
Processing Tenure Files

Office of the Provost & Academic Affairs
October 25, 2017 8:30 – 10:00 AM
Knight Library – Browsing Room



Objectives
Participants will be able to…

1. Describe the steps of the tenure timeline 
and process.

2. Avoid common missteps along the way.



Welcome & Introductions

Ellen Herman – Interim Vice Provost OPAA
Specific focus on tenure & promotion of TTF

Scott Pratt – Executive Vice Provost OPAA
Here to offer additional input when needed



At your tables…
Please introduce yourself:

Name
Unit
Role
Number of years in role

*re-arrange yourselves so that any new heads 
are now seated next to seasoned heads.



Pair-up 
Share with your neighbor one problem that 
you have heard about that has occurred 
during the tenure process.

Be prepared to share – popcorn style 
(briefly/quickly) – what problems you 
discussed.



Overview of discussion
Process 

External Reviewers

The Tenure File

Communicating with the Faculty Member(s) 

Under Review



Process



What are the different levels of 
review of the tenure file?

Unit 
(personnel committee; faculty vote; head’s letter)

School/College
(personnel committee; dean’s letter; 

dean’s meeting with candidate)

Institution
(faculty personnel committee - FPC)

Provost



Who makes the decision about 
tenure?

The Provost

All other levels of the process are advisory 
to the Provost. 



What guides assessment at each 
stage of the process?

The unit’s promotion and tenure policy.

This document travels with the file at all 
levels – and FPC depends on it.

Write your reports and letters with this in 
mind.



For example:
What if the policy indicates:
Exceptional scholarship, exceptional teaching, 
and minimal service are expected for tenure.

But local report provides:
Evidence of exceptional scholarship, mediocre 
teaching, and minimal service – but still with a 
vote in favor of tenure.    



Can faculty choose which 
policy to be reviewed against?
Yes – they may select between unit policy at 
time of hire, and current approved unit 
policy.

Find out if there was an MOU at time of hire 
regarding:

Unit level committee make-up
Period of review



Which policy can be selected when 
reviewed for promotion from associate to 
full?
If there has been a change in the last six years, 
candidate can select between previous and 
current policy. See CBA Article 20, Section 21.



How is the period of review 
determined?
Need to very clearly communicate the 
review period in the file, and to reviewers.

Questions?



See CBA Article 20, Section 24



Also, CBA Article 20, Section 28



External Reviewers



Describe best practice for 
producing the external 
reviewers list:

Discussion at your table for 1 minute.

How can you ensure that the majority are 
independently selected by committee?



Who can communicate with 
external reviewers?
Heads – only.

Do you have to use the template for the 
reviewer email correspondence?

Yes. Use of the template is required.  



Scroll down the page…





Name the types of relationships that 
would disqualify a reviewer:
Note: “Maintain a clear majority of reviewers 1) with no 
more than a professional knowledge of or relationship 
to the candidate, and 2) that were not suggested by 
the candidate”.

Do not include:
Dissertation supervisor
Co-author in last 5 years
Collaborator in last 5 years
Close friends



The Tenure File



What are the waiver options?

How should the options be conveyed to 
junior faculty?



CBA Article 20, Section 27



What should be included in the 
equity and inclusion statement, and 
how does your unit handle this 
portion of the file?

Take 1 minute at your table to discuss.







What is the purpose of the 
head’s letter?

Describe the review process

Report on the committee discussion

Report on the faculty vote

Provide context (e.g.: fractures in the discipline)

Provide independent evaluation



How much does the head’s 
letter need to restate what is 
included in the external letters 
and committee report? 

Do what is necessary

Be brief

Don’t cut & paste from other documents!



What documentation is 
required regarding the faculty 
vote?

Paper signed ballots or printed email 
collected by staff member

Collated in Voting Summary template (found 
in digital dossier)





What needs to be included 
regarding documentation of 
external reviewers?

List of everyone asked

Even those who turned you down, and why.





What should be included 
related to teaching loads?
Typical unit teaching load for reference

Candidate’s teaching load

Include these in teaching section of 
committee report & head’s letter



Communicating with the 
Faculty Member(s) Under 
Review



Nuance of discussions 
regarding tenure:
Spend 1 minute at your table discussing 
possible pitfalls when talking to a faculty 
member about his/her tenure file, or his/her 
tenure process.

Be careful about making promises and 
misleading statements (even if intended to be 
comforting). 



If the faculty requests union 
representation at a meeting related to 
their performance, what should you do?

Say yes.



Once the unit and head have completed their 
evaluation and submitted the tenure file to 
the school/college, should they share the 
general result of departmental votes and 
recommendations with the candidate?

Yes! This should be a consistent best 
practice across all units. 



Additional Questions?
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