

submitted for publ ication has been accepted, an accepted article has been publ i shed, etc . ) .  Such 

mater ia ls  may be communicated to the Dean (and thence to the PTR Comm ittee) at any t ime up 

to and i nc luding October 3 1  of the year  in which the th ird-year review takes place. 

3 .3 .6  College Promotion and Tenu re Review 

The purpose of the col lege-level review is to ensure that the candidate is maki ng satisfactory 

progress toward ach ieving the standards requ i red in teaching, scholarsh ip, and service, based on 

the merits of the candidate's dossier and the standards with i n  the Col lege that were in  place at 

the time of h i re. 

I n  considering any candidate for th ird-year review, a PTR Comm ittee member having, or 

appearing to a majority of the other mem bers of the committee to have, a confl ict of i nterest on 

a given case under consideration must state that confl ict at the outset; may recuse themself from 

any discussion or del iberation on that case; and must recuse themself from that case if at least 

two-th i rds of the committee's members so determine by secret vote, or by determination of the 

Dean.  PTR Committee mem bers who participated i n  earl ier decis ions related to a candidate - as 

a department cha i r, or as a mem ber of the departmental rank and tenure comm ittee - may 

partici pate i n  the del iberations and act as a resource to the PTR Committee, but may not vote. 

In any review, the Dean's Office may provide add itional  materia ls  relevant to the case under 

review. The PTR Committee may request from the candidate, the department comm ittee, or the 

department chair, such relevant information or materia ls  as it deems necessary and shal l  do so at 

the ear l iest possible date. Bearing i n  mind the need for consistency in treatment across the 

Col lege, the Dean sha l l  determine whether such i nformation or materia ls  may be adm itted. 

The committee del iberates confidential ly. A q uorum sha l l  consist of six mem bers present -

physica l ly or on- l ine - at a meeti ng and el ig ib le to d iscuss and provide feedback on a cand idate's 

case. 

The committee issues a written document reporting and expla in ing the extent of fulfi l l ment of 

the review criteria and provid ing clear developmental feedback for the candidate. The report is 

to be a complete, fa i r, and balanced assessment of whether the candidate is maki ng satisfactory 

progress toward promotion and tenure, and it m ust i nclude any d issenting views or qual ifications. 

If the PTR Com mittee's overa l l  assessment d iffers from those of the department com m ittee or  

department cha i r, the report must ind icate the reasons for arriving at a d ifferent conclus ion. 
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 Decanal Review 
After the PTR has reviewed the case, the Dean will conduct an independent review of the dossier. 
Integrating the written feedback from the PTR Committee, the Dean will then provide the 
candidate with a letter addressing the degree of success in achieving the standards in each of the 
review domains. Specific developmental feedback in areas of perceived weakness, if any, will be 
noted, along with suggestions for remediation that may occur prior to the time of the tenure 
review. 

 
PROCEDURES FOR TENURE AND/OR PROMOTION REVIEW 

This section sets out the procedures for applying for tenure and/or promotion in the College of 
Arts and Sciences (the “College”). The provisions of the non-school-specific chapters of the 
University Faculty Handbook (UFH) take precedence over all other provisions, and are reproduced 
here in bold face in order give coherence to the steps in the process. 

 

 General Considerations 
i. Tenure is conferred solely by a positive action of the Board of Trustees after a 

comprehensive review as outlined in each School-specific section of this Handbook,), and 
approval by the Dean, the Provost and the President. [UFH 7.E] 

ii. The Faculty and administrators involved in promotion, tenure and review processes shall 
operate with a policy of strict confidentiality regarding deliberations. Confidentiality is a 
critical procedural safeguard that ensures the most robust consideration of the faculty 
portfolios reviewed for third-year, promotion, tenure, and periodic review. It also ensures 
that the process will be focused on the information included in the portfolio and file. 
Further, confidentiality is necessary to protect against possible pressure that might be 
exerted on the relevant committees or on members of the Faculty at critical points in the 
process. Faculty members subject to review retain the right of access to all materials in their 
third-year, promotion, tenure, and periodic review files, subject to the limitations imposed 
in the School-specific sections of this Handbook as applicable. [UFH 7.A] 

All letters generated in the course of the process of application for tenure and/or promotion 
shall be kept confidential from the candidate. 

iii. By March 1 of each year, the Office of the Provost will publish a University Faculty Calendar 
indicating the specific deadline dates for the third-year review, tenure review, and 
promotion review processes for the year starting July 1 and ending the following June 30. 
[UFH 7.B] 

iv. An eligible candidate initiates the tenure and/or promotion review process by delivering a 
written request for such review to the Dean by March 15 of the year before the academic 
year in which the necessary decanal recommendation will be produced. The Dean will notify 
the Provost, the Department Chair, and the appropriate Faculty committee (here the 
College Promotion and Tenure Review Committee) of the Faculty member’s request for 
review. Absent extraordinary circumstances, approved by the Dean, failure to meet this 
deadline will preclude consideration for tenure. [UFH 7.D] 

v. The Board of Trustees will consider a faculty member for tenure only one time. [UFH 7.E] 

3.3.7 

3.4 

3.4.1 

3.3. 7 Decanal Review 

After the PTR has reviewed the case, the Dean wi l l  conduct an independent review of the dossier. 

I ntegrating the written feedback from the PTR Committee, the Dean wi l l  then provide the 

candidate with a letter addressing the degree of success in achieving the standards i n  each of the 

review domai ns. Specific developmental feedback i n  areas of perceived weakness, if any, wi l l  be 

noted, a long with suggestions for remediation that may occur prior to the t ime of the tenure 

review. 

3.4 PROCEDURES FOR TENURE AND/OR PROMOTION REVIEW 

This  section sets out the procedures for applying for tenure and/or promotion i n  the Col lege of 

Arts and Sciences (the "Col lege") .  The provisions of the non-school -specific chapters of the 

Un iversity Faculty Handbook (UFH )  take precedence over a l l  other provis ions, and are reproduced 

here in bold face in order give coherence to the steps in the process. 

3 .4 .1  Genera l  Considerations 

i .  Tenure is conferred solely by a positive action of the Board of Trustees after a 

comprehensive review as outlined in each School-specific section of this Handbook,), and 

approval by the Dean, the Provost and the President. [UFH 7 .E] 

i i .  The  Faculty and administrators involved in promotion, tenure and review processes shal l  

operate with a policy of strict confidential ity regarding deliberations. Confidentia lity is a 

critical procedural safeguard that ensures the most robust consideration of the faculty 

portfolios reviewed for third-year, promotion, tenure, and periodic review. It a lso ensures 

that the process wi l l  be focused on the information included in the portfolio and fi le.  

Further, confidentiality is necessary to protect against possible pressure that might be 

exerted on the re levant committees or on members of the Faculty at critical points in the 

process. Faculty members subject to review retain the right of access to a l l  materials in their 

third-year, promotion, tenure, and periodic review files, subject to the l imitations imposed 

in the School-specific sections of this Handbook as applicable. [UFH  7 .A] 

All letters generated in the course of the process of application for tenure and/or promotion 

shall  be kept confidential from the candidate. 

i i i .  By March 1 of each year, the Office of the Provost wil l  publish a University Faculty Calendar 

indicating the specific deadline dates for the third-year review, tenure review, and 

promotion review processes for the year starting Ju ly 1 and ending the fol lowing J une 30. 

[UFH 7 .B] 

iv. An eligible candidate initiates the tenure and/or promotion review process by delivering a 

written request for such review to the Dean by March 15 of the year before the academic 

year in  which the necessary decanal recommendation will be produced. The Dean wi l l  notify 

the Provost, the Department Chair, and the appropriate Faculty committee (here the 

College Promotion and Tenure Review Committee) of the Faculty member's request for 

review. Absent extraordinary circumstances, approved by the Dean, fail ure to meet this 

deadline wil l  preclude consideration for tenure. [UFH 7 .D] 

v. The Board of Trustees wil l  consider a faculty member for tenure only one time. [UFH 7.E] 
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vi. A Faculty member denied tenure will receive a terminal appointment for the next academic 
year, unless that denial is the product of a special tenure process after appeal described in 
Paragraph [7.]I below. [UFH 7.E] 

 

 Eligibility to Apply 
i. A Faculty member must seek a tenure decision within six years of initial appointment unless 

that period has been extended in writing in accordance with University policies and the time 
limits contained in each School’s tenure procedures as laid out in the School-specific 
sections of this Handbook. [UFH 7.E] and section 3.4.2.iv below. 

ii. The applications for promotion to associate professor and for tenure ordinarily occur at the 
same time and involve a single process of review and a single submission of materials. 

iii. Under ordinary circumstances, faculty members in the College are reviewed for tenure no 
later than the fall of the sixth year of service in a tenure-track appointment. 
a. The six-year tenure-track timespan begins with the date of the first appointment to a 

tenure-track position. 
b. In exceptional cases – for instance in the case of an externally-recruited Dean or 

department chair – the Provost may require an expedited review for tenure and/or 
promotion. 

iv. Service in a tenure-track appointment may be deemed to be interrupted by absence on leave 
if such leave 
a. has been approved under the University’s Family and Medical Leave Act (FMLA) policy for 

a period of twelve weeks or more; or 
b. has been approved in writing in advance for any other reason (such as, for example, 

required military service) by the Provost on the recommendation of the Dean; and 
c. A period of absence on approved leave of twelve weeks or more shall not be counted 

toward the six-year period of required service but will extend the six-year period by one 
year if the faculty member chooses to use the extension. Each academic year during which 
an approved leave of twelve weeks or more has been granted will add one year to the 
maximum number of years of teaching service allowed for tenure eligibility that is 
specified in Section 3.4.2.i. However, in the normal course, the total of any such 
extensions (not due to FMLA) will be no longer than two years. In extraordinary 
circumstances, the Provost, at the request of the Dean, may consider additional 
extensions. 

d. Tenure-track faculty members who are appointed to an administrative/professional 
faculty position (not including department Chair or Program Director) may continue on 
their tenure-track appointment while serving in that capacity. The tenure-track faculty 
member may request that the tenure clock be stopped during the term of the 
administrative appointment for a maximum of two years. Such request must be made to 
the Office of the Provost. 

v. Ordinarily, faculty members should expect to serve a minimum of four and a half years in the 
rank of associate professor (ordinarily at Suffolk University) before applying for promotion to 
professor. 
a. Faculty members who choose to apply for earlier promotion to professor should be aware 

that such promotion may be granted only when the applicant provides evidence of 
exceptional performance. If a faculty member chooses to apply for early promotion to 
professor, the PTR Committee requires an explicit statement from both the candidate and 
their Chair giving a clear rationale for the abbreviated timeline. 

3.4.2 

vi. A Faculty member denied tenure wi l l  receive a terminal appointment for the next academic 

year, unless that denial is the product of a special tenure process after appeal described in 

Paragraph [7.) 1  below. [UFH  7 .E ]  

3.4.2 E l igibi l ity to Apply 

i .  A Faculty member must seek a tenure decision within six years of initial appointment un less 

that period has been extended in  writing in  accordance with University policies and the time 

limits contained in each School's tenure procedures as laid out in the School-specific 

sections of this Handbook. [UFH  7 .E] and section 3 .4 .2 . iv below. 

i i .  The appl ications for promotion to  associate professor and for tenure ord i nar i ly occur at the 

same t ime and i nvolve a si ngle process of review and a single submiss ion of materia ls .  

i i i .  Under ord inary ci rcumstances, faculty mem bers i n  the Col lege are reviewed for tenure no 

later than the fa l l  of the sixth year of service in  a tenu re-track appointment. 

a. The six-year tenure-track timespan begins with the date of the first appointment to a 

tenure-track posit ion. 

b. In  exceptional cases - for instance in the case of an external ly-recruited Dean or  

department cha i r  - the Provost may requ ire an exped ited review for ten ure and/or 

promotion.  

iv. Service in  a tenure-track appointment may be deemed to be i nterrupted by absence on leave 

if such leave 

a .  has been approved under the University's Fami ly and Medical Leave Act ( F M LA) pol icy for 

a period of twelve weeks or more; or 

b. has been approved in  writ ing in  advance for any other reason (such as, for example, 

requ ired m i l itary service) by the Provost on the recom mendation of the Dean; and 

c.  A period of absence on approved leave of twelve weeks or more sha l l  not be counted 

toward the six-year period of requ i red service but wi l l  extend the s ix-year period by one 

year if the faculty mem ber chooses to use the extension. Each academic year duri ng which 

an approved leave of twelve weeks or more has been granted wi l l  add one year to the 

maximum number of years of teach ing service a l lowed for tenure el ig ib i l ity that i s  

specified in Section 3.4.2 . i .  However, i n  the normal course, the total of any such 

extensions (not due to F M LA) wil l be no longer than two years. In extraord inary 

ci rcumstances, the Provost, at the request of the Dean, may consider addit ional 

extensions. 

d .  Tenure-track facu lty members who are appointed to an admin istrative/professional 

faculty position (not inc lud ing department Cha i r  or Program Di rector) may conti nue on 

the i r  tenure-track appointment whi le  servi ng i n  that capacity. The tenure-track facu lty 

mem ber may request that the tenure clock be stopped duri ng the term of the 

admin istrative appointment for a maxi mum of two years. Such request must be made to 

the Office of the Provost. 

v. Ord inari ly, faculty mem bers should expect to serve a m in imum of four  and a half years in the 

rank of associate professor (ord i nari ly at Suffo lk  University) before applying for promotion to 

professor. 

a. Faculty mem bers who choose to apply for earl ier promotion to professor should be aware 

that such promotion may be granted only when the appl icant provides evidence of 

exceptional performance. If a faculty member chooses to apply for early promotion to 

professor, the PTR Committee requ i res an expl icit statement from both the cand idate and 

their Chair  giving a clear rationale for the abbreviated t imel ine.  
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b. Faculty members may apply for promotion to professor more than once, but may not do 
so in consecutive years, except with special permission from the Provost. 

 

 Preparation of Dossier 
i. The tenure and/or promotion file will comprise materials submitted by the Faculty member, 

the School, and the University, as required in each School including a candidate statement, 
any third-year policies, the annual reports for the previous three years, and a current 
curriculum vitae. [UFH 7.F] 

a. Appendix 1 sets out the Guidelines for Preparing a Tenure and/or Promotion Dossier 
(“Guidelines”). For all cases of tenure and/or promotion, it is the faculty member’s 
responsibility to make certain that the dossier and the appended supporting materials 
(except materials provided by the department chair, and the external letters) are 
complete and submitted by the deadlines set by the Provost (under Section 3.4.1.iii 
above) and the implementation procedures set out in Appendix 1. 

b. As specified in the Guidelines, materials in support of the dossier are to be made 
available to, and restricted to, the reviewing committees and the appropriate university 
officers such as the department chair, Dean, Provost, and President. 

ii. The procedure for soliciting outside review letters is set out in Appendix 2. 
a. While the outside review letters are in the possession of faculty involved in the review 

process, it is the responsibility of every faculty member to ensure that they remain 
confidential from the candidate. When the letters are forwarded to the Promotion and 
Tenure Review (PTR) Committee, it is the committee’s responsibility to maintain 
confidentiality. As a part of the review process, the letters will be read by the 
appropriate university officers, such as the department chair, Dean, Provost, and 
President, but not by the candidate. 

b. After the tenure recommendation is made by the PTR Committee, the letters will be 
kept for two further years by the Dean’s Office, and will then be destroyed and/or 
erased. 

 

 Department Rank and Tenure Committees 
i. Each department shall establish a committee on rank and tenure, whose membership 

depends on the nature of the cases before it. 
a. The committee shall consist of: 

i. All tenured members of the department at a rank above that of the candidate, but 
shall not include the Dean, faculty members serving at least three-quarters of full- 
time in an administrative position outside the College of Arts and Sciences, or 
faculty whose primary appointment is elsewhere in the university. Associate Deans 
shall serve in their capacity as faculty members. 

ii. The department chair, unless they are a candidate for promotion and/or tenure. 
b. All eligible faculty must participate, and eligible faculty who are on leave or sabbatical 

may only recuse themselves from the committee if participation in the deliberations of 
the committee – in person or remotely – would be unduly burdensome, as determined 
by the Dean. 

c. Faculty members serving on the PTR Committee must recuse themselves from voting, at 
the PTR Committee, on candidates from their department, on the principle that each 
faculty member shall have only one vote on a candidature. 

3.4.3 

3.4.4 

b. Faculty mem bers may apply for promotion to professor more than once, but may not do 

so in  consecutive years, except with special perm ission from the Provost. 

3 .4 .3  Preparation of Dossier 

i .  The tenure and/or promotion fi le wil l  comprise materials submitted by the Faculty member, 

the School, and the University, as required in each School including a candidate statement, 

any third-year policies, the annual reports for the previous three years, and a current 

curriculum vitae. [UFH  7.F]  

a .  Appendix 1 sets out the Guidelines for Preparing a Tenure and/or Promotion Dossier 

("Guidelines"). For a l l  cases of tenure and/or promotion, it is the faculty member's 

responsib i l ity to make certa i n  that the dossier and the appended supporting materia ls 

(except materia ls provided by the department chair, and the external letters) are 

complete and subm itted by the dead l i nes set by the Provost (under Section 3 .4. 1 . i i i  

above) and the implementation procedures set out  i n  Appendix 1 .  

b. As  specified in  the Guidelines, materials in  support of  the dossier are to be made 

ava i lable to, and restricted to, the reviewing committees and the appropriate un iversity 

officers such as the department chair, Dean, Provost, and President. 

i i .  The procedure for sol ic it ing outside review letters is set out i n  Appendix 2.  

a .  Whi le  the outside review letters are in the possession of facu lty i nvolved in the review 

process, it is the responsib i l ity of every faculty member to ensure that they remain 

confidential from the candidate. When the letters are forwarded to the Promotion and 

Tenure Review ( PTR) Comm ittee, it is the com m ittee's responsib i l ity to mainta in  

confidential ity. As a part of the review process, the letters wi l l  be read by the 

appropriate un iversity officers, such as the department cha i r, Dean, Provost, and 

President, but not by the candidate. 

b. After the ten ure recommendation is made by the PTR Committee, the letters wi l l  be 

kept for two further years by the Dean's Office, and wi l l  then be destroyed and/or 

erased. 

3 .4.4 Department Rank and Tenure Committees 

i . Each department sha l l  establ ish a committee on rank and tenure, whose mem bersh ip  

depends on the nature of the cases before it. 

a .  The comm ittee sha l l  consist of: 

i .  Al l tenured mem bers of the department at a rank above that of the candidate, but 

shal l  not include the Dean, facu lty mem bers servi ng at least three-quarters of fu l l 

t ime i n  an admin istrative position outside the Co l lege of Arts and Sciences, or 

facu lty whose pr imary appointment is elsewhere i n  the un iversity. Associate Deans 

shal l serve in their capacity as facu lty mem bers. 

i i .  The department chair, un less they are a cand idate for promotion and/or tenure. 

b. Al l  el igible facu lty m ust participate, and e l ig ib le facu lty who are on leave or sabbatical 

may only recuse themselves from the comm ittee if partic ipation in  the del i berations of 

the committee - i n  person or remotely - would be und uly burdensome, as determined 

by the Dean.  

c .  Faculty members serving on the PTR Committee m ust recuse themselves from voting, at 

the PTR Com m ittee, on candidates from their department, on the principle that each 

faculty mem ber shal l  have only one vote on a candidature. 
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ii. If a department rank and tenure committee has fewer than three members (not counting the 
department chair), then the Dean, in consultation with the department chair and tenured 
members of the department (excluding the candidate), selects as many faculty members (of 
rank above that of the candidate) from other relevant disciplines within the College as are 
needed to constitute a three-person committee (not counting the department chair). 

iii. The departmental committee on rank and tenure is convened by the department chair, and 
the committee chooses its chair (who shall not be the department chair) who conducts the 
meetings. The department chair – except in cases of their own promotion or in cases where 
a conflict of interest (as determined by the Dean) occurs – attends meetings and participates, 
but does not vote. 
a. A member having, or appearing to a majority of the other members of the committee to 

have, a significant conflict of interest on a given case under consideration must state that 
conflict at the outset; may recuse themself from any discussion, deliberation, or voting 
on that case; and must recuse themself from that case if two-thirds or more of the other 
committee's members so determine by secret vote, or by determination of the Dean. 
Potential conflicts of interest include, but are not limited to, family and business 
relationships. 

b. The committee may request from the candidate or the department chair any relevant 
information or materials as it deems necessary, and shall do so at the earliest possible 
date. Bearing in mind the need for consistency in treatment across the College, the Dean 
shall determine whether such information or materials may be admitted. 

iv. Based on the evidence in the dossier and other information in its possession, the committee 
deliberates fully and confidentially, evaluating the candidate using the criteria articulated by 
the College (for teaching and service) and department (for scholarship) that were in place 
three years before the candidate formally requests of the Dean consideration for tenure 
and/or promotion. The current criteria are set out in Section 3.1.1 (for teaching) and Section 
3.1.3 (for service). An archive of the scholarship criteria, with dates of approval, shall be 
maintained by each department and the Dean’s Office and accessible to all CAS tenured and 
tenure-track faculty members. 
Then the committee members present (except the department chair) vote anonymously, 
indicating whether they support (yea), do not support (nay), or abstain from supporting the 
candidate’s candidature for promotion and/or tenure. 
a. Only committee members who participate substantially in the discussions remotely (e.g. 

via videoconferencing), as determined by the committee, or in person, are deemed to be 
present at the deliberations, and are eligible to vote. 

b. In cases where some participants participate remotely, the vote shall be taken using an 
on-line software (such as Qualtrics) that allows for anonymity. The CAS Elections 
Committee can provide technical support, and may run the vote if the departmental 
committee on rank and tenure so requests. 

c. Ballots must be securely preserved by the department chair (or chair of the departmental 
rank and tenure committee, if the department chair is a candidate) until the conclusion 
of the candidate’s tenure/promotion process. 

v. The department chair writes a letter, setting out the standards used to judge the candidate’s 
performance, the extent to which each criterion is judged to have been achieved, and the 
results of the vote. 
a. The letter is to provide a complete, fair, and balanced assessment of whether the 

candidate merits promotion and/or tenure, and it must include any dissenting views or 
qualifications. 

ii. If a department rank and tenure committee has fewer than three members (not counting the 

department chair), then the Dean, in  consultation with the department chair and tenured 

mem bers of the department (excl uding the candidate), selects as many faculty members (of 

rank above that of the candidate) from other relevant discip l ines with i n  the Col lege as are 

needed to constitute a three-person com m ittee (not counting the department chair) .  

i i i .  The departmental com m ittee on rank and ten ure is convened by the department cha i r, and 

the com m ittee chooses i ts  cha i r  (who shal l  not  be the department chair) who conducts the 

meeti ngs. The department cha i r  - except i n  cases of their own promotion or i n  cases where 

a confl ict of i nterest (as determined by the Dean)  occurs - attends meeti ngs and participates, 

but does not vote. 

a .  A mem ber having, or appearing to a majority of the other members of the committee to 

have, a sign ificant confl ict of interest on a given case under consideration m ust state that 

confl ict at the outset; may recuse themself from any d iscussion, del i beration, or voting 

on that case; and must recuse themself from that case if two-th irds or more of the other 

comm ittee's mem bers so determine by secret vote, or by determi nation of the Dean.  

Potential confl icts of i nterest include, but are not l i m ited to, fami ly  and business 

relationships. 

b. The committee may request from the cand idate or the department cha ir  any relevant 

i nformation or materia ls as it deems necessary, and sha l l  do so at the earl iest poss ib le 

date. Bear ing i n  mind the need for consistency in treatment across the Col lege, the Dean 

sha l l  determine whether such information or materia ls  may be adm itted. 

iv. Based on the evidence i n  the dossier and other information in  its possession, the committee 

del iberates fu l ly and confidential ly, eva luating the ca ndidate using the criteria articulated by 

the Col lege (for teaching and service) and department (for scholarship)  that were i n  place 

three years before the cand idate formal ly requests of the Dean consideration for tenu re 

and/or promotion.  The cu rrent criteria are set out in Section 3 . 1 . 1  (for teaching) and Section 

3 . 1 .3 (for service). An archive of the scholarship criteria, with dates of approva l, shal l  be 

mainta ined by each department and the Dean's Office and access ib le to a l l  CAS tenured and 

tenure-track facu lty mem bers. 

Then the comm ittee members present (except the department chair) vote anonymously, 

ind icating whether they support (yea), do not support (nay), or a bsta in  from supporti ng the 

candidate's candidature for promotion and/or tenure. 

a .  On ly committee members who partici pate substantia l ly in  the discussions remotely (e.g. 

via videoconferenci ng), as determi ned by the comm ittee, or in person, are deemed to be 

present at the del i berations, and are e l ig ib le to vote. 

b. In cases where some participants partici pate remotely, the vote sha l l  be taken using an 

on- l ine software (such as Qua ltrics) that a l lows for anonym ity. The CAS Elections 

Committee can provide techn ica l  support, and may run the vote if the departmental 

committee on rank and tenure so requests. 

c. Bal lots must be securely preserved by the department chair  (or cha i r  of the departmental 

rank and tenure comm ittee, if the department cha i r  is a candidate) unti l  the conclusion 

of the candidate's tenure/promotion process. 

v. The department cha i r  writes a letter, setting out the standards used to judge the candidate's 

performance, the extent to which each criterion i s  judged to have been achieved, and the 

resu lts of the vote. 

a. The letter is to provide a com plete, fa i r, and balanced assessment of whether the 

candidate merits promotion and/or tenure, and it m ust i nclude any d issenting views or 

qual ifications. 
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b. The department chair shall also include in the letter their own assessment of whether the 
candidate should be promoted and/or tenured. This assessment shall constitute the 
department chair’s vote on the candidate’s application. 

vi. The department chair sends a copy of the letter to all members of the department rank and 
tenure committee. 
a. Any member, or group of members, of that committee may write a concise dissent to or 

commentary on the letter, which shall be appended to the letter and shall include their 
name(s). 

b. These appendixes must be submitted to the department chair within one week of the 
chair sending the letter to the members of the department rank and tenure committee. 

vii. Within seven working days of receiving any dissents or comments from members of the 
department rank and tenure committee, the department chair: 
a. Sends the complete dossier to the Dean, who makes it, along with all supporting 

materials, available to the members of the College PTR Committee. 
b. Informs by letter the candidate of the combined result of the vote by the department 

rank and tenure committee and the department chair, indicating that the candidate is 
recommended for promotion and/or tenure, is not recommended for promotion and/or 
tenure, or that the vote was a tie. The letter must summarize the department’s evaluation 
of the candidate, focusing on their performance in regard to teaching, research and 
service. In developing this letter, the chair must: (a) provide an accurate summary of the 
department’s assessment; and (b) not divulge confidential information relating to the 
evaluation process, including, for example, the votes of particular faculty members. 

c. Within seven working days after receiving a department chair’s letter relating to 
promotion and/or tenure, a candidate has the opportunity to submit a letter to the PTR 
Committee and the Dean responding to the department’s evaluation. This letter also must 
be sent to the department chair and members of the department rank and tenure 
committee. The Chair’s letter to the candidate and response, if any, by the candidate, 
shall become part of the dossier. 

viii. If the department chair is a candidate for promotion and/or tenure, the actions in sections 
3.4.4. iv, 3.4.4.v, 3.4.4.vi, and 3.4.4.vii shall be undertaken by the chair of the department rank 
and tenure committee in lieu of the department chair. 

ix. When the department committee has forwarded its report to the department chair, the 
dossier is deemed to be complete. No materials may be added by the candidate unless 
requested by the PTR Committee or the Dean. However, candidates may supply documents 
or notifications indicating that an item originally listed in the dossier as tentatively completed 
has in fact come to completion (e.g., an article listed as submitted for publication has been 
accepted, an accepted article has been published, etc.). Such materials may be 
communicated to the Dean (and thence to the PTR Committee) at any time up to and 
including October 31 of the year in which the deliberations on promotion and/or tenure take 
place. 

 

 College Promotion and Tenure Review 
The purposes of the college-level review are to ensure that the candidate has achieved the 
standards required in teaching, research, and service, based on the merits of the candidate’s 
dossier, and on the norms within the college that were in place three years before the candidate 
formally requests of the Dean consideration for tenure and/or promotion. The current criteria are 
set out in Section 3.1.1 (for teaching) and Section 3.1.3 (for service). 

3.4.5 

b. The department cha i r  sha l l  a l so inc lude i n  the letter their own assessment of whether the 

candidate should be promoted and/or tenured. This assessment sha l l  constitute the 

department chair's  vote on the candidate's appl ication.  

vi . The department cha i r  sends a copy of the letter to a l l  members of the department rank and 

tenure committee. 

a. Any mem ber, or group of members, of that committee may write a concise d issent to or  

commentary on the letter, which sha l l  be appended to the letter and shal l  i nclude their 

name(s). 

b. These appendixes m ust be submitted to the department chair  with in one week of the 

cha i r  sending the letter to the mem bers of the department rank and tenure com mittee. 

vi i .  With i n  seven worki ng days of receiving any d issents or comments from members of the 

department rank and tenure committee, the department chair :  

a .  Sends the complete dossier to the Dean, who makes it ,  a long with a l l  supporting 

materia ls, ava i lable to the mem bers of the Col lege PTR Com mittee. 

b. Informs by letter the cand idate of the combi ned result of the vote by the department 

rank and ten ure comm ittee and the department chair, ind icating that the candidate i s  

recom mended for promotion and/or tenure, is not recom mended for promotion and/or 

tenure, or that the vote was a t ie. The letter must summarize the department's eva l uation 

of the cand idate, focusing on their performance in regard to teachi ng, research and 

service. In  developing this letter, the cha i r  m ust: (a)  provide an accurate summary of the 

department's assessment; and (b)  not d ivulge confidentia l  information relating to the 

eva luation process, inc ludi ng, for example, the votes of part icular facu lty mem bers. 

c. Within seven working days after receiving a department chair's  letter relating to 

promotion and/or tenure, a cand idate has the opportunity to submit a letter to the PTR 

Comm ittee and the Dean responding to the department's eva luation.  This letter a lso must 

be sent to the department cha i r  and members of the department rank and tenure 

com m ittee. The Chair's  letter to the candidate and response, if any, by the candidate, 

shal l  become part of the dossier. 

vi i i .  I f  the  department cha i r  is a cand idate for promotion and/or tenure, the actions in sections 

3 .4.4. iv, 3.4.4.v, 3 .4.4.vi, and 3 .4.4.vi i sha l l  be undertaken by the cha i r  of the department rank 

and tenure committee i n  l ieu of the department chair. 

ix. When the department comm ittee has forwarded its report to the department chair, the 

dossier i s  deemed to be complete. No materia ls may be added by the cand idate un less 

requested by the PTR Com m ittee or  the Dean.  However, cand idates may supply documents 

or notifications ind icating that an item origi na l ly l i sted in the dossier as tentatively com pleted 

has in fact come to completion (e.g., an article l i sted as submitted for publ ication has been 

accepted, an accepted article has been publ i shed, etc . ) .  Such materia ls may be 

communicated to the Dean (and thence to the PTR Committee) at any t ime up to and 

i nc luding October 3 1  of the year in which the del iberations on promotion and/or tenure take 

place. 

3 .4 .5 Col lege Promotion and Tenure Review 

The purposes of the co l lege-level review are to ensure that the candidate has achieved the 

standards requ i red i n  teaching, research, and service, based on the merits of the cand idate's 

dossier, and on the norms with in  the co l lege that were i n  place three years before the candidate 

formal ly requests of the Dean consideration for tenure and/or promotion.  The current criteria are 

set out in Section 3 . 1 . 1  (for teachi ng) and Section 3 . 1 .3 (for service). 
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The formation of the Promotion, Tenure and Review (PTR) Committee is set out in section 3.4.6. 

i. In considering any candidate for promotion and/or tenure, a PTR Committee member having, 
or appearing to a majority of the other members of the committee to have, a conflict of 
interest on a given case under consideration must state that conflict at the outset; may recuse 
themself from any discussion, deliberation, or voting on that case; and must recuse themself 
from that case if at least two-thirds of the committee's members so determine by secret vote, 
or by determination of the Dean. 

ii. PTR Committee members who participated in earlier decisions related to a candidate – as a 
department chair, or as a member of the departmental rank and tenure committee – may 
participate in the deliberations and act as a resource to the PTR Committee, but they must 
recuse themselves from voting. 

iii. Any member of the PTR Committee who applies for sabbatical leave shall automatically be 
recused from all committee actions related to sabbatical evaluation and ranking. 

iv. Any member of the PTR Committee shall automatically be recused from all committee actions 
related to their own annual review. 

v. In any review, the Dean’s Office may provide additional materials relevant to the case under 
review. [UFH 7.G] 

vi. The PTR Committee may request from the candidate, the department committee, or the 
department chair such relevant information or materials as it deems necessary and shall do 
so at the earliest possible date. Bearing in mind the need for consistency in treatment across 
the College, the Dean shall determine whether such information or materials may be 
admitted. 

vii. The committee deliberates confidentially, and then the committee members present vote 
anonymously, indicating whether they support (yea), do not support (nay), or abstain from 
supporting the candidate’s candidature for promotion and/or tenure. A quorum shall consist 
of six members physically present at a meeting and eligible to vote on a candidate’s case. If a 
quorum is not met, it shall be reduced in steps by one member at each subsequent meeting 
until a vote can be held. 

viii. The committee issues a written document reporting and explaining the vote and the extent 
of fulfillment of the criteria the candidate is judged to have achieved. The report is to be a 
complete, fair, and balanced assessment of whether the candidate merits promotion and/or 
tenure, and it must include any dissenting views or qualifications. If the committee’s overall 
assessment and vote differ from those of the department committee or department chair, 
the report must indicate the reasons for arriving at a different conclusion. 

 

 Composition of PTR Committee 
The Promotion, Tenure, and Review (PTR) Committee advises the Dean on matters relating to 
individual promotions, tenures, sabbaticals, non-reappointments, dismissals, and annual reviews 
with the exception of promotions for Non-Tenure Track (NTT) faculty, which are handled by the 
Non-Tenure Track Promotion Committee (see section 3.5). In addition, the Committee prepares 
policy recommendations for consideration by the Faculty Assembly. 

i. The membership of the Committee shall be as follows: 
a. Six tenured faculty members, elected following the procedures set out in section ii. 
b. Two tenured members of the faculty may be appointed by the Dean for a term of one 

year. These members may be appointed without reference to duplication of 

3.4.6 

The formation of the Promotion, Tenure and Review ( PTR) Comm ittee is set out i n  section 3.4.6. 

i .  In  considering any cand idate for promotion and/or tenure, a PTR Comm ittee mem ber having, 

or appear ing to a majority of the other mem bers of the com m ittee to have, a confl ict of 

i nterest on a given case under consideration m ust state that confl ict at the outset; may recuse 

themself from any d iscussion, del i beration, or voting on that case; and m ust recuse themself 

from that case if at least two-th irds of the committee's members so determine by secret vote, 

or by determi nation of the Dean.  

i i .  PTR Comm ittee mem bers who partici pated in  earl ier decisions related to a ca ndidate - as a 

department chair, or as a mem ber of the departmental rank and tenure comm ittee - may 

partici pate in the del iberations and act as a resource to the PTR Comm ittee, but they m ust 

recuse themselves from voting. 

i i i .  Any member of  the PTR Committee who appl ies for sabbatical leave sha l l  automatica l ly be 

recused from a l l  com m ittee actions related to sabbatical eva luation and ranki ng. 

iv. Any member of the PTR Comm ittee sha l l  automatica l ly be recused from all committee actions 

related to their own annua l  review. 

v. In any review, the Dean's Office may provide additional materials relevant to the case under 

review. [UFH  7.G] 

vi . The PTR Committee may request from the candidate, the department com mittee, or the 

department chair such relevant information or  mater ia ls  as it deems necessary and sha l l  do 

so at the earl iest poss ib le date. Bearing i n  mind the need for consistency in  treatment across 

the Col lege, the Dean sha l l  determine whether such i nformation or  materia ls  may be 

admitted. 

vi i .  The committee del iberates confidentia l ly, and then the comm ittee members present vote 

anonymously, ind icating whether they support (yea), do not support (nay), or absta in  from 

supporting the candidate's candidature for promotion and/or tenure. A quorum sha l l  consist 

of six mem bers physica l ly present at a meeti ng and el ig ib le to vote on a candidate's case. If a 

quorum is not met, it sha l l  be reduced in steps by one member at each subsequent meeti ng 

until a vote can be held.  

v i i i .  The comm ittee i ssues a written document reporting and expla in ing the vote and the extent 

of fulfi l l ment of the criteria the candidate is judged to have achieved. The report is to be a 

com plete, fa i r, and balanced assessment of whether the candidate merits promotion and/or 

tenure, and it m ust i nclude any d issenting views or qual ifications. If the committee's overa l l  

assessment a n d  vote d iffer from those o f  t h e  department committee or department chair, 

the report m ust ind icate the reasons for arriving at a d ifferent conclus ion. 

3 .4 .6 Composition of PTR Committee 

The Promotion, Tenure, and Review ( PTR) Committee advises the Dean on matters relating to 

i ndividual promotions, tenures, sabbatica ls, non-reappointments, d ism issa ls, and annua l  reviews 

with the exception of promotions for Non-Tenure Track ( NTT) facu lty, which are handled by the 

Non-Tenure Track Promotion Comm ittee (see section 3 .5) .  I n  addit ion, the Committee prepares 

pol icy recom mendations for consideration by the Facu lty Assembly. 

i. The mem bersh ip  of the Committee shal l  be as fol lows: 

a. Six tenured faculty members, elected fol lowi ng the procedures set out in section i i .  

b. Two tenured mem bers of the faculty may be appointed by the Dean for a term of one 

year. These members may be appointed without reference to dup l ication of 

28 



29  

departmental representation. At least one of the Dean’s appointees must be a full 
professor. 

c. No member shall serve on the PTR Committee for more than four years consecutively. 
d. No department in the College shall have more than one elected member serving on the 

PTR Committee. 
e. The term of office begins July 1. 

ii. The PTR Committee Election procedures are as follows: 
a. The election shall normally be held in April or May. 
b. All full-time tenured and tenure-track members of the faculty below the rank of Dean 

shall be eligible to vote, with the exception of faculty members who are serving outside 
the College of Arts and Sciences in an administrative position that is at least three- 
quarters of full-time. These are the eligible voters. 

c. In the spring of even-numbered years, three tenured faculty members, one from each 
College Division, shall be elected by the eligible voters of their College division for a term 
of two years. 

d. In the spring of odd-numbered years, three tenured faculty members, one from each of 
the College divisions, shall be elected by the eligible voters of the College for a two-year 
term. 

e. The elections shall use ranked voting. 
f. All full-time tenured faculty members (including those tenured during the academic year 

at the close of which the PTR Committee election takes place) who are expected to be 
reappointed for the next academic shall be candidates, with the following exceptions: 

i. Members of academic departments to which belong continuing PTR Committee 
members elected for two-year terms in the PTR Committee election one year 
previously. 

ii. Faculty who have been approved for leave or sabbatical during any or all of the 
upcoming academic year. 

iii. Faculty who are completing their third consecutive year of service on the PTR 
Committee. 

iv. Faculty who have applied to be considered for promotion to full professor in the 
coming academic year. 

v. Faculty at the level of Associate Dean or above. 
vi. Faculty entering phased retirement. 

g. In the event of a tie, the individual who has most recently served on the PTR Committee 
shall be eliminated, and the other candidate shall be declared elected. In the event that 
there is still an unresolved tie, the candidate with the higher rank shall be declared 
elected. If there is still a tie, the candidate most senior in years of service to the University 
shall be declared elected. 

h. Faculty members elected to the PTR Committee are expected to serve, but if there are 
compelling reasons why this is not feasible, as determined by the Dean, the ballots shall 
be re-tallied in the absence of this candidate in order to elect a member to the PTR 
Committee. 

i. At the first meeting of the PTR Committee after the regular election and appointment of 
new members, the Committee shall elect a Chair from among its members. 

departmental representation. At least one of the Dean's appointees must be a fu l l  

professor. 

c. No mem ber sha l l  serve on the PTR Committee for more than four  years consecutively. 

d .  No department i n  the Col lege shal l  have more than one elected mem ber serving on the 

PTR Comm ittee. 

e. The term of office begins J u ly 1. 

i i .  The PTR Com m ittee E lection procedures are as fol lows: 

a. The election shal l  normal ly be held i n  Apri l or May. 

b. All fu l l -t ime tenured and tenure-track mem bers of the faculty below the ran k  of Dean 

sha l l  be el ig ib le to vote, with the exception of faculty mem bers who are serving outside 

the Co l lege of Arts and Sciences i n  an admin istrative position that i s  at least three

quarters of fu l l-ti me. These are the e l ig ib le voters. 

c. In the spring of even-n umbered years, three tenured faculty mem bers, one from each 

Col lege Division, shal l  be elected by the el ig ib le voters of their Col lege divis ion for a term 

of two years. 

d. In the spring of odd-num bered years, three tenured faculty mem bers, one from each of 

the Co l lege d ivisions, shal l  be elected by the el ig ib le voters of the Col lege for a two-year 

term. 

e. The elections shal l  use ran ked voting. 

f. Al l fu l l -t ime tenured facu lty members ( i nc lud ing those tenured during the academic year 

at the close of which the PTR Com m ittee election takes place) who are expected to be 

reappointed for the next academic shal l  be candidates, with the fol lowi ng exceptions: 

i .  M em bers of academic departments to which belong continu ing PTR Committee 

members elected for two-year terms in the PTR Committee election one year 

previously. 

i i .  Facu lty who have been approved for leave or sabbatical during any or a l l  of the 

upcoming academ ic year. 

i i i .  Facu lty who are completing their th ird consecutive year of service on the PTR 

Committee. 

iv. Facu lty who have appl ied to be considered for promotion to fu l l  professor i n  the 

comi ng academic year. 

v. Facu lty at the level of Associate Dean or above. 

vi. Facu lty entering phased retirement. 

g. In  the event of a t ie, the i ndividual who has most recently served on the PTR Committee 

sha l l  be e l im inated, and the other candidate shal l  be declared elected. In the event that 

there is sti l l  an unresolved tie, the candidate with the higher rank sha l l  be declared 

elected. If there is sti l l  a t ie, the candidate most senior i n  years of service to the Un iversity 

shal l  be declared elected. 

h. Facu lty members elected to the PTR Committee are expected to serve, but if there are 

com pel l i ng reasons why this is not feasi ble, as determi ned by the Dean, the bal lots shal l  

be re-ta l l ied i n  the absence of this candidate i n  order to elect a member to the PTR 

Com m ittee. 

i .  At the first meeting of  the PTR Comm ittee after the regu lar  election and appointment of  

new mem bers, the Committee sha l l  elect a Chair  from among its members. 
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Any vacancy that occurs more than nine months before an elected member’s term expires shall 
be filled (for the remaining period of the term) by an election, using the same election procedures 
as those that applied when that member was elected. Any vacancy that occurs less than nine 
months before a member’s term expires shall be filled (for the remaining period of the term) from 
among the members of the division in which the vacancy has occurred, and from a department 
without members on the PTR Committee, on the recommendation of the retiring member, 
subject to confirmation by the Dean and by majority vote of the PTR Committee. 

 

 Decanal Review 
i. After the PTR has made and submitted its determination, the Dean will make an independent 

judgment regarding the merits of any tenure and/or promotion review after consultation 
with the Promotion, Tenure and Review Committee of the School. [UFH 7.A] 

ii. After receiving the dossier from the PTR Committee, the Dean will add their evaluation and 
recommendation. 

iii. Faculty members seeking tenure who do not gain a favorable recommendation from their 
department rank and tenure committee, the School’s Promotion Tenure and Review 
committee and also do not gain a favorable recommendation from the Dean will not 
proceed further and will be considered to have been denied tenure. The recommendation 
of the Promotion Tenure and Review Committee and the Dean should be forwarded to the 
Provost for review. [UFH 7.E] 

iv. Faculty members seeking promotion who do not gain a favorable recommendation from their 
department rank and tenure committee, the School’s Promotion Tenure and Review 
committee and also do not gain a favorable recommendation from the Dean will not proceed 
further and will be considered to have been denied promotion. In all cases where promotion 
is not awarded, the Dean shall meet with the candidate and explain the main reasons for the 
negative recommendations. The purpose is to help the candidate prepare better for any 
future application for promotion. Within two working days following this meeting, the 
candidate may request a written summary of the main reasons for the negative 
recommendation. The Dean must comply with this request within seven working days. 

v. Following a tenure denial decision, the Dean must provide the candidate with a letter 
summarizing the main reasons for the denial of tenure, the overall vote of the PTR Committee 
(i.e. indicating that the candidate is recommended for tenure, is not recommended for 
tenure, or that the vote was a tie), and a summary of the assessment of the candidate’s 
research, teaching, and service. In developing this letter, the Dean must: (a) provide an 
accurate summary of the assessment, and (b) not divulge confidential information relating to 
the review process including, for example, the votes of particular faculty members. 

 

 Provostial Review 
i. The Provost reviews all applications from Faculty members for tenure and/or promotion. 

The Provost will consider the file based upon accumulated reviews and any responses of 
the Faculty member at the School level. The Provost concludes their review by sending a 
recommendation to the President. [UFH 7.I] 

ii. The Provost will make a recommendation to the President regarding each Faculty member 
who has not been denied tenure and/or promotion. The President reviews the 
recommendations of the Provost. The Provost or their designee(s) presents to the Board of 
Trustees only those Faculty members that the President concludes are appropriate for 
tenure and/or promotion. [UFH 7.E] 

3.4.7 

3.4.8 

Any vacancy that occurs more than n ine months before an elected mem ber's term expires sha l l  

be fi l led (for the remain ing period of the term ) by an election, using the same election procedures 

as those that appl ied when that member was elected. Any vacancy that occurs less than n ine 

months before a mem ber's term expires sha l l  be fi l led (for the remain ing period of the term) from 

among the mem bers of the divis ion in which the vacancy has occurred, and from a department 

without members on the PTR Committee, on the recom mendation of the reti r ing member, 

subject to confirmation by the Dean and by majority vote of the PTR Committee. 

3 .4 .7 Decanal Review 

i . After the PTR has made and submitted its determi nation, the Dean wi l l  make an independent 

judgment regarding the merits of any tenure and/or promotion review after consultation 

with the Promotion, Tenure and Review Committee of the School. [UFH 7 .A] 

i i .  After receiving the dossier from the PTR Com mittee, the Dean wi l l  add their eva l uation and 

recommendation.  

i i i .  Faculty members seeking tenure who do not gain a favorable recommendation from their 

department rank and tenure committee, the School's Promotion Tenure and Review 

committee and a lso do not gain a favorable recommendation from the Dean wil l  not 

proceed further and wi l l  be considered to have been denied tenure. The recommendation 

of the Promotion Tenure and Review Committee and the Dean should be forwarded to the 

Provost for review. [UFH  7 .E] 

iv. Facu lty mem bers seeking promotion who do not ga in a favorable recom mendation from their 

department rank and tenure com m ittee, the School's Promotion Tenure and Review 

comm ittee and a lso do not ga i n  a favorable recommendation from the Dean wi l l  not proceed 

further and wi l l  be considered to have been denied promotion.  I n  a l l  cases where promotion 

i s  not awarded, the Dean shall meet with the candidate and expla in the main reasons for the 

negative recom mendations. The purpose is to help the candidate prepare better for any 

future appl ication for promotion.  Within two worki ng days fol lowing this meeting, the 

cand idate may request a written summary of the main  reasons for the negative 

recommendation.  The Dean must comply with this request with i n  seven working days. 

v. Fol lowing a tenure denia l  decision, the Dean m ust provide the candidate with a letter 

sum mariz ing the main  reasons for the denia l  of tenure, the overa l l  vote of the PTR Comm ittee 

( i .e. ind icating that the cand idate is recom mended for tenure, is not recommended for 

tenure, or that the vote was a tie), and a summary of the assessment of the candidate's 

research, teaching, and service. In developing this letter, the Dean m ust: (a)  provide an 

accurate summary of the assessment, and (b)  not d ivulge confidential  i nformation relating to 

the review process i nc ludi ng, for exam ple, the votes of part icular facu lty mem bers. 

3 .4.8 Provostia l  Review 

i .  The Provost reviews a l l  appl ications from Faculty members for tenure and/or promotion. 

The Provost will consider the fi le based upon accumulated reviews and any responses of 

the Faculty member at the School level .  The Provost concludes their review by sending a 

recommendation to the President. [UFH  7 . 1 ]  

i i .  The Provost wi l l  make a recommendation to the President regarding each Facu lty member 

who has not been denied tenure and/or promotion.  The President reviews the 

recommendations of the Provost. The Provost or their designee(s) presents to the Board of 

Trustees only those Faculty members that the President concludes are appropriate for 

tenure and/or promotion. [UFH 7 .E] 
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 Appeal 
i. The substantive decision whether to grant tenure is non-reviewable in any forum. Any 

complaint or appeal alleging inappropriate denial of tenure, as described Paragraph [7.]I 
below, is limited to whether the proper procedure was followed. [UFH 7.E] 

ii. The decision whether to grant a promotion is non-reviewable in any forum, but a candidate 
may re-apply for promotion following the provisions of Section 3.4.2.v.b above. 

 
 
 

NTT FACULTY RANKS AND PROMOTIONS 

 Non-Tenure Track Faculty Titles 
There are two tracks into which NTT faculty may be hired: the Instructor track, and the Professor 
of Practice track. Faculty cannot move between these two tracks. 

An NTT faculty member hired as an instructor may hold the title of: Instructor, Senior Instructor, 
or Distinguished Instructor. 

The guideline for workload effort for full-time NTT faculty with an appointment as an Instructor, 
Senior Instructor, or Distinguished Instructor, is 80/20 (teaching/service), with a baseline teaching 
load of eight (8) three- or four-credit courses, or equivalent, per academic year. These faculty are 
not required to engage in scholarship or professional development as part of their position. 

An NTT faculty member hired as an Assistant Professor of Practice may hold the title of Assistant 
Professor of Practice, Associate Professor of Practice, or Professor of Practice. 

An NTT faculty with an appointment as an Assistant, Associate, or full Professor of Practice may 
have a variable workload unique to their position and discipline. The appointment typically 
includes teaching and mentoring. Examples include directors of clinical or certification programs. 
Such positions are characterized by the need for specialized training, frequently coupled with the 
maintenance of certification and/or licensure to practice in a specific field. 

In cases where the titles of current NTT faculty (hired pre-2022) differ from those set out above, 
any changes will be considered on a case-by-case basis. 

 

 Non-Tenure Track (NTT) Faculty Appointment and Promotion 

3.5.2.1 NTT Faculty Promotion Requirements 
 

3.5.2.2  In order to be considered for their first promotion, 
NTT faculty must have served the university for at 
least five academic years. The promotion would 
come into effect no sooner than the seventh year at 
the university. Ordinarily, NTT faculty should expect 
to serve at least five years at rank before applying 
for any subsequent promotion.Criteria 

The overall criteria and process for promotion of NTT faculty involve accomplishments in three 
major areas: (1) teaching, (2) professional work, and (3) service activities and mentoring. For NTT 
faculty on the professor of practice track, teaching may or may not be evaluated depending upon 

3.4.9 

3.5 

3.5.1 

3.5.2 

3.4.9 Appea l 

i .  The substantive decision whether to grant tenure is non-reviewable in any forum. Any 

complaint or appeal a l leging inappropriate denial of tenure, as described Paragraph [7. ) 1  

below, i s  l imited t o  whether the proper procedure was fol lowed. [UFH 7 .E ]  

ii. The decis ion whether to grant a promotion is non-reviewable in any forum, but a ca nd idate 

may re-apply for promotion fol lowi ng the provis ions of Section 3.4.2 .v .b above. 

3 .5  NTT FACULTY RAN KS AND PROMOTIONS 

3 . 5 . 1  Non-Tenure Track Facu lty Titles 

There are two tracks i nto which NTT facu lty may be h i red : the Instructor track, and the Professor 

of Practice track. Facu lty cannot move between these two tracks. 

An NTT faculty mem ber h i red as an instructor may hold the title of: Instructor, Senior Instructor, 

or Distinguished Instructor. 

The guidel ine for workload effort for fu l l -t ime NTT facu lty with an a ppointment as an Instructor, 

Senior Instructor, or Distinguished Instructor, is 80/20 (teach ing/service), with a base l ine teaching 

load of eight (8) three- or four-credit courses, or  equivalent, per academic year. These facu lty are 

not requ i red to engage i n  scholarsh i p  or professional development as part of their position.  

An NTT faculty member h i red as an Ass istant Professor of Practice may hold the title of Ass istant 

Professor of Practice, Associate Professor of Practice, or Professor of Practice. 

An NTT faculty with an appointment as an Assistant, Associate, or fu l l  Professor of Practice may 

have a variable workload unique to their position and d isci p l ine. The appointment typical ly 

incl udes teaching and mentoring. Examples i nclude d i rectors of c l in ical or certification programs. 

Such positions are characterized by the need for special ized tra in ing, frequently coupled with the 

mai ntenance of certification and/or l i censure to practice in a specific fie ld.  

In  cases where the titles of current NTT facu lty (h i red pre-2022) d iffer from those set out above, 

any changes wi l l  be considered on a case-by-case basis. 

3 .5 .2  Non-Tenure Track (NTT) Facu lty Appointment and Promotion 

3.5.2. 1 NTT Faculty Promotion Requirements 

3.5.2.2 In order to be considered for their first promotion, 

NTT faculty must have served the university for at 

least five academic years. The promotion would 

come into effect no sooner than the seventh year at 

the university. Ordinarily, NTT faculty should expect 

to serve at least five years at rank before applying 

for any subsequent promotion.Criteria 

The overa l l  criteria and process for promotion of NTT facu lty involve accompl ishments i n  three 

major areas: (1) teachi ng, (2) professional work, and (3) service activities and mentoring. For NTT 

facu lty on the professor of practice track, teach ing may or may not be eva luated depending upon 
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the duties of the faculty member. For NTT faculty on the instructor track, only teaching and service 
are considered. 

1. Teaching Effectiveness: Please refer to section 3.1.1 Criteria for Faculty Review: Teaching and 
Associated Activities and section 3.6 Appendix 1 Guidelines for Preparing a Tenure and/or 
Promotion Dossier for detailed information on the preparation and content of the teaching 
section of a promotion dossier. 

2. Professional Development Activities (for Faculty of the Practice): For promotion for faculty on 
the professor of practice track, NTTPC will require evidence of continuing proficiency, 
licensure, and/or certification in the candidate's area of expertise and training; continuing 
professional development in a relevant field; and other activities that put the faculty member 
in close contact with industry members and groups such as conference organization and / or 
presentations. Professional development expectations shall be established by the 
department in consultation with the Dean at the time of hire. 

3. Service and Mentoring Contributions: See section 3.1.3 Criteria for Faculty Review: University 
and Community Service and section 3.6 Appendix 1 Guidelines for Preparing a Tenure and/or 
Promotion Dossier for detailed information on the preparation and content of the service 
section of a promotion dossier. 

 

 NTT Faculty Promotion Process 
Applicants for promotion must notify the Dean’s Office of their intention to apply for promotion 
by 1 April of the year in which they intend to present a promotion dossier. The dossier should 
include materials as described in section 3.5.2 and section 3.6 Appendix 1. Each candidate must 
upload their dossier to a secure web site by 15 August. 

Each dossier shall be reviewed by a department committee consisting of all full-time tenured and 
promoted NTT faculty members. The committee shall deliberate fully and confidentially, 
evaluating the candidate using the criteria articulated in the CAS Faculty Manual. The committee, 
including the department chair, shall vote anonymously on whether the candidate meets the 
criteria required for promotion. 

The department chair shall write a letter, setting out the standards used to judge the candidate’s 
performance, the extent to which each criterion is judged to have been achieved, and the results 
of the vote. The letter is to provide a complete, fair, and balanced assessment of whether the 
candidate merits promotion, and it must include any dissenting views or qualifications. The 
department chair shall send a copy of the letter to all members of the department committee for 
their review and comments. The letter shall be sent to the candidate for their records, and shall 
be uploaded and included with the candidate’s other dossier materials. 

The candidate’s dossier shall then be considered by the Non-Tenure Track Promotion Committee 
(NTTPC; described in section 3.5.4) which shall make an evaluation, and recommendation on 
promotion, to the Dean. 

After receiving the dossier from the NTTPC, the Dean shall add their evaluation and 
recommendation. 

The Provost shall review the application and send a recommendation to the President [see UFH 
7.I], 

3.5.3 

the duties of the facu lty member. For NTT facu lty on the instructor track, only teaching and service 
are considered. 

1. Teaching Effectiveness: Please refer to section 3 . 1 . 1  Criteria for Faculty Review: Teaching and 
Associated Activities and section 3 .6  Appendix 1 Gu idel i nes for Preparing a Tenure and/or 
Promotion Dossier for deta i led i nformation on the preparation and content of the teach ing 
section of a promotion dossier. 

2. Professional  Development Activities (for Facu lty of the Practice) :  For promotion for faculty on 
the professor of  practice track, NTTPC wi l l  requ i re evidence of conti nu ing proficiency, 
l icensure, and/or certification i n  the candidate's area of expertise and tra in i ng; continu ing 
professional  development in  a relevant field; and other activities that put the facu lty mem ber 
in close contact with industry members and groups such as conference organization and / or 
presentations. Professional  development expectations shal l  be establ ished by the 
department in  consultation with the Dean at the t ime of h i re. 

3 .  Service and Mentoring Contri butions:  See section 3 . 1 .3 Criteria for Faculty Review: Un iversity 
and Com mun ity Service and section 3 .6  Appendix 1 Guide l ines for Preparing a Tenure and/or 
Promotion Dossier for deta i led information on the preparation and content of the service 
section of a promotion dossier. 

3 .5 . 3  NTT Facu lty Promotion Process 

Appl icants for promotion must notify the Dean's Office of their i ntention to apply for promotion 
by 1 Apri l of the year  i n  which they i ntend to present a promotion dossier. The dossier should 
i nclude materia ls  as described in  section 3 .5 .2  and section 3.6 Appendix 1. Each candidate m ust 
upload their dossier to a secure web site by 15 August. 

Each dossier shal l  be reviewed by a department comm ittee consisting of a l l  fu l l -t ime tenured and 
promoted NTT faculty members. The committee sha l l  del iberate fu l ly and confidential ly, 
eva luating the candidate us ing the criteria articulated in the CAS Facu lty Manua l .  The comm ittee, 
i nc luding the department chair, shal l  vote anonymously on whether the candidate meets the 
criteria requ ired for promotion.  

The department cha i r  sha l l  write a letter, setting out the standards used to judge the candidate's 
performance, the extent to which each criterion is judged to have been achieved, and the resu lts 
of the vote. The letter is to provide a complete, fa i r, and balanced assessment of whether the 
cand idate merits promotion, and it must include any d issenting views or qua l ifications. The 
department chair shall send a copy of the letter to a l l  members of the department committee for 
their review and comments. The letter sha l l  be sent to the candidate for their records, and sha l l  
be uploaded and i ncluded with the candidate's other dossier materia ls .  

The candidate's dossier sha l l  then be considered by the Non-Tenure Track Promotion Com m ittee 
( NTTPC; descri bed in section 3 .5 .4) which shal l  make an eva l uation, and recommendation on 
promotion, to the Dean.  

After receiving the dossier from the NTTPC, the Dean sha l l  add their eva luation and 
recommendation. 

The Provost sha l l  review the appl ication and send a recommendation to the President [see UFH 

7 . 1 1, 
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The President reviews the recommendations of the Provost. The Provost or their designee(s) 
presents to the Board of Trustees only those Faculty members that the President concludes are 
appropriate for tenure and/or promotion. [UFH 7.E] 

An application that is rejected in one year may be updated and submitted in a future year. 
 

 Non-Tenure Track Promotion Committee (NTTPC) 
A five-member Non-Tenure Track Promotion Committee (NTTPC) shall make recommendations 
to the Dean on all promotion applications submitted by Non-Tenure Track (NTT) faculty in 
accordance with the provisions of Section 3.5 of this Manual. 

NTTPC members shall be elected for three-year terms, as follows: 

a. Two tenured faculty members 

b. Three NTT faculty members with at least 6 years of service at Suffolk, and who have been 
promoted to a position of at least Senior Instructor or Associate Professor of the Practice. 

All full-time CAS faculty members shall be eligible to vote for committee members. No two 
committee members can come from the same department. 

The initial members of the NTTPC shall have staggered terms, with one NTT member elected for 
a three-year term, one for a two-year term, and one for a one-year term; and with one tenured 
member elected for a two-year term and the other for a one-year term. A special election shall 
be held to fill a position that opens up if a member of the NTTPC steps down, goes on sabbatical 
leave, or ceases to be employed full-time; the replacement shall serve for the remainder of the 
former member’s term. 

NTT faculty members elected to NTTPC shall recuse themselves from consideration of their own 
applications for promotion. 

 
 
 

APPENDIX 1. GUIDELINES FOR PREPARATION AND SUBMISSION OF THE PTR 
PACKET: THIRD-YEAR REVIEW, TENURE, AND/OR PROMOTION 

The tenure and/or promotion or periodic review file will comprise materials submitted by the Faculty 
member, the School, and the University, as required in each School including a candidate statement, 
any third-year policies, the annual reports for the previous three years, and a current curriculum vitae. 
[UFH, 7F] 

The implementation rules in this appendix are established by the Dean’s Office, in consultation with the 
CAS Promotion and Tenure Review Committee. 

EXTERNAL REVIEW DOCUMENTS (only if applying for tenure and/or promotion; uploaded and submitted 
by the candidate by May 1) 

• Curriculum Vitae 
• Research Statement (4 page maximum recommended) 
• Selected scholarly and/or creative work (1-10 examples, curated by candidate) 

3.5.4 

3.6 

The President reviews the recommendations of the Provost. The Provost or their designee(s) 

presents to the Board of Trustees only those Faculty members that the President concl udes are 

appropriate for tenure and/or promotion.  [UFH 7 .E] 

An appl ication that is rejected i n  one year may be updated and subm itted in a future year. 

3 .5 .4 Non-Tenure Track Promotion Committee (NTTPC) 

A five-mem ber Non-Tenure Track Promotion Committee ( NTTPC) shal l  make recommendations 

to the Dean on al l  promotion appl ications subm itted by Non-Tenure Track ( NTT) facu lty in  

accordance with the provis ions of Section 3.5 of this Manua l .  

NTTPC mem bers shal l  be elected for three-year terms, as fol lows : 

a .  Two tenured facu lty members 

b. Three NTT facu lty members with at least 6 years of service at Suffo lk, and who have been 

promoted to a position of at least Senior Instructor or Associate Professor of the Practice. 

Al l fu l l -t ime CAS facu lty mem bers sha l l  be e l ig ib le to vote for committee mem bers. No two 

committee mem bers can come from the same department. 

The i n it ial members of the NTTPC sha l l  have staggered terms, with one NTT member elected for 

a three-year term, one for a two-year term, and one for a one-year term; and with one tenured 

mem ber elected for a two-year term and the other for a one-year term . A specia l  election sha l l  

be held to fi l l  a position that opens up if a mem ber of the NTTPC steps down, goes on sabbatical 

leave, or ceases to be employed ful l-ti me; the replacement sha l l  serve for the remainder of the 

former mem ber's term . 

NTT faculty members elected to NTTPC sha l l  recuse themselves from consideration of their own 

appl ications for promotion.  

3 .6  APPENDIX 1. GUIDEL INES FOR PREPARATION AND SUBM ISSION OF THE PTR 

PACKET: TH I RD-VEAR REVIEW, TENURE, AND/OR PROMOTION 

The tenure and/or promotion or periodic review fi le  will comprise materials submitted by the Faculty 

member, the School, and the U niversity, as required in each School incl uding a candidate statement, 

any third-year policies, the annual reports for the previous three years, and a current curriculum vitae. 

[UFH,  7F] 

The implementation rules in  this appendix are estab l i shed by the Dean's Office, in consultation with the 

CAS Promotion and Tenure Review Comm ittee. 

EXTERNAL REVI EW DOCUMENTS (only if applying for tenure and/or promotion; uploaded and submitted 

by the candidate by May 1} 

• Curricu lum Vitae 

• Research Statement (4 page maxi mum recom mended) 

• Selected scholarly and/or creative work ( 1-10 examples, curated by candidate) 
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CANDIDATE PTR PACKET (uploaded and submitted by the candidate by August 15; additions may be made 
subsequent to external review document submission) 

1. INTRODUCTION 
• Curriculum Vitae 
• Candidate statement (recommended as a 5-page maximum) 

 
2. TEACHING PORTFOLIO 

• Full list of courses taught at Suffolk University (last 6 years required if applying for promotion to 
full professor) 

• Course syllabi for all courses taught at Suffolk during the review period (last 6 years if applying for 
full professor); most recent version is sufficient unless significant re-design has occurred 

• Sample assignments, exams, or course activities 
• Summary of student mentoring activities 
• Summary of student advising activities 
• Other optional items as relevant 

[Note: Course evaluations and teaching observations submitted by Chair, not candidate.] 
 

3. SCHOLARSHIP PORTFOLIO 
• Literary or research publications (full list, which may include items subsequent to and/or more 

extensive than those submitted as part of external review) 
• List of presentations; samples of recent presentations and/or posters 
• Creative work (optional) 
• Professional work (optional) 
• Grants (optional; indicate “submitted” or “submitted and funded” and the amount) 

 
4. SERVICE PORTFOLIO 

• Departmental service 
• College service 
• University service (optional) 
• Community service (indicating professionally-related service to the wider community; optional) 
• Professional service (optional) 
• Alumni activities (optional) 
• Student-focused service (e.g., club advising, competition judging; optional) 

 
5. OTHER 

• Other relevant material (if permitted by the University Faculty Handbook; letters from Suffolk 
students or faculty should not be included) 

 
DEPARTMENT MATERIALS (Uploaded and submitted by the Department Chair prior to Departmental 
Review): 

• Annual reviews for all years of the review period (for those applying for full, annual reviews for all 
years post-tenure) 

• Third-year review letter (only for tenure candidates) 
• Student evaluations of teaching (The department should create and include a summary table 

showing course number and name; semester and year taught; number of students in course; 

CANDIDATE PTR PACKET (up loaded and submitted by the cand idate by August 15; addit ions may be made 

subsequent to external review document su bmission) 

1. INTRODUCTION 

• Curricu lum Vitae 

• Candidate statement ( recom mended as a 5-page maxi mum) 

2. TEACHING PORTFOLIO 

• Fu l l  l ist of courses taught at Suffo lk  U n iversity ( last 6 years requ ired if a pplying for promotion to 

fu l l  professor) 

• Course syl lab i  for a l l  courses taught at Suffolk duri ng the review period ( last 6 years if applying for 

fu l l  professor); most recent version is sufficient un less sign ificant re-design has occurred 

• Sample assignments, exa ms, or course activities 

• Summary of student mentoring activities 

• Summary of student advising activities 

• Other optional  items as relevant 

{Note: Course evaluations and teaching observations submitted by Chair, not candidate.] 

3. SCHOLARSHIP PORTFOLIO 

• Literary or research publ ications (fu l l  l i st, which may i nclude items subsequent to and/or more 

extensive than those subm itted as part of external review) 

• List of presentations; sam ples of recent presentations and/or posters 

• Creative work (optional) 

• Professional  work (optional) 

• Grants (opt ional ;  ind icate "subm itted" or "subm itted and funded" and the amount) 

4. SERVICE PORTFOLIO 

• Departmental service 

• Co l lege service 

• Un iversity service (optiona l )  

• Community service ( ind icating professional ly-related service to the wider com mun ity; optional)  

• Professional service (optiona l )  

• Al umni  activities (optional)  

• Student-focused service (e.g., c lub advising, com petit ion judging; optional) 

S. OTHER 

• Other releva nt material ( i f  permitted by the Un iversity Facu lty Handbook; letters from Suffo lk  

students or facu lty shou ld not be i ncluded) 

DEPARTMENT MATERIALS ( Uploaded and subm itted by the Department Cha i r  prior to Departmental 

Review): 

• Annual  reviews for a l l  years of the review period (for those applying for fu l l ,  annua l  reviews for a l l  

years post-tenure) 

• Thi rd-year review letter (only for ten ure candidates) 

• Student eva l uations of teach ing (The department should create and include a summary table 

showing course number and name; semester and year taught; number of students in course; 
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percentage of students evaluating course; aggregate overall rating of course; and a brief 
statement contextualizing the evaluations vis-à-vis the department overall.) 

• Faculty observations of teaching (Include one for third-year review; minimum of two for tenure 
and/or promotion.) 

Uploaded and submitted by the Chair following Departmental Review: 

• Chair’s letter (following the procedures described in Section 3.4.4) 

Completed candidate packet submitted to CAS Dean’s Office by October 1. 
 

APPENDIX 2. EXTERNAL REVIEW POLICY RELATED TO PROMOTION AND TENURE 

Changes in the policy on external reviews must be approved by the CAS Faculty Assembly; the procedures 
are established by the Dean’s Office, in consultation with the CAS Promotion and Tenure Review 
Committee.∗ 

• A minimum of three external reviews are expected as part of a tenure or promotion application 
• As part of the March 15 declaration of intent to apply for tenure and/or promotion, candidates 

provide the chair2 with names and contact information for at least ten potential external reviewers of 
their scholarship; reviewers should have demonstrated expertise in the candidate’s specialty area, as 
evidenced by a current record of peer-reviewed scholarship, but should be at “arm’s length” of the 
candidate, and not include co-authors, doctoral dissertation committee members, close mentors, or 
others with a vested personal interest in the candidate’s career. 

• Tenured faculty in the candidate’s department independently generate a list of at least ten potential 
external reviewers and then merge the two lists to form a combined list of twenty possible external 
reviewers. 

• Chair and candidate may each request the removal of up to two names, with the final list containing 
no fewer than sixteen potential external reviewers. 

• On or about May 1, external letters of evaluation are solicited on a confidential basis by the 
department chair. 

• Reviewers who agree to participate are sent the candidate’s scholarship dossier (current CV, 
statement of research, and copies of scholarly or creative work) along with the description of the 
institution provided by the Dean’s Office, the description of the scholarship criterion from the Faculty 
Manual, and departmental standards provided by the department Chair. 

• Should this process not yield three reviewers who agree to participate, the tenured faculty of the 
department and the candidate will generate additional potential reviewers. 

• When submitting the review, the external reviewer provides current CV and statement regarding their 
acquaintance with the candidate. 

• External reviewers receive a minimum of two months to complete their reviews, with all reviews due 
not later than August 1. 

• All submitted reviews are included by the Chair in the candidate’s dossier for promotion and/or 
tenure; the reviews will be held confidential from the candidate. 

 
 

 
 

∗ Policy approved by Faculty Assembly, 2 March 2017, except for last bullet point. 
2 In this document, the Chair is normally the chair of the department, but if the chair of the department is a candidate 
for promotion or tenure, a departmental tenure/promotion committee chair shall be designated by the Dean. 
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percentage of students eva l uating course; aggregate overa l l  rating of course; and a brief 

statement contextua l iz ing the eva l uations vis-a-vis the department overa l l . )  

• Faculty observations of teach ing ( Inc lude one for thi rd-year review; m in imum of two for tenure 

and/or promotion. )  

Uploaded and submitted by the Cha i r  fo l lowing Departmental Review: 

• Cha i r's letter (fo l lowing the procedures described i n  Section 3 .4.4) 

Completed candidate packet subm itted to CAS Dean's Office by October 1. 

3. 7 APPENDIX 2. EXTERNAL REVIEW POLICY RELATED TO PROMOTION AND TENURE 

Cha nges in  the pol icy on external reviews m ust be approved by the CAS Facu lty Assem bly; the proced u res 

are establ ished by the Dean's Office, in consu ltation with the CAS Promotion and Ten ure Review 

Committee.* 

• A m in imum of three external reviews are expected as part of a tenure or promotion appl ication 

• As part of the March 15 declaration of intent to apply for tenure and/or promotion, cand idates 

provide the cha i r2 with names and contact information for at least ten potential external reviewers of 

their scholarship; reviewers should have demonstrated expertise in the candidate's specia lty area, as 

evidenced by a current record of peer-reviewed scholarsh ip, but should be at "arm's length" of the 

candidate, and not i nclude co-authors, doctoral d issertation com m ittee mem bers, close mentors, or  

others with a vested personal  interest i n  the candidate's career. 

• Tenured facu lty in the cand idate's department independently generate a l ist of at least ten potential 

external reviewers and then merge the two l ists to form a combi ned l i st of twenty poss ib le external 

reviewers. 

• Chair  and cand idate may each request the removal of up to two names, with the fina l  l ist conta in ing 

no fewer than sixteen potential external reviewers. 

• On or about May 1, external letters of eva l uation are sol icited on a confidential basis by the 

department chair. 

• Reviewers who agree to participate are sent the cand idate's scholarship dossier (current CV, 

statement of research, and copies of scholarly or creative work) a long with the descri ption of the 

i nstitution provided by the Dean's Office, the descri ption of the scholarship criterion from the Faculty 

M anual, and departmental standards provided by the department Cha i r. 

• Should this process not yield three reviewers who agree to partici pate, the tenured facu lty of the 

department and the cand idate wil l generate addit ional potentia l  reviewers. 

• When submitting the review, the external reviewer provides current CV and statement regard i ng their 

acquaintance with the candidate. 

• External reviewers receive a m in imum of two months to com plete their reviews, with a l l  reviews due 

not later than August 1 .  

• Al l subm itted reviews are i ncluded by the Chair  i n  the cand idate's dossier for promotion and/or 

tenure; the reviews wi l l  be held confidentia l  from the ca nd idate. 

• Pol icy approved by Facu lty Assembly, 2 March 2017, except for last bu l let point. 
2 In this document, the Chair is normal ly the chair of the department, but if the chair of the department is a candidate 
for promotion or tenure, a departmental tenure/promotion committee chair sha l l  be designated by the Dean .  
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• An external review letter may only be considered during one promotion process. Exceptionally, the 
Dean may allow letters to be used more than once. 

• An externa l  review letter may only be considered during one promotion process. Exceptional ly, the 

Dean may a l low letters to be used more than once. 
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4 FACULTY PROFESSIONAL RESPONSIBILITIES 
 
 

This subsection complements the discussion of faculty rights and responsibilities set out in section 5 
of the University Faculty Handbook. 

 
OBLIGATIONS AND TEACHING LOAD FOR FULL-TIME FACULTY 

The guideline for the CAS faculty workload effort is 45/35/20 (teaching/scholarship/service) for 
tenure-track and tenured faculty members. The guideline for workload effort for full-time non- 
tenure-track faculty is 80/0/20. 

The teaching assignment (including schedule and modality) and other duties of an individual 
faculty member will be established by the department chair with the approval of the Dean. Most 
tenure track faculty have a baseline load of five (5) four-credit courses per academic year 
(department-specific variations exist). Variations from this standard require approval from the 
Dean. Non-tenure track faculty members have a baseline load of eight (8) three- or four-credit 
courses per academic year. 

Scholarship is a significant part of the workload of tenure-track and tenured faculty. A description 
of scholarly expectations may be found in section 3.1.2 of this Manual. 

In addition to meeting all classes as scheduled, faculty members are expected to undertake 
departmental service and advising duties as assigned by the department chair, to attend 
Commencement, department meetings, and meetings of the Faculty Assembly. If a faculty 
member accepts a position on a CAS or University committee, they are expected to honor the 
responsibilities entailed in committee membership. Support for and involvement in student 
activities is also encouraged. A full description of service expectations may be found in section 
3.1.3 of this Manual. 

 
ADVISING AND OFFICE HOURS 

Full-time faculty should set aside at least three hours a week of regularly scheduled and posted 
office hours. Office hours should be kept as faithfully and regularly as class hours. These office 
hours may occur in person or virtually, and should be scheduled when students are most likely to 
be able to utilize them. 

All full-time faculty members are expected to assist with advising and other tasks of registration 
as assigned by the department chair. When a student comes to the department during advising, 
faculty members should be willing and able to assist that student with locating their advisor 
and/or to provide other guidance. 

 

Responsibilities of the Faculty Advisor 
• To be available to students by posting and maintaining regular office hours, by seeing students 

by appointment, and by increasing hours of availability during advising and registration 
periods. 

4.1 

4.2 

4.2.1 

4 FACULTY PROFESSIONAL RESPONSIBILITIES 

This s u bsect ion com ple ments the d iscuss ion of fa cu lty rights a nd res pons ib i l it ies set out  i n  sect ion 5 

of the U niversity Facu lty H a nd book. 

4. 1 OBLIGATIONS AND TEACHING LOAD FOR FU LL-TIM E  FACULTY 

The guidel ine for the CAS facu lty workload effort is 45/35/20 (teach ing/scholarship/service) for 

tenure-track and tenured faculty mem bers. The guidel ine for workload effort for fu l l -t ime non

tenure-track faculty is 80/0/20. 

The teach ing assignment ( i ncl ud ing schedule and modal ity) and other duties of an individual  

faculty member wi l l  be establ i shed by the department chair  with the approva l of the Dean .  Most 

tenure track faculty have a base l ine load of five (5) four-credit courses per academic year  

(department-specific variations exist). Variations from this standard requ ire approva l from the 

Dean.  Non-tenure track facu lty members have a basel ine load of eight (8) three- or four-credit 

courses per academic year. 

Scholarsh i p  i s  a sign ificant part of the workload of tenure-track and tenured facu lty. A descri ption 

of scholarly expectations may be found i n  section 3 .1 . 2  of this Manua l .  

I n  addit ion to meeting a l l  classes as schedu led, facu lty mem bers are expected to undertake 

departmental service and advising duties as assigned by the department cha i r, to attend 

Commencement, department meetings, and meeti ngs of the Faculty Assembly. If a facu lty 

mem ber accepts a position on a CAS or Un iversity committee, they are expected to honor the 

responsi b i l it ies enta i led i n  committee membersh ip .  Support for and involvement i n  student 

activities is a l so encouraged. A ful l  descri ption of service expectations may be found in section 

3 . 1.3  of this Manual .  

4.2 ADVISING AND OFFICE HOURS 

Ful l -ti me faculty should set aside at least three hours a week of regularly schedu led and posted 

office hours. Office hours should be kept as faithfu l ly  and regularly as class hours. These office 

hours may occur i n  person or virtual ly, and should be schedu led when students are most l i kely to 

be able to uti l i ze them. 

Al l  fu l l -t ime facu lty members are expected to assist with advising and other tasks of registration 

as assigned by the department chair. When a student comes to the department duri ng advising, 

faculty members should be wi l l ing and able to assist that student with locating their advisor 

and/or to provide other guidance. 

4.2 .1  Responsibi l ities of  the Facu lty Advisor 

• To be ava i lab le to students by posting and maintai n ing regular office hours, by see ing students 

by appointment, and by increasing hours of ava i lab i l ity during advising and registration 

periods. 
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• To assist students in program planning, concentrating not only on what courses to take but 
also on when, where, and why they should be taken, given the individual student's needs and 
abilities. 

• To make sure that students are aware of and understand the course options open to them. 

• To ensure that students are aware of the support services available to them and know how 
to access their academic record. 

• To be familiar with general career information relevant to the particular major and to make 
referrals to the Career Center. 

 

Responsibilities of the Department 
• To provide the registrar with the names of advisors assigned to students in the major and to 

provide faculty advisors with pertinent materials regarding the major program. 

• To encourage informed, responsible, and personalized advising. 
 

EARLY ALERT PROGRAM 

Faculty must give at least one graded assignment to each undergraduate student in each course 
by the beginning of the seventh week of the semester. Undergraduate students who are 
experiencing excessive absences and/or academic difficulty should be identified through the Early 
Alert process for referral to the Center for Learning and Academic Success for assistance. Faculty 
participation in the Early Alert process is mandatory. In addition to following the Early Alert 
procedures, additional evaluations should be completed and reported to students well before the 
last date for course withdrawal without penalty of an “F” grade. 

 
FACULTY MONITORING OF STUDENT ATTENDANCE 

Federal regulations require universities that receive federal funding to implement a policy 
monitoring student attendance in class. It is mandatory that faculty complete the student 
enrollment verification form when required to do so. 

Instructors will establish the requirements for attendance and participation in each of their classes 
and include this information in their syllabi. The student, when absent from class, has the 
responsibility of obtaining knowledge of materials covered in classes missed, including 
information about announced tests, papers, or other assignments. 

 
STUDENT EVALUATION OF FACULTY AND CLASSES 

The CAS course evaluation is required in all course sections each semester in all CAS academic 
departments, except for independent studies and internships. The department chair monitors and 
ensures the quality of faculty teaching through the review of these materials and through periodic 
classroom observations, which may be performed by the chair or other full-time faculty. 

The CAS course evaluations are completed during one of the final class meetings. The instructor 
should not be present during the evaluation. Students should be given detailed instructions on 
how to access the electronic form and provided with 10-15 minutes of class time to complete it. 

4.2.2 

4.3 

4.4 

4.5 

• To assist students i n  program planni ng, concentrating not only on what courses to take but 

a lso on when, where, and why they should be taken, given the individual  student's needs and 

abi l i ties. 

• To make sure that students are aware of and understand the course options open to them. 

• To ensure that students are aware of the su pport services ava i lable to them and know how 

to access their academ ic record. 

• To be fami l i a r  with general career i nformation relevant to the particular major and to make 

referra ls to the Career Center. 

4.2 .2  Responsibi l ities of the Depa rtment 

• To provide the registrar with the names of advisors assigned to students i n  the major and to 

provide facu lty advisors with perti nent materia ls regard i ng the major program .  

• To encourage informed, responsi ble, and personal ized advis ing. 

4.3  EARLY ALERT PROGRAM 

Faculty must give at least one graded assignment to each undergraduate student in each course 

by the beginn ing of the seventh week of the semester. Undergraduate students who are 

experiencing excessive absences and/or academic d ifficulty should be identified through the Early 

Alert process for referral to the Center for Learn ing and Academic Success for assistance. Faculty 

partici pation in the Early Alert process is mandatory. I n  addit ion to fo l lowi ng the Early Alert 

procedures, addit ional eva l uations should be completed and reported to students well before the 

last date for course withdrawa l without pena lty of an "F" grade. 

4.4 FACULTY MONITORING OF STUDENT ATTENDANCE 

Federal regulations requ i re un iversities that receive federal funding to im plement a pol icy 

monitoring student attendance in class. It is mandatory that faculty complete the student 

enrol lment verification form when requ i red to do so. 

Instructors wi l l  establ ish the requirements for attendance and participation in each of their classes 

and i nclude this i nformation in their syl lab i .  The student, when absent from class, has the 

responsib i l ity of obta in ing knowledge of materia l s  covered i n  classes m issed, i nc lud ing 

i nformation about announced tests, papers, or other assignments. 

4.5 STU DENT EVALUATION OF FACULTY AND CLASSES 

The CAS course eva luation is requ ired in a l l  course sections each semester in a l l  CAS academic 

departments, except for independent stud ies and internships. The department cha i r  monitors and 

ensures the qual ity of facu lty teach ing through the review of these materia ls  and through periodic 

classroom observations, which may be performed by the chair  or other fu l l -t ime facu lty. 

The CAS course eva luations are com pleted duri ng one of the fina l  class meeti ngs. The instructor 

should not be present during the eva luation. Students should be given deta i led instructions on 

how to access the electronic form and provided with 10-15 minutes of class t ime to complete it. 
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The department chair receives summary evaluation data for each class, which are then shared 
with the class instructor. The student evaluations are used as a guide to instructors for course 
design, pedagogy, and faculty development. They are used by the Dean, department chairs, and 
the PTR Committee as required data for decisions about promotion, tenure, third-year review, 
and in annual reviews. 

 
SHORT- AND LONG-TERM ABSENCE FROM CLASS 

The department chair should be notified as far in advance as possible when a faculty member 
must miss classes so that suitable arrangements can be made. The chair has the responsibility to 
maintain a log of cancellations, instructor substitutions, or changes in modality, for periodic 
review by the Dean. Suitable arrangements may include providing asynchronous online work for 
students. If the faculty member is potentially unable to teach for an extended period, Human 
Resources must be consulted. The rescheduling of classes as to time or modality requires the 
approval of the Dean’s Office. A change in the location of a class requires approval by the 
Registrar. 

On occasion, a faculty member may be delayed in getting to class. If an instructor has not arrived 
on time, it is expected that the students will wait for a minimum of 15 minutes after the normal 
time for starting the class. In the absence of any message to the class concerning probable arrival 
time, the members of the class are not required to wait longer than this 15-minute period. 

 
CAMPUS CLOSURE AND CANCELLATION OF CLASSES 

Unless the campus is officially closed by the University administration, all College faculty members 
are expected to meet their classes as scheduled. In the event of a full or partial closure, faculty 
are expected to teach the course in accordance with the University’s continuity of learning policy, 
as posted on the University website. 

 
CHANGES TO CLASS TIMES AND ROOM ASSIGNMENTS 

Times and places of class meetings are scheduled by the Registrar’s Office in conjunction with the 
CAS Dean’s Office. Any change must be authorized by the Dean’s Office following approval by the 
department chair. The official class schedule must be strictly followed. Changes in class days, 
hours, or place of meeting are not permitted without the express consent of the Dean’s Office. 
Off-campus and online synchronous classes also require similar prior approval. 

 
FINAL EXAMINATION POLICY 

All students enrolled in synchronous classes are expected to take final examinations when 
scheduled. The instructor may not cancel or change the date of the final examination without 
approval of the department chair, the Dean, and the Registrar. Faculty are expected to proctor 
their own exams. 

Faculty must provide students with guidelines and expectations regarding the materials they are 
permitted to reference during final exams. It is incumbent upon both faculty and students to 
ensure that there is a clear understanding of expectations associated with the administration and 
monitoring of exams. For more information regarding the administration of final exams, see 

4.6 

4.7 

4.8 

4.9 

The department cha i r  receives summary eva l uation data for each class, which are then shared 

with the class instructor. The student eva luations are used as a guide to instructors for course 

design, pedagogy, and faculty development. They are used by the Dean, department chai rs, and 

the PTR Committee as req u ired data for decis ions about promotion, tenure, th ird-year review, 

and in annua l  reviews. 

4.6 SHORT- AND LONG-TERM ABSENCE FROM CLASS 

The department cha i r  should be notified as far i n  advance as poss ib le when a facu lty mem ber 

m ust miss classes so that suitable arrangements can be made. The cha i r  has the responsibi l ity to 

mainta in  a log of cancel lations, instructor substitutions, or changes i n  modal ity, for periodic 

review by the Dean.  Suitable arrangements may inc lude provid ing asynchronous on l ine work for 

students. If the faculty member is potentia l ly unable to teach for an extended period, Human 

Resources m ust be consulted. The reschedu l i ng of classes as to t ime or modal ity requ ires the 

approva l of the Dean's Office. A change in the location of a class requ ires approva l by the 

Registrar. 

On occasion, a faculty member may be delayed i n  getting to class. If an instructor has not arrived 

on t ime, it is expected that the students wi l l  wait for a m in imum of 15 minutes after the normal 

t ime for starti ng the class. In the absence of any message to the class concern i ng probable arrival 

ti me, the mem bers of the class are not requ ired to wait longer than this 15-m in ute period. 

4.7 CAM PUS CLOSURE AND CANCELLATION OF CLASSES 

Unless the campus is offic ia l ly closed by the Un iversity admin istration, a l l  Col lege faculty members 

are expected to meet their classes as scheduled.  I n  the event of a fu l l  or part ia l  closure, faculty 

are expected to teach the course i n  accordance with the University's conti nu ity of learn i ng pol icy, 

as posted on the Un iversity website. 

4.8 CHANGES TO CLASS TI M ES AND ROOM ASSIGNMENTS 

Times and places of class meetings are scheduled by the Registrar's Office i n  conjunction with the 

CAS Dean's Office. Any change m ust be authorized by the Dean's Office fo l lowing approva l by the 

department chair. The offic ia l  class schedule must be strictly fol lowed. Changes in  class days, 

hours, or place of meeti ng are not perm itted without the express consent of the Dean's Office. 

Off-campus and on l ine synchronous classes also requ ire s imi lar  prior approva l .  

4.9 FINAL EXAM INATION POLICY 

Al l students enrol led i n  synchronous classes are expected to take fina l  exam inations when 

schedu led .  The instructor may not cancel or change the date of the fina l  exami nation without 

approva l of the department cha i r, the Dean, and the Registrar. Facu lty are expected to proctor 

their own exams. 

Faculty must provide students with guidel ines and expectations regarding the materia ls  they are 

permitted to reference during fina l  exams. It is i ncumbent u pon both facu lty and students to 

ensure that there is a clear understand ing of expectations associated with the admin istration and 

monitoring of exams. For more information regard i ng the admin istration of fi na l  exams, see 
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Suffolk’s final exam policy in the Student Handbook for CAS/SBS students, on the University 
website. 

 
GRADES 

Course grades must be submitted electronically by the deadline set by the registrar. Failure to 
submit grades on time may result in considerable inconvenience to the students and additional 
costs to the University. Any delay in submitting grades by a faculty member is considered a very 
serious matter and may be considered in faculty annual reviews of teaching. Each year, the Dean’s 
Office reviews grades by area, level of courses, and by individual faculty members, in an attempt 
to ensure fair grading practices. 

 

 Change of Grade 
All grade changes must be approved by department chairs. Changes from an Incomplete (I) grade 
are signed by the chair and sent directly to the Registrar. Other grade changes must be sent from 
the chair to the Dean’s Office. 

 

 Incomplete Grades 
Before assigning a grade of Incomplete, faculty must ensure that the student has satisfactorily 
completed 50 percent of the required work for the course. The student and the faculty 
member must complete and sign an “Incomplete Contract” with an understanding that the work 
for the class must be completed within one year or the Incomplete grade automatically converts 
into an F grade. This contract is signed by the chair and kept in the department records. 

In the event that a faculty member chooses to extend the one-year deadline for an 
Incomplete grade, the student and faculty member must complete and sign an extension of 
incomplete grade form, and send it to the chair for approval, after which it must be sent to the 
Dean’s Office for approval. 

 
LABORATORY SUPERVISION 

Laboratory-based classes must adhere to the same guidelines for faculty absences and course 
cancellations as outlined in sections 4.6 and 4.7. Students conducting independent and / or small 
group research with faculty must adhere to the working alone and working after hours policy and 
procedures administered through the Office of Environmental Health & Safety, details of which 
may be found on the University website. 

 
TEXTBOOK ORDERS 

Faculty are expected to submit their course material orders when requested to do so in 
compliance with Federal Law. Requests are generally made in mid-March for the fall semester 
and mid-October for the spring semester. 

4.10 

4.10.1 

4.10.2 

4.11 

4.12 

Suffo lk's fi na l  exam pol icy i n  the Student Handbook for CAS/SBS students, on the Un iversity 

website. 

4. 10 GRADES 

Course grades m ust be submitted electronical ly by the dead l ine set by the registrar. Fa i lure to 

submit grades on t ime may result in considerable i nconvenience to the students and addit ional 

costs to the U n iversity. Any delay i n  submitti ng grades by a facu lty mem ber is considered a very 

serious matter and may be considered in facu lty annua l  reviews of teach i ng. Each year, the Dean's 

Office reviews grades by a rea, level of courses, and by individual  facu lty members, in  an attem pt 

to ensure fa i r  grad ing practices. 

4. 10. 1 Change of Grade 

Al l grade changes must be approved by department cha i rs. Changes from an Incom plete ( I )  grade 

are signed by the chair  and sent d i rectly to the Registrar. Other grade changes m ust be sent from 

the chair to the Dean's Office. 

4. 10.2 I ncomplete G rades 

Before assigning a grade of I ncom plete, facu lty m ust ensure that the student has satisfactori ly 

completed 50 percent of the req u ired work for the course. The student and the faculty 

mem ber must com plete and sign an "Incom plete Contract" with an understanding that the work 

for the class m ust be completed with in one year  or the I ncom plete grade automatica l ly converts 

i nto an F grade. Th is  contract is signed by the cha i r  and kept i n  the department records. 

In the event that a faculty mem ber chooses to extend the one-year dead l ine for an 

I ncomplete grade, the student and facu lty mem ber must com plete and sign an extension of 

i ncomplete grade form, and send it to the cha i r  for approva l, after which it must be sent to the 

Dean's Office for approva l .  

4. 1 1  LABORATORY SUPERVISION 

Laboratory-based classes m ust adhere to the same guidel ines for faculty absences and course 

cancel lations as outl i ned in sections 4.6 and 4.7. Students conducting i ndependent and / or smal l  

group research with facu lty m ust adhere to the worki ng a lone and working after hours pol icy and 

procedures admin istered through the Office of Environmental Hea lth & Safety, deta i l s  of which 

may be found on the U n iversity website. 

4 .12  TEXTBOOK ORDERS 

Faculty are expected to submit their course material orders when requested to do so i n  

compl iance with Federal Law. Requests are genera l ly made in m id-March for the fa l l  semester 

and m id-October for the spring semester. 

40 



41  

GUIDELINES FOR INDEPENDENT STUDY COURSES 

Independent (directed) study courses must be supervised by a full-time CAS faculty member who 
serves as the instructor of record. The student and supervising faculty member must submit a 
written proposal to the department chair; the approval form and project description are then 
forwarded to the CAS Dean’s Office for approval. Independent studies may be completed for 1-4 
credits. Students must submit registration paperwork by the end of the drop-add period. 

 

TEACHING CREDITS (T-CREDS)3 
The College of Arts and Sciences (CAS) policy on teaching credits (“T-creds”) has been established 
to acknowledge the credit-bearing teaching activities of CAS faculty that are otherwise 
uncompensated. T-creds are bankable credits that may be accumulated across multiple 
semesters. They represent points for teaching activities that fall outside the paradigm of the 
“traditional course” that counts toward load or is compensated as an overload. Examples of this 
type of activity include the supervision of independent studies (undergraduate and graduate), 
internships, and honors theses. For additional information, please contact the Dean’s Office. 

 
SUMMER AND WINTER TEACHING ASSIGNMENTS 

All summer and winter session teaching is done on a voluntary basis. To the extent possible, a 
policy of equitable rotation shall be observed for full-time members. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

3 As of fall 2021, this program has been suspended, and is being re-evaluated. 

4.13 

4.14 

4.15 

4. 13 GUIDEL INES FOR I N DEPENDENT STU DY COURSES 

I ndependent (d irected) study courses m ust be su pervised by a fu l l-t ime CAS facu lty member who 

serves as the instructor of record. The student and supervising facu lty mem ber must submit a 

written proposal to the department chair; the approva l form and project description are then 

forwarded to the CAS Dean's Office for approva l .  I ndependent studies may be completed for 1-4 

credits. Students m ust submit registration paperwork by the end of the drop-add period. 

4. 14 TEACHING CREDITS (T-CREDS)3 

The Col lege of Arts and Sciences (CAS) pol icy on teaching credits ("T-creds") has been establ ished 

to acknowledge the cred it-bearing teach ing activities of CAS faculty that are otherwise 

uncompensated. T-creds are bankable credits that may be accum ulated across m ult iple 

semesters. They represent points for teach ing activities that fa l l  outside the paradigm of the 

"tradit ional course" that counts toward load or is compensated as  an overload. Exam ples of this 

type of activity i nclude the supervision of i ndependent studies (undergraduate and graduate), 

i nternships, and honors theses. For addit ional i nformation, p lease contact the Dean's Office. 

4. 15 SU MMER AND WINTER TEACHING ASSIGNMENTS 

Al l sum mer and wi nter session teach ing is done on a vol untary basis. To the extent poss ib le, a 

pol icy of equitable rotation shal l  be observed for fu l l -t ime members. 

3 As of fa l l  2021, this program has been suspended, and is being re-eva luated. 
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