
	Schedule for “Promotion with Tenure” Applications – AY 2024-25

	Deadline to issue the schedule by the office of the provost. 
See Policy and Procedures for Tenure and Promotion Evaluation of Tenure-Eligible Faculty Members (“The Policy”) for applications’ submission and review details. 
	Jul. 5, 2024

	Orientation meeting on promotion/tenure application preparation [Office of the Provost and CTL]
	Aug. 8, 2024

	Deadline for application submission (for details on the application content, see Appendix A on the next page, in addition to the Evaluation Procedures in The Policy).
	Sept. 23, 2024

	Department chairperson, in consultation with the dean, should appoint a promotion review committee (PRC) consisting of at least three faculty members of appropriate rank for the review of each candidate, and designate a PRC chairperson from among the selected members.
	Oct. 14, 2024

	Orientation meeting with the PRC members [Office of the Provost]
Workshop on the evaluation of teaching portfolios with the PRC members [CTL]
	Oct. 18, 2024

	PRC members should jointly compile a list of external referees composed of six names for assistant professors applying for promotion with tenure, and eight names for associate professors applying for promotion with tenure.
	Oct. 21, 2024

	External referee letters should be solicited using the existing templates following the External Referee Evaluation Guidelines in The Policy.  
	Starting on 
Oct. 21, 2024

	In consultation with the faculty advisory committee (FAC), each dean should nominate one professor to serve as due process monitor (DPM) and three professors to serve on expanded FACs
	Nov. 13, 2024

	Orientation meeting with university promotion & tenure committee (UPTC) [Office of the Provost]
	Dec. 3, 2024

	Target deadline to receive the external referee letters by the dean. 
Final deadline for the addition of any materials to the application by the candidate. 
	Jan. 10, 2025

	PRC should submit to the dean a thoroughly argued evaluation report of at least five single-spaced pages by closely following the Peer Review Committee Evaluation Guidelines and Report Template in The Policy. The report should not include voting or recommendation on the application.
	Feb. 3, 2025

	Department should meet and vote on each candidate’s application (vote by eligible faculty members on promotion only). The PRC members should cast their vote in the department meeting.
	Feb. 17, 2025

	Department chairperson should submit to the dean a report composed of a description of the department meeting deliberations, outcome of the vote, relevant contextual information about the department, and a candid comprehensive evaluation of each candidate’s application ending with a recommendation for or against promotion only. 
	Mar. 3, 2025

	Expanded FAC should meet and vote on each candidate’s application (vote on promotion only).
	Mar. 17, 2025

	Dean should submit a report composed of a description of the expanded FAC meeting deliberations, outcome of the vote, relevant contextual information about the faculty/school, and a candid comprehensive evaluation of each candidate’s application ending with a recommendation for or against promotion and tenure.
	Mar. 27, 2025

	UPTC should meet and vote on each candidate’s application (vote on promotion and tenure).
	Apr. 22-23, 2025

	Provost should make recommendations and submit to the president.
	Apr. 30, 2025

	President should make recommendations and submit to the Academy and Its Values Committee of the Board of Trustees (BOT).
	May 6, 2025

	BOT should vote on the recommendations of the Academy and Its Values Committee.
	[bookmark: _GoBack]May 30, 2025

	Provost should notify each candidate of the outcome.
	May 31, 2025





Appendix A – Candidate’s Application
· Candidates applying for promotion with tenure are required to submit an application that includes soft copies of the following: signed letter of application (using the template in Appendix B); curriculum vitae and publications summary table (following the CV guidelines document); personal statements on research, teaching and service; teaching portfolio; designated publications (or other scholarly outputs); a list of referees (using the template in Appendix C); teaching portfolio; designated publications (up to five); publications summary table (using the template in Appendix D); grants summary table (using the template in Appendix E); Instructor Course Evaluation (ICE) summary table (using the template in Appendix F);  and other supporting materials, as applicable.
· Candidates to the rank of tenured associate professor should supply six referee names, and candidates to the rank of tenured professor should supply eight referee names. Candidates may contact potential referees to inquire whether they accept to be included in the list. Candidates may also list the names of individuals whom they wish to exclude along with the reasons.
Referees should be qualified faculty members of professorial rank equal to or above that to which the candidate is applying, and with areas of expertise closely related to those of the candidate. Referees should not be previous research advisors or active research collaborators. 
· The personal statements are the candidate’s own assessment of their achievements, contributions, and plans in research, teaching and service. The statements should closely follow the guidelines listed in the Policy and Procedures for Tenure and Promotion Evaluation of Tenure-Eligible Faculty Members, and should be guided by the research, teaching and service domains of excellence. 
The research, teaching and service statements should each be up to four single-spaced pages (equivalent to up to 2000 words). 
For the personal statement on research, it should be written as a narrative that is clear to reviewers from different disciplines. It is important to include a high-level introduction about the field of research, and to highlight clearly the primary contributions to the field. It is also important to highlight the type and quality of the publication venues, and the candidate’s contributions in key multi-authored publications and collaborative research grants. These should be supported by quantitative indicators, as applicable, in addition to evidence from the CV. 
· The candidate should submit soft copies of scholarly outputs that have been published or realized during their academic career, while clearly highlighting those during the current rank. The candidate may also submit copies of publications that have been accepted or in press but not yet published with supporting documentation; work in progress can also be included if the candidate wishes it to be considered.  
The candidate should identify up to five designated publications (or other scholarly outputs) deemed to be most representative of their work in the rank, in addition to any service-related supporting documentation, to be shared with the external referees. It is recommended that the designated publications include ones where the candidate serves as primary author.
The teaching portfolio should provide documented evidence of teaching from a variety of sources and provides context for that evidence. It should be structured, representative, selective, and concise. Its content should complement the teaching statement and include a list of all graduate and undergraduate courses taught at AUB during the last eight years (using the template in Appendix F), as available, with analysis. The teaching portfolio will not to be shared with the external referees.  
The teaching portfolio should provide evidence for excellence, as applicable, in the following domains of teaching: 1) quality teaching and assessment, 2) contributions towards course and curriculum development, 3) quality advising and mentoring, and 4) leadership/recognition related to teaching (following the guidelines included in the “Process of Evaluating Teaching Portfolio”).
The teaching portfolio should be up to 15 single-spaced pages in total (not including the teaching statement). In addition, the candidate should submit soft copies of all ICE reports [past 8 years, as applicable excluding spring 2019-20] along with the students’ comments, corresponding to the courses included in the summary table.


Appendix B – Letter of Application Template

	Subject:
	Letter of Application

	Candidate Name:
	

	Department:
	

	Faculty/School:
	

	Dual Appointment*:
	

	Current Rank:
	

	Date of Current Rank:
	

	Application To:
	

	Date:
	


* If you have a dual appointment in another department or faculty/school, please include details.

Please find enclosed my application that includes the following: 
1) Curriculum vitae;
2) Personal statement on research;
3) Personal statement on teaching;
4) Personal statement on service;
5) List of external referees;
6) Teaching portfolio;
7) Designated publications (up to five);
8) Publications summary table (using the template in Appendix D);
9) [bookmark: _Hlk170896300]Grants summary table (using the template in Appendix E);
10) Instructor Course Evaluation (ICE) summary table (using the template in Appendix F);
11) Any additional supporting material (please specify);
12) Soft copy of all the above in addition to complete publications record and ICE reports. 
 

Signature,



___________________________






Appendix C – List of External Referees
	Referee 1
	 

	Name
	 

	Academic title
	 

	Department
	 

	University
	 

	Email
	 

	Website (optional)
	



	Referee 2
	 

	Name
	 

	Academic title
	 

	Department
	 

	University
	 

	Email
	 

	Website (optional)
	



	Referee 3
	 

	Name
	 

	Academic title
	 

	Department
	 

	University
	 

	Email
	 

	Website (optional)
	



	Referee 4
	 

	Name
	 

	Academic title
	 

	Department
	 

	University
	 

	Email
	 

	Website (optional)
	



	Referee 5
	 

	Name
	 

	Academic title
	 

	Department
	 

	University
	 

	Email
	 

	Website (optional)
	



… 







Appendix D - Publications Summary Table

	Google Scholar Page[footnoteRef:1] Link:  [1:  To create a public Google Scholar profile verified with your AUB email, please follow the instructions on this link.] 

Total Citations:                                                     | H-index: 

	Scopus Page[footnoteRef:2] Link: [2:  To ensure that you have a unique Scopus ID, please follow the guidelines on this link.] 

Total Citations:                                                     | H-index:

	Recent Publications[footnoteRef:3] [3:  Include publications within years in rank for applications with promotion, and in the last five years for tenure only application.] 

	

	Publication title[footnoteRef:4] [4:  Include scholarly outputs such as journal publications, books, creative works, etc.  ] 

	List of Authors
	Date
	Type[footnoteRef:5] [5:  Include the publication type: journal, conference, book, book chapter, exhibition, etc.] 

	Publication Venue
	Cite Score Ranking[footnoteRef:6] [6:  For journal publications, include the quartile level using Scopus’s CiteScore and include the corresponding subject category; use NA (not applicable) for journals ‘not rated’ in CiteScore. ] 

[percentile & quartile]
	 Author contribution[footnoteRef:7] [7:  Indicates author contribution as “primary” [first, corresponding], or “collaborating” (list position) as listed in the publication.  ] 

	Other Relevant Quality Measures[footnoteRef:8] [8:  Include here any other qualitative or quantitative measures relevant to your discipline with the corresponding details. For example, for OSB faculty can possibly report journal ratings by ABDC Journal Quality List, ABS Academic Journal Guide, and/or FT50 Journals; CS faculty can possibly report conference ratings by CCF, CORE, Google Scholar Metrics, and/or Microsoft Academic; all faculty can possibly report publication or creative work major awards or recognitions; etc.  ] 


	
	
	2021
	Journal
	   
	91/100, Q1
	Primary author 
	

	___
	
	2020
	
	___
	68/100, Q2
	Collaborating author
	___

	 
	 
	
	
	
	
	
	

	 Previous Publications
	

	 
	 
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	





Appendix E - Grants Summary Table


	[bookmark: _Hlk167191463]Grants[footnoteRef:9] Awarded [9:  Include grants within years in rank for applications with promotion, and in the last five years for tenure only application] 


	Grant Title
	Grant Duration
[From-to]
	List all 
(Co-) PIs 

	
Funding Agency or Body
	Funding Type[footnoteRef:10] [10:  Choose for funding type: “Federal”, “State”, “Industry”, “Private Foundation”, “Institutional”, or “Faculty/School”  ] 

	Funding Source[footnoteRef:11]  [11:  Choose for funding source: internal or external  ] 

	Role[footnoteRef:12] [12:  Choose for role: Principal investigator as “PI” or co- principal investigator as “Co-PI”, or “collaborating”.] 

[PI, Co-PI]
	
Percent Effort on Grant
	
Total Grant Budget ($)
	
Share of the Total Budget Allocated to AUB
($)

	
	
	
	
	
	
	
	
	
	

	 
	
	
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	
	

	Grants Submitted and Currently Under Review
	

	 
	 
	
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	
	

	 Grants Submitted and Not Awarded
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	





Appendix F – Instructor Course Evaluation (ICE) Summary Table [past 8 years, as applicable excluding spring 2019-20]
	Term
	Course #
	Level
	Enrollment
[# students]
	Responses 
[# students]
	 Overall Teaching Effectiveness Score
[Item Section A]
	Instructor Section
Average Score          
 [Section A]
	Course Section
Average Score          
 [Section B]
	Additional Relevant Comments 

	Spring 2021-22
	ABCD508
	UG
	40
	35
	3.6
	3.5
	
	

	Fall 2021-22
	ABCD509
	GR
	11
	10
	3.6
	3.5
	
	

	Spring 2020-21
	DEFG510
	UG
	32
	25
	3.9
	4
	
	

	 
	 
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	

	 
	 
	
	
	
	
	
	
	

	 Overall Analysis: 

	












