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I. Guidelines on THE COMPOSITION AND OPERATION OF PERSONNEL COMMITTEE 

 

(ENGLISH DEPARTMENT PERSONNEL COMMITTEE CHARTER [May 1976; revised 

April 2007; revised April 2015; revised April 2016; revised March 2018, revised October 2020, 

revised April 2022]) 

 

A. PURPOSE. The English Department Personnel Committee shall serve as a faculty-elected 

advisory group to the Head of the English Department for recommendations concerning 

personnel policy and individual personnel actions. 

 

B. MEMBERSHIP 

 

1. The Personnel Committee shall be comprised of three voting full professors, two voting 

tenured associate professors, and one assistant professor. All members will participate in 

all discussions but will only vote as specified below. 

 

2. The Chair and members of the Committee shall be elected by secret ballot. 

 

a. The elections for positions on the Personnel Committee shall be called and conducted 

by the Department Head during the last four weeks of the spring semester for the 

following summer, fall, and spring semesters.  Only on-campus faculty members are 

eligible to vote; emeriti faculty as well as faculty members in their last semester of 

service may not vote. 

 

b. The Chair, a full professor, shall be elected before the other positions by the tenured 

and tenure-track faculty (Assistant Professors, Associate Professors, Professors) for a 

term of one year. 

 

c. The two full Professor positions, tenured, shall be elected by the tenured and tenure-

track faculty (Assistant Professors, Associate Professors, Professors) for a term of 

two years. The two positions will be staggered. 

 

d. The two tenured Associate Professor positions shall be elected by the tenured and 

tenure-track faculty (Assistant Professors, Associate Professors, Professors) for a 

term of two years.  The two positions will be staggered. 

 

e. The assistant professor position shall belong to a tenure-track, untenured member of 

the Department, who shall be elected by the tenured and tenure-track faculty 

(Assistant Professors, Associate Professors, Professors) for a term of one year.  

 

3. The Chair and the Committee members, except for the untenured member, shall be 

eligible to succeed themselves in a position for a maximum of one term. 

 

4. If the Chair or a Committee member cannot complete an elected term for any reason, the 

Department Head shall call a special election to fill that position for the remainder of the 

current term. 
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5. Candidates for reappointment, tenure, or promotion; their partners; and their research 

collaborators shall be ineligible to serve during the year of their review. If the regular 

elections have already taken place when someone becomes a candidate, a special election 

will be held to replace that candidate, partner, or collaborator for the academic year in 

question. If the Chair or a Committee member is a party to any other question before the 

Committee, the Department Head shall appoint—only for the duration of the question at 

hand—a temporary replacement from the same faculty constituency. 

 

6. The Head of the English Department shall not be eligible to stand for election as the 

Chair or as a representative of a constituency. 

 

C. DUTIES. The Committee shall perform the following duties for the purpose of making 

appropriate recommendations to the Head of the English Department: 

 

1.  Interpret and make recommendations for applying the English Department Personnel 

Guidelines. 

 

2. Encourage the individual faculty member to seek informal resolution of potential 

grievances.  Such efforts failing, the Committee shall operate as follows: 

 

a. Consider and make appropriate recommendations on matters first submitted in 

writing to the Department Head, who has then referred those matters to the 

Committee. 

 

b. Consider and make appropriate recommendations on matters not satisfied by the 

above procedure and brought in writing directly to the Committee. 

 

3. Keep the Department Head fully informed of problems or potential problems the 

Committee feels might affect morale of the Department. 

 

D. PROCEDURES 

 

1. The Personnel Committee shall have regular Committee meetings once each month.  The 

Department Head or Committee Chair may call special meetings when needed. 

 

2. During the first meeting after the spring election, the Committee shall select by lot a 

secretary to keep a complete set of official minutes including the following: 

 

a. Meeting date, time, place, and attendance. 

 

b. List of recommendations for Department Head. 

 

c. Final vote counts on each Committee recommendation considered. 

 

3. A quorum to conduct a meeting of the Personnel Committee shall be any four members 

of the Committee. 
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4. Voting:  

 

A member of the Committee must be present, physically or virtually, to vote. The 

Committee Chair and members are expected to solicit faculty opinion on appropriate 

Committee business. 

 

a. Voting on non-RPT matters 

 

The two full professors, the two associate professors, and the assistant professor on 

the Personnel Committee will vote on non-RPT matters. The Chair will vote on non-

RPT matters only when there is a tie. 

 

b. Voting on RPT matters 

 

All voting on RPT matters will be by secret ballot 

 

(1) Reappointment: the three full professors and two associate professors on the 

Personnel Committee shall vote on reappointment cases. 

 

(2) Tenure and/or promotion to associate professor: the three full professors and 

two associate professors on the Personnel Committee shall vote on tenure 

and/or promotion to associate professor cases. 

 

(3) Promotion to full professors: the three full professors on the Personnel 

Committee shall vote on promotion to full professor cases. 

 

5. Statements of Recommendation for RPT matters 

 

Statements of recommendation for RPT matters shall be written, revised, and signed only 

by the voting members for each RPT action. The final version submitted to the Unit 

Administrator shall be made available to all Personnel Committee members. 

 

6. The Committee shall have access to all appropriate records and information necessary for 

conducting Committee business. 

 

7. The Committee shall observe appropriate confidentiality of materials, discussions, and 

recommendations. 

 

8. The Committee shall submit the official Committee minutes to the Department Head in 

writing, signed by the Chair and the secretary.  The original copy of the Committee 

minutes shall remain in the office of the Department Head and be available only to the 

persons involved in instances of official inquiry. 

 

9. In the event the Department Head does not implement Personnel Committee 

recommendations, the Head shall so inform the Committee in writing as promptly as 

possible and provide a rationale. 
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II. Guidelines on DEPARTMENTAL MECHANISM FOR PROMOTION AND TENURE 

DECISIONS 

 

All personnel actions (reappointment, tenure, or promotion recommendations) are to be initiated 

at the Department level by the faculty member, Head, or Personnel Committee. Anyone 

requesting reappointment, promotion, or tenure must notify the Department Head early enough 

that the Personnel Committee can receive its instructions no later than Friday of the first week of 

class of the Fall semester. The Department follows the procedures outlined in Policy & 

Procedures document 2-0902, relevant portions of which appear as follows (ellipses indicate 

items inapplicable to the English Department; brackets substitute or cross-reference Department 

policy): 

 

A.  OVERVIEW OF THE RESPONSIBILITIES OF PARTICIPANTS IN THE RPT PROCESS 

 

Operationally, the function of the RPT process is to determine whether each candidate has 

met the detailed academic qualifications and criteria specified by his/her unit. In this process, 

the candidate, unit personnel committee, unit administrator, dean and administrative vice 

president have unique responsibilities they must carry out with the highest professional 

integrity. Briefly the role of each participant is as follows: 

 

Candidate. It shall be the personal responsibility of the faculty member to show that 

applicable qualifications for reappointment, tenure and promotion have been met. (Policy 

Statement, Section 1.1.5) To carry out this responsibility, the candidate must develop, in 

cooperation with the unit administrator, a file documenting that each of the detailed 

qualifications and criteria of the unit have been specifically achieved. The “Development of 

the RPT Documentation File” form lists the documentation that must be included and should 

be used as a guide in the development of the file. 

 

In the review process, some of the reviewers may not personally know the candidate and will 

rely exclusively on materials included or referred to in this file as the basis for their 

recommendation. The candidate must not assume that the reviewers will know that he/she is 

an excellent teacher, scholar and colleague. It is essential that the candidate include in the file 

all the materials necessary to document and affirmatively establish that he/she has met all 

applicable criteria and qualifications. 

 

Unit Personnel Committee. The responsibility of the unit personnel committee is to 

recommend whether or not the candidate has met each of the applicable criteria and 

qualifications for the personnel action being considered. The written recommendation to the 

unit administrator shall specifically address how each criterion and qualification has or has 

not been met. If there is a divergence of opinion within the committee, both majority and 

minority opinions shall be indicated within a single recommendation letter. The composition 

of the unit personnel committee and identification of those members eligible to vote shall be 

specified in the unit’s RPT guidelines.  

 

Unit Administrator. The unit administrator is responsible for making sure that the candidate 

and personnel committee are familiar with all relevant policies, procedures, and applicable 



PERSONNEL COMMITTEE GUIDELINES  4 

 

qualifications and criteria. He/She assists the candidate in constructing the documentation file 

and makes a final assessment of the candidate after he/she has received the recommendation 

of the unit personnel committee. He/She has a special responsibility to see that all policies 

and procedures are rigorously followed and that the final recommendation submitted for the 

unit is free of bias and based on a professional application of the standards of the unit. After 

reviewing the candidate’s materials, the unit administrator shall attach a recommendation 

letter which reflects his/her professional judgment about reappointment, promotion or tenure 

and shall forward all materials to the dean.  

  

B. REAPPOINTMENT, PROMOTION AND TENURE PROCESS  

 

Prior to the beginning of the RPT process, it is recommended that faculty members, unit 

administrators, members of unit personnel committees and others review related sections in 

the Policy Statement:  

 

 Section 1.1.1, Qualifications; 

 Section 1.1.5, Retention and Advancement; 

 Section 1.2, Recommendations for Faculty Appointment, Reappointments, Non-

Reappointments, and Promotions;  

 Section 1.3, Periods of Appointment and Tenure for Ranked Faculty;  

 Section 1.5, Promotions in Rank; and  

 Section 1.6, Reappointment and Non-Reappointment  

 

Reappointment, especially when tenure is conferred, is an action taken because of superior 

performance and the promise of continued professional and intellectual growth. It is the 

process upon which the quality of an academic unit depends. Faculty committees and unit 

administrators must consider and judge carefully the faculty member’s past contributions and 

potential for future contributions when making reappointment recommendations. Promotion 

is a reward and recognition for performance, not longevity. Consequently, the attainment of a 

minimum number of years of service alone does not justify promotion. 

 

The following steps are taken at OSU when a faculty member is being considered for 

reappointment, promotion and/or tenure. 

 

1. Identifying RPT Candidates - On or About the first week of class of the Fall semester 

 

a. Notification of Process. Early in the Fall semester, each dean receives a memorandum 

from the Executive Vice President for Academic Affairs (EVPAA) outlining 

deadlines and requirements for that year’s RPT process. Included is a Departmental 

Faculty Reappointment and Tenure Report which lists faculty for whom it is believed 

personnel decisions must be made. This includes all faculty who are within their 

probationary period and are scheduled that year for review of reappointment in rank. 

An informational copy of the EVPAA memorandum and departmental report is 

shared with the unit administrator.  
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Informational notification is also sent by the EVPAA office to each faculty member 

identified on the report, with a statement notifying the faculty member that his/her 

name has been sent forward to the dean and unit administrator and encouraging the 

faculty member to contact the unit administrator to verify that action will be taken as 

scheduled. … Faculty will also be encouraged to review the Policy Statement of the 

Faculty Handbook and this policy and procedures letter. For reference, an overview 

of faculty appointment periods and time in rank is provided below.  

 

Appointment Periods and Time in Rank. Appointment period guidelines are governed 

by the Policy Statement. This information is summarized below: 

   

(1) Academic appointments normally coincide with the beginning of the 

academic year (September 1 for 9-month appointments or July 1 for 11-month 

appointments). For faculty appointed after this date but before January 1, the 

period of probation for tenure consideration or for renewal of appointment 

will commence at the beginning of that academic year. The probation period 

for faculty appointed on or after January 1 will commence at the beginning of 

the following academic year.  

 

Except for extenuating circumstances (see Section 1.3.10 of the Policy 

Statement), the period of probation for tenure consideration shall never exceed 

a total of seven years of continuous appointment with the University, 

beginning with the initial appointment to a tenure track position. Any credit 

for prior service included within the seven-year probationary period shall be 

agreed upon in writing at the time of employment.  

 

(2) Instructor [not applicable to English Department]… 

 

(3) Assistant Professor. At the time of initial appointment, the first appointment 

period for an assistant professor is four years. Reappointment may be granted 

for three additional years. This allows for a maximum seven-year 

probationary period as an assistant professor.  

 

In the normal process, two actions are required for an assistant professor. The 

first action is the review for reappointment which occurs during the third year 

in rank as assistant professor. Options at this time are: (1) first reappointment 

as an assistant professor for three additional years, or (2) non-reappointment. 

Either action would be effective at the end of the following year (fourth year). 

For non-reappointment actions, this timing allows for the required one year’s 

notice of termination and would be effective at the end of the fourth year in 

rank (which coincides with the initial four-year appointment period).  

The second action occurs during the sixth year in rank as an assistant 

professor. Options are: (1) [not applicable to English Department] … (2) 

promotion to associate professor which confers tenure; or (3) non-

reappointment. … The non-reappointment would be effective at the end of the 
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seventh year in rank and provides the required one year’s notice of 

termination.  

 

(4) Associate Professor. When an individual is initially appointed at OSU into the 

rank of associate professor (without tenure), the initial appointment period is 

normally for five years. During the fourth year in rank a recommendation 

must be made to: (1) reappoint as associate professor which confers tenure; 

(2) promote to professor which confers tenure; or (3) not reappoint and give 

the required one year’s notice of termination. A special tenure review may be 

made after one year of service (see Policy Statement, Sections 1.3.5 and 

1.3.2.d). In extraordinary circumstances tenure may be expressly granted at 

the time of initial appointment.  

 

(5) Professor. When an individual is initially appointed to the rank of professor, 

tenure is often granted at the time of appointment. However, a probationary 

period, not to exceed three years, may be specified. If a probationary period is 

specified, then a special tenure review must be completed at least one year 

before the end of the probationary period, so that the required one year’s 

notice of termination can be given should the review result in a decision not to 

grant tenure. 

 

(6) Any action recommended by the unit administrator which is prior to the 

normal time line outlined in this section is considered an early action. Positive 

early actions will require justification based on exceptional performance. 

 

b. Verification of RPT Report. To help maintain confidence in the Departmental Faculty 

Reappointment and Tenure Report, it is the responsibility of the dean and unit 

administrator to examine the departmental reports for completeness and accuracy. 

The dean transmits the appropriate portion of the tenure report to each academic 

department. The unit administrator is asked to verify information regarding 

reappointment, promotion or non-reappointment for each person flagged and for 

those not flagged but scheduled for review. The unit administrator shall review, 

record, initial and return corrections in the report to the dean’s office. Corrected 

reports are submitted in the Spring to the EVPAA office when all RPT actions for the 

college are delivered by the dean.  

 

2. Preparing RPT Documentation File - On or about the first week of class in the Fall 

semester - January 15 

 

Faculty members should be notified by the Department Head by Friday of the first week 

of class of the Fall semester that they have through October 20 to assemble and submit 

materials believed helpful to a full review. It is the responsibility of the faculty member 

and the unit administrator to prepare a documentation file clearly summarizing the history 

of the faculty member’s appointment before any deliberations begin regarding 

reappointment, promotion and/or tenure.  
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The OSU Reappointment, Promotion/Tenure Recommendations Form, “Development of 

the RPT Documentation File,” (RPT form) is used as a guide in preparing materials and 

is a required document in each candidate’s packet. The form is completed as follows:  

 

a. The unit administrator must ensure that all dates of academic appointments, 

reappointments and promotions while at OSU are consistent with the departmental 

report, employment action forms and the candidate’s vita.  

 

b. Materials for the candidate’s documentation file should be compiled and arranged by 

the unit administrator. The following is intended to be a minimal list of items to be 

provided, not necessarily a listing of the only items to be included.  

 

(1) For those candidates who have not yet been awarded tenure, the unit administrator 

should provide all initial appointment documents including letter of offer, position 

announcement and/or description.  

 

(2) A statement describing the work assignment within the University (teaching, 

research, extension, service, administration, and/or advisement) during the time 

period considered for the proposed action and a summary of percentages for each 

category of activity should be provided by the unit administrator.  

 

(3) Annual appraisal and development documents prepared by the unit administrator 

and the faculty member during the period considered for this proposed personnel 

action should be provided. For tenured faculty, only the documents for the three 

most recent formal appraisals need be included. Any written statement submitted 

by the faculty member as a part of, or in response to, the appraisals should be 

included. If the faculty member has appealed any of the appraisals to the dean, the 

dean’s written resolution of the appeal should be included.  

 

(4) The unit administrator should provide written statements, if any, documenting 

either special achievements or deficiencies related to the proposed personnel 

action. 

 

(5) Records of sabbatical or other periods of leave (not to include annual leave) 

should be included by the unit administrator.  

 

(6) The unit administrator should ensure that copies of all applicable departmental 

standards, policies and procedures for reappointment, promotion and/or tenure 

decisions are provided. Major revisions of the above which have occurred during 

the tenure of the faculty member and which may affect this personnel action must 

be indicated.  

 

(7) The documentation file for a candidate being considered for tenure and/or 

promotion should include at least three letters from external reviewers who have 

been asked to evaluate the candidate’s accomplishments and potential. Such 

evaluators should be leading scholars in their disciplines and especially 
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knowledgeable about the candidate’s areas of expertise. All units shall solicit 

outside reviews as a part of the RPT review process and shall develop rules for 

solicitation of such reviews that are consistent with policies of the academic 

college and with this document. [See Section V below.]  For tenure and 

promotion candidates, the process of identifying and securing the services of 

external peer reviewers will normally begin during the spring semester of the 

candidate’s fifth year and will be completed in the Fall semester of the 

candidate’s sixth year.  Associate professors intending to apply for promotion to 

professor should, whenever possible, notify the Head of their intention during the 

spring semester so that peer reviewers can be secured in a similar time frame. 

 

Because external letters are of considerable importance, certain cautions should 

be observed. First, in determining who are selected as reviewers, the candidate 

should be asked to provide a slate of names; the unit administrator and the unit 

personnel committee should also provide names; and from these two lists a group 

of at least three should be selected in a fair and objective manner for contact. 

Additionally, the candidate should be aware that a letter from his or her 

dissertation advisor is not acceptable as part of the external review. Similarly, 

letters from former students are irrelevant for this purpose although they may be 

useful as indicators of teaching quality. A copy of the letter sent to reviewers shall 

be provided to the faculty member and included in the documentation file. Units 

should be careful to allow sufficient time to gather outside peer review letters so 

that they can be included in the file by December 1.  

 

A candidate may waive the right to access outside reviews. Such waivers shall not 

be assumed, implied or coerced, and must be executed in writing prior to 

solicitation of outside reviews (see Attachment of [2-0902]). The scope of the 

waiver shall be clearly indicated in writing prior to initial contact with outside 

reviews. A copy of the executed waiver shall become a part of the documentation 

file. Any letter soliciting an outside review shall inform the potential reviewer of 

the extent to which the contents of the review will be known to the candidate.  

 

c. The following materials for the RPT documentation file should be provided by the 

faculty member. This is intended to be a minimal list of items to be provided, not 

necessarily a listing of the only items to be included.  

 

(1) A current vita including a complete list of publications, instructional 

accomplishments, other creative activities and important achievements should be 

provided by the faculty member. … [For complete departmental guidelines, see 

Section III C 1 below.] 

 

(2) Self-assessment statement(s) on instruction, research and/or outreach/public 

service activities are to be provided, as appropriate, by faculty members being 

considered for tenure. When appropriate, candidates should document their 

contributions to public scholarship and/or diversity, equity, and inclusion in the 

context of describing their contributions to teaching, scholarship, and service.  
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d. With the exception of peer review letters which the faculty member has waived 

his/her right to access, all materials in the documentation file should be available for 

review by the faculty member. Peer review letters should be placed in a colored file 

folder with the signed waiver form attached to the outside of the folder.  

 

e. If the faculty member finds that information provided by the unit administrator is 

incomplete or inaccurate or if there is additional documentation he/she would like 

reviewed, documentation should be added by the candidate to clarify and complete 

the file prior to the signing of the RPT form.  

 

f. The faculty member signs the RPT form, Section 3, which indicates that he/she has 

been given the opportunity to review the materials contained in the documentation 

file up to this point in the process, including all materials submitted by the unit 

administrator and faculty member, and that the file is complete. Such signature does 

not indicate that the faculty member agrees with the substance of each document. 

Deliberations about the recommendation on the candidate will not begin until the file 

is complete; therefore, the Statements of Recommendation from the unit personnel 

committee, unit administrator, college-level committee (if applicable), and dean are 

not included in the file at this point in the process. 

  

3. Adding Additional Materials to Documentation File 

 

a. Materials can be added to/deleted from the documentation file until the unit personnel 

committee recommendation concerning the action is made. However, both the 

candidate and the unit administrator must be informed of the changes and be provided 

an opportunity to make additional modifications.  

 

b. Appraisal and development materials covering the period of time from the last 

appraisal and development document through the most recent fall semester shall be 

added to the RPT documentation file as soon as finalized. These documents shall be 

considered by the unit personnel committee and unit administrator prior to making 

their recommendations. It is expected that this most recent material may have to be 

added to the file after the RPT documentation file is otherwise complete, and after the 

faculty member has signified in writing that the file is otherwise complete; however, 

unit administrators should make strenuous efforts to complete the latest A&D review 

for each candidate by December 5. No new documentation regarding faculty 

performance or accomplishments occurring after the end of the immediately 

preceding calendar year may be added to the file. 

  

c. After the Statement of Recommendation is formulated by the unit personnel 

committee and recorded, the only documentation that may be added, except as noted 

in 4 and 5, to a candidate’s RPT packet are the Statements of Recommendation from 

the unit personnel committee, the unit administrator, the college-level committee (if 

applicable) and the dean.  
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d. The candidate will be provided one opportunity to respond to a negative Statement of 

Recommendation and to have that response added to his/her RPT packet. The 

candidate will have three working days following receipt of the first Statement noting 

denial of the proposed action to formulate a response no longer than 1,000 words. The 

candidate will submit his/her response to the next higher review level, i.e., if the 

Statement noting denial is received from the department head, the response will be 

submitted to the dean’s office within three working days.  

 

At each review level, all reasonable efforts will be made to notify the faculty member, 

in a confidential manner, of the Statement of Recommendation. However, if the 

faculty member is not readily available due to current assignment or is unwilling to 

accept sensitive documents sent via U.S. mail, the opportunity to respond to a 

negative Statement of Recommendation is lost. The faculty member should bear the 

responsibility of keeping his/her department head informed of his/her whereabouts 

during this critical review process.  

 

e. If during the review process the reviewer(s) determines that supplemental written 

materials are to be added to the file, all documentation, including the new materials, 

should be sent back to the unit administrator, who will contact the faculty member 

and the unit personnel committee, and restart the review process. This is to ensure 

that all reviewers have an opportunity to deliberate on the additional materials in the 

event they have a bearing on the outcome of the reviewer’s recommendation. 

 

4. Reviewing Documentation File and Statements of Recommendation  

 

Once the faculty member has acknowledged the contents of the RPT documentation file, 

the process of seeking faculty counsel and administrative input begins. Unit 

administrators are charged with the responsibility of recommending reappointment, 

promotion, tenure and/or non-reappointment actions. They shall obtain appropriate 

faculty counsel prior to making these recommendations. The manner in which input and 

subsequent recommendations are sought is noted below.  

 

From January 1 to February 1 

 

a. Appropriate Faculty Review. Appropriate faculty counsel is sought when the unit 

personnel committee or a special or permanent committee of faculty for the academic 

unit involved is to review all pertinent data for those individuals who are being 

considered. The committee evaluates each individual’s contributions in the three 

major areas of instruction, research and extension, as appropriate. This evaluation is 

extensive, for the decision will have a direct bearing on the welfare of both the 

individual and the department. Consequently, the committee members will analyze 

annual appraisal forms, student evaluation summaries, journal articles and other 

publications, research results, and other outputs that can assess the individual’s status 

as a professional. The Personnel Committee may receive comments from the faculty 

on candidate files prior to December 5.  The Committee may interview candidates for 

promotion no later than January 20.  Standards established in the academic unit for 



PERSONNEL COMMITTEE GUIDELINES  11 

 

quality as well as quantity are a matter of professional judgment in the discipline 

relative to the mission and role of the unit within the college and university.  

 

After deliberating, the unit personnel committee shall prepare a Statement of 

Recommendation regarding reappointment, promotion and/or tenure for the faculty 

member. The statement must address, in specific terms, how the faculty member has 

or has not satisfied applicable departmental criteria for promotion, tenure or 

reappointment. The numerical vote of the Committee on the recommendation must be 

stated.  If the vote is not unanimous, the minority opinion will be stated within the 

letter.  If more than one vote is taken, the numerical results of each vote shall be 

provided, along with a rationale for the process.  The letter is to be signed by all 

committee members.  This statement must be added to the candidate’s RPT packet on 

or before January 22 and prior to review by the unit administrator. Additionally, the 

chair of the unit personnel committee or an appropriately elected representative of the 

faculty will record the committee’s recommendation on the RPT Summary of 

Recommendations form, along with his/her signature.  

 

A copy of the unit personnel committee’s Statement of Recommendation, as defined 

above, shall be given to the faculty member in a confidential manner as soon as 

reasonably practical, normally within three working days, after the recommendation 

is finalized.  

 

b. Unit Administrator Review. The unit administrator’s Statement of Recommendation 

to the dean must address, in specific terms, how the faculty member has or has not 

satisfied each applicable departmental criteria for reappointment, promotion and/or 

tenure. The statement must detail whether or not the performance of the faculty 

member adequately fulfills the published standards for the proposed personnel action. 

It is understood that an individual could greatly surpass some criteria and may fall 

short of others. Standards for quality as well as quantity are a matter of professional 

judgment in the discipline relative to the mission and role of the unit within the 

college and university. As such, the unit administrator should provide an accurate and 

balanced description of the person being considered. The statement of the unit 

administrator must be added to the candidate’s RPT packet prior to review by the 

college-level committee (if applicable) and/or the dean.  

 

If the faculty member being reviewed for promotion and/or tenure also holds the 

position of unit administrator, it will be necessary for the dean to appoint a senior 

member of the departmental faculty to serve in the role of the unit administrator. The 

“acting” unit administrator will review the documentation file and write a Statement 

of Recommendation as described above. The “acting” unit administrator will also 

record his/her recommended action and signature on the RPT Summary of 

Recommendations form.  

 

If a faculty member has a split appointment, the Statement of Recommendation is to 

be completed by the unit administrator of the home department after consulting with 

the other unit administrators to whom the faculty member reports. All relevant unit 



PERSONNEL COMMITTEE GUIDELINES  12 

 

administrators are expected to sign or initial the statement. If they disagree 

significantly with the recommendation, the matter shall be brought to the attention of 

the dean of the home college for resolution of differences.  

 

The unit administrator is also responsible for:  

 

(1) Ensuring that the OSU Reappointment, Promotion/Tenure Recommendation Form 

is complete and that all appropriate documentation is attached. 

 

(2) Preparing the Employment Action form for the proposed personnel action. The 

unit administrator then transmits the documentation file to the dean of the college. 

 

A copy of the unit administrator’s Statement of Recommendation, as defined 

above, shall be given to the Personnel Committee and to the faculty member in a 

confidential manner as soon as reasonably practical, normally within three 

working days, after the unit administrator’s recommendation is finalized.  

 

c. Transmittal of the RPT Documentation File:  

 

(1) If a candidate is being considered for reappointment or for tenure (and promotion 

in the case of an assistant professor) that individual’s documentation file must be 

forwarded to the dean for evaluation and further transmittal to the Executive Vice 

President for review and action regardless of whether the recommendation is 

positive or negative.  

 

(2) If a tenured candidate is considered for promotion or an untenured candidate is 

considered for early tenure and promotion, and both the unit administrator and the 

unit personnel committee recommend against the proposed action, that 

individual’s documentation file will not be forwarded to the dean for further 

consideration unless the candidate requests otherwise. However, if the unit 

administrator and the unit personnel committee do not agree on a 

recommendation, the documentation file will be forwarded to the dean for 

evaluation and further transmittal to the Executive Vice President.  

 

(3) At any point in the process, a candidate for promotion may elect by written 

request to withdraw his/her name from further consideration.  

 

(4) It is the policy of the University that promotion of individuals is made for 

outstanding performance in assigned duties over a period of time. Individuals who 

are considered for promotion in a given year, but are not granted a promotion, 

may be reconsidered. However, before such reconsideration is given, it is 

expected that substantial change in the candidate’s performance can be 

documented. Normally a period of two years should elapse before the candidate is 

reconsidered. Department heads who have candidates who wish to be 

reconsidered earlier must demonstrate to the dean of the college that the candidate 

has made substantial accomplishments since the last consideration before the 
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review process is initiated. After review by the dean and consultation with the 

Executive Vice President, the department head will be notified whether or not 

approval is granted for reconsideration of the candidate. 

 

(5) If the unit administrator’s recommendation is for non-reappointment, the 

documentation file should be sent forward to the dean along with a DRAFT copy 

of the non-reappointment letter. 

 

Document 2-0902 also contains information about the RPT procedures at the college and 

university levels.  See sections 1.0; 2.4 d – f; 2.5; and 2.6. 

 

III. Guidelines on TENURE AND PROMOTION WITHIN THE DEPARTMENT OF ENGLISH 

 

A. TENURE AND PROMOTION 

 

1. The concept of tenure. Tenure is a guarantee of continued employment with all the 

academic rights of a faculty member until such time as the faculty member retires.  

Tenure may be revoked only for the reasons specified in the Faculty Handbook and 

according to the procedures articulated there. 

 

2. The concept of promotion. Promotion is the changing of a faculty member’s academic 

title to that of a higher rank.  Promotion is to be granted only when it is judged that a 

candidate is already performing at the quality level of the next higher rank.  Promotion is 

not just a reward for past service or a goad to future productiveness but a public 

recognition of a certain high level of competence which both acknowledges the past and 

anticipates the future. 

 

Every candidate must demonstrate overall excellence in the composite of the activity 

areas of teaching, research, extension, and professionalism.  Exceptions may be made in 

extraordinary cases.  “Basic competence in itself, with no demonstrable improvement in 

either teaching, research, or extension,” the Faculty Handbook notes, “is not sufficient to 

justify reappointment [or promotion].” 

 

3. The Personnel Committee shall review and evaluate faculty holding administrative 

assignments within the department (Composition, Introduction to Literature, Honors, 

Technical Writing, TESL, Creative Writing, etc.) according to the same criteria as those 

applied to faculty not so assigned; administrative duties fall under the rubric of “service” 

(III.C.l.c.) and are thus a factor to be considered in Committee deliberations, but cannot 

be construed as exempting such faculty from teaching, research, and professional 

activities.  It is assumed faculty with administrative assignments will receive released 

time sufficient to enable them to fulfill those responsibilities. 

 

B. ACADEMIC PROGRESSION 

 

1. Reappointment as Assistant Professor. Initial appointment to the rank of Assistant 

Professor is for four years.  Reappointment for a second three-year period may be made.  
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Guidelines for reappointment as Assistant Professor require measures of quality 

performance.  An Assistant Professor should be reappointed only if the potential to be 

promoted at the second reappointment is evident and only if the confidence in the 

judgment of that potential seems significantly stronger than at the initial appointment. 

 

2. Tenure for Assistant Professor. Advancement to Associate Professor shall confer tenure.  

The criteria for tenure for Assistant Professor and the criteria for promotion to Associate 

Professor are identical; that is, an Assistant Professor shall not be granted tenure without 

being promoted. 

 

3. Reappointment to Associate Professor. Reappointment to Associate Professor should 

connote superior accomplishment.  No Associate Professor should be tenured without a 

reasonable expectation that later promotion to Professor will be probable.  Guidelines 

similar to those for promotion to Associate Professor should be followed in considering 

the reappointment of the Associate Professor whose initial appointment was at this level. 

 

4. Promotion to Associate Professor.  Promotion to Associate Professor shall confer tenure 

if it is not already held. 

 

5. Promotion to Professor.  Candidates who are promoted to Professor must meet the most 

rigorous criteria of excellence that the Department applies.  An Associate Professor who 

performs brilliantly for several years in a row may deserve and receive rapid promotion 

to Professor.  On the other hand, an Associate Professor who performs with good quality 

may require more years to achieve this highest  

 academic rank.   

 

6. Tenure for Professor. Promotion to Professor confers tenure if it is not already held. 

 

C.  EVALUATION AND CRITERIA FOR PROMOTION AND TENURE 

 

The criteria and procedures below describe the categories under which a faculty member will 

be judged for consideration of promotion and tenure in the Department of English. It is the 

responsibility of the Personnel Committee to evaluate the individual faculty member’s 

performance and to make recommendations to the Department Head. Any recommendation 

to the Department Head concerning tenure and promotion must be signed by the Chair and 

all voting members of the Committee. 

 

1. Because English Department faculty positions are variously defined (such positions may 

involve duties in partnership with CAS interdepartmental programs and/or entail standing 

administrative tasks), the letter of offer will clearly set forth specific duties and 

performance criteria to be considered in the candidate's applications for reappointment 

and promotion. In evaluating the candidate for reappointment and/or promotion, the 

committee will consult the original letter of offer and any subsequent documents that may 

redefine the candidate’s contractual duties. When appropriate, faculty contributions to 

public scholarship and/or diversity, equity, and inclusion should be clearly identified and 
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evaluated in promotion and tenure decisions. Such contributions may be part of teaching, 

research, outreach, and/or service.  

 

The following criteria should suggest but not limit what the Committee will consider 

when promoting a faculty member. 

 

TEACHING. In evaluating a faculty member’s teaching, the committee should consider 

the extent and skill of their participation in the general guidance, mentoring, and advising 

of students; effectiveness in creating an academic environment that is open and 

encouraging to all students, including development of particularly effective strategies for 

the educational advancement of students in under-represented and under-served groups; 

pedagogical practices that create inclusive learning environments and communities; and 

curriculum development that enhances diversity, equity and inclusion, or promotes 

community engagement. 

 

Among significant types of evidence of teaching effectiveness are the development of 

new and effective techniques of instruction, including the creation of community engaged 

courses or learning activities and the creation of courses or curriculum designed to meet 

the needs of students from under-represented and under-served groups. Other evidence 

includes: Supervisor’s evaluation; student evaluations; unsolicited letters of 

recommendation; solicited letters of recommendation; classroom visitations; advising of 

theses, dissertations, and/or qualifying papers; supervision of independent study; honors 

won by students under teacher’s direction; quality of relationship to students; pertinent 

records or evidence of excellence in teaching, including evidence that one’s pedagogical 

practice has influenced one’s field; overall performance as a teacher; and, if appropriate, 

class enrollments, grading system (grade books available), course syllabi, and curricular 

innovations.  

 

RESEARCH AND PUBLICATIONS. Scholarly work is research-based activity or 

creative production designed to advance the current thinking in a specific field, 

discipline, or intellectual community and/or to interpret the world in unique ways, 

including contributions to the promotion of community engagement and the advancement 

of equitable access and diversity in education. 

 

Evidence of scholarly or creative work may include: Books (scholarly, trade, text, 

creative writing); book chapters; creative writing or articles published in major refereed 

journals, including on-line journals; creative writing or articles published in journals with 

regional or specialized circulation; articles printed by local or in-house organs; papers 

and addresses delivered at national, regional, or local meetings; monographs; reports; 

reviews; editorial work; digital projects, datasets, or exhibitions; community projects; 

films, tapes, apps, and other audiovisual or digital productions; media appearances, 

interviews, or other contributions to public understanding; language documentation and 

preservation projects; publications in journals or presentations at disciplinary or 

interdisciplinary meetings that advance the scholarship of diversity, equity, and inclusion, 

community engagement, administration, or pedagogical practice; honors, awards, and 

other forms of special recognition received, including for community outreach, DEI 
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work, or the scholarship of teaching, and administration; substantial contributions to 

public policy or influence upon professional practice, and/or grants and contracts. 

 

While the amount of the scholarly work will be noted, the quality of the work must also 

be assessed. 

 

UNIVERSITY SERVICE AND OUTREACH. Willingness to perform an appropriate 

share of Departmental professional duties is required of tenure-track faculty, and while 

teaching faculty are also permitted to perform such duties, they are not required to do so. 

Advising, mentoring, and/or supervision provided to under-represented students, faculty, 

and student groups, particularly when such advising falls disproportionately on a given 

faculty member, should be recognized and rewarded, as should contributions furthering 

the broader goals of diversity, equity, and inclusion within the University and the 

surrounding community. Likewise, mentoring of faculty and students engaged in 

community-based research should be recognized and rewarded. 

 

In addition to the forms of service described above, evidence of service and outreach may 

include: Committee assignments (University, College, Department, Interdisciplinary 

Programs); special meetings and/or seminars organized and directed; advising and/or 

mentoring of students; advising and/or mentoring of faculty;  student organizations 

advised; outreach courses designed and taught on campus or off; preparation of 

correspondence courses; leadership training undertaken, including DEI training; 

leadership training designed or delivered, including DEI training; consulting work in the 

candidate’s field; and professionally related community or board service. 

 

PROFESSIONALISM. The candidate’s professional activities should demonstrate 

achievement and leadership in the field and the development or utilization of new 

approaches and techniques for the solution of professional problems, including those that 

specifically address the professional advancement of individuals in under-represented or 

under-served groups.  

 

Evidence may include: Membership, participation, and/or leadership in professional or 

relevant community organizations; special recognitions, awards, grants, and 

appointments; productive relationships with colleagues, administrators, and community 

partners. 

 

The following statements address performance standards for Associate and Full 

Professors. While other sections of the Guidelines may also address such standards (see 

“B” below), in cases of disagreement what follows shall take precedence. 

 

2. Tenure and Promotion to Associate Professor. 

 

The English Department grants tenure to candidates who have become established in 

their scholarly field, who have developed a record of excellence in teaching, and who 

have served the department, the university, and/or the broader public.   
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The successful candidate should have an excellent record of teaching. Both the content 

and performance of the candidate’s teaching will be considered. The candidate should 

provide documents that show the scope and the quality of their teaching, along with 

evaluations from students, peers, and/or community partners attesting to the effectiveness 

of instruction. 

 

The successful candidate for tenure and promotion to Associate Professor must have 

established and implemented a research agenda—prolonged and steady attention to one 

area or connected areas of inquiry or creativity. Examples of suitable projects include the 

candidate’s dissertation revised for publication, a volume of poetry, fiction, or other 

creative work, a scholarly edition, translation, or bibliography, a major digital project or 

other public-facing works of scholarship, a group of scholarly articles on related subjects 

which establish the candidate’s influence on an area of inquiry, a group of poems, short 

stories, or other creative work appearing in several venues. 

 

The research agenda must, in the view of the Department and of the external peers, make 

a meaningful contribution to the candidate’s field of study. Moreover, by the time of 

tenure review, a substantial amount of the materials composing the research agenda must 

have been accepted for publication, and a significant portion of those materials must be in 

print.  

 

Finally, the successful candidate for tenure and promotion should have established a 

record of service to the department, the college, the university, and/or communities of 

theory or practice in their subfields of expertise. This may be accomplished through 

official committee work or through informal participation that enhances the quality of 

faculty, graduate or undergraduate life at OSU, contributes to the development of a 

relevant professional field, or advances community interests and the public good.   

 

Where appropriate, candidates should document their contributions to public scholarship 

and/or diversity, equity, and inclusion in the context of describing their contributions to 

teaching, scholarship, and service. See Section III.C.2 above for the sort of activities that 

are applicable in each case. 

 

3. Promotion to Professor.  

 

According to the University’s Policy & Procedures Letter 2-0902, “The rank of professor, 

the highest rank in the university, designates that the faculty member’s academic 

achievement merits recognition as a distinguished authority in his/her field. Professional 

colleagues, both within the university and nationally, recognize the professor for his or 

her contributions to the discipline.” 

The candidate for promotion to Professor must meet the most rigorous criteria of 

excellence that the Department applies. The candidate should have a distinguished record 

as a teacher of undergraduates and graduate students.  As a professional in an academic 

setting, the candidate should also have a solid and consistent record of service, especially 

to the department and its mission. And because advancement requires a “record” of 
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achievement and service, normally an Associate Professor will not apply for Full 

Professor before the fifth year of his or her term. 

 

The English Department and its graduate students (especially those pursuing the 

doctorate) expect faculty members to be active as researchers, scholars, or as writers.  

Though teaching, service, and professionalism figure into the equation for promotion to 

Professor, no candidate may be promoted without an exemplary record of scholarly 

productivity. While candidates for promotion to Professor will be evaluated on their 

entire scholarly oeuvre, they must present work beyond both the dissertation and the 

achievements that led to promotion to Associate Professor.  The candidate for promotion 

to Professor will normally be expected to have published two books and to show that the 

book (or books) published after the candidate’s promotion to Associate Professor 

represent intellectual or scholarly development.  Candidates for Professor may also make 

a strong case for promotion by presenting one book or an equivalent body of work of 

quality and significance beyond the achievements that led to promotion to Associate 

Professor.  Again, such work will generally represent intellectual or scholarly 

development beyond the work that earned the candidate tenure.. 

 

In part through rank alone, the Professor represents the strength of the Department to the 

greater academic community.  It is thus in the best interests of the Department to promote 

only those candidates whose records—beyond doubt— merit the honor that the title 

“Professor” confers. 

 

IV. Guidelines on EVALUATION OF QUALITY 

 

A. TEACHING. The English Department affirms that the Personnel Committee should 

avoid over-dependence on student evaluations because, as the College of Arts and 

Sciences study known as the Lawry Report observes, student evaluations provide 

teachers with student perceptions of their teaching and thus may assist them on how to 

teach better, but the evaluations cannot assess the quality and scope of what they teach. 

Students are not in a position to do this” (p. 10). When assessing the quality of a teacher’s 

performance, the Personnel Committee should consider course outlines, sample 

assignments, class exercises, student papers—in fact, anything which will document the 

quality of education taking place in classrooms. Community-engaged instruction and 

contributions to diversity, equity, and inclusion should be particularly highlighted where 

appropriate. 

 

B. RESEARCH AND PUBLICATIONS. Faculty members must share the results of their 

research at professional meetings and via publication, performance, or online distribution. 

When promotion and tenure decisions must be made, both the Personnel Committee and 

affected faculty members should tap outside opinions from those capable of giving 

testimony to the quality of the scholar’s work. 

 

Regardless of the variety of work produced, all work will be judged by its intellectual 

contribution. All scholarship should make a significant, sustained contribution to the 

discipline or a field of inquiry related to it, as determined by quality of publication or 
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presentation venue and peer review. For those engaged in public scholarship or DEI 

work, that review may include a broader and more diverse group of peers, as explained in 

Section II.  

 

C. UNIVERSITY SERVICE AND EXTENSION. Is the faculty member engaged actively in 

a service role within the department, university, or community? When appointed to a 

committee or service group, does the faculty member serve diligently and constructively? 

Mere attendance at meetings is no indication of the quality of performance in a service 

role.  

 

Has the candidate made service contributions that promote diversity and equal 

opportunity? Have they worked to create a more inclusive campus? Has such work fallen 

disproportionately on said candidate? Such service is not a requirement, but special note 

should be taken of these efforts where they exist. 

 

When participating in community outreach, does the faculty member represent the 

department and the university in a professional manner? Do they work to build bridges 

and serve community needs? Do they contribute to or promote the public good, including 

the aims of diversity, equity, and inclusion where relevant?  

 

D. PROFESSIONALISM. What professional organizations has the scholar joined and what 

is the intensity of participation? Has the faculty member worked to promote diversity, 

equity, inclusion, and/or public engagement within their field of study? This is not a 

requirement, but special note should be taken of such efforts where they exist. What 

recognitions, awards, and grants has the faculty member received, and what is the stature 

of these awards? Has the faculty member been a diligent and constructive participant in 

professional organizations, events, and initiatives?  

 

Does the faculty member contribute in a constructive manner to the intellectual and social 

life of the department, college, and university? The English department is committed to 

supporting a positive work environment while avoiding the establishment of restrictive 

personality or lifestyle norms. Faculty members who engage in behavior disruptive to the 

functioning of the unit may be subject to disciplinary action as described in Section 1.13 

of the Policy Statement to Govern Appointments, Tenure, Promotions, and Related 

Matters of the Faculty of Oklahoma State University.  

 

V. Guidelines on EXTERNAL PEER REVIEW FOR PROMOTION AND TENURE 

 

External peer review is required for all candidates who seek tenure and promotion to Associate 

or Full Professor.  A peer in this context is a faculty member at a research university in a 

program or affiliated with a program granting graduate degrees who has recognized expertise in 

the area of a candidate’s specialty.  Three external peer reviews are required. (Also, see Section 

II above, part 2.2 b 7 of document 2-0902.) 

 

The external peer review should be arranged according to these guidelines: 

 



PERSONNEL COMMITTEE GUIDELINES  20 

 

A. The Personnel Committee is responsible for initiating the review.  The Committee will ask 

the candidate to specify his or her area of expertise.  The Committee will then select names 

of ten peers in this area of expertise from qualifying institutions (as designated above).  In 

doing so, the Committee should consult with knowledgeable faculty in, and, when necessary, 

outside the Department.  At the same point in the process, the candidate should be given the 

opportunity to suggest some reviewers; the nature of the candidate’s relationship with the 

proposed reviewers should be indicated. Former teachers of the candidate (including thesis 

advisers and committee members), personal friends, and collaborators (such as co-authors 

and co-editors) shall not be chosen as peer reviewers. 

 

The Personnel Committee will initiate arrangements for selecting three reviewers following 

the candidate’s ordering (see below).  If the initial ten names prove insufficient, the 

Committee will provide the candidate with a new list of at least five names (for the selection 

of one reviewer) or a list of ten names (for the selection of two reviewers).  Once the 

Department Head receives the reviews, the Personnel Committee is responsible for 

evaluating them according to Section III C 1b above. 

 

 

B. The candidate is responsible for the following: 

 

1. Deciding about the Waiver of Confidentiality and signing the form. 

 

2. Ranking the peers selected by the Personnel Committee.  When presented by the 

Committee with the list of ten names, the candidate will rank them in order of preference 

and indicate the nature of his/her relationship with each person on the list.  The 

Committee will accept a candidate’s refusal to rank certain names on the grounds of 

inappropriate area, lack of expertise, and friendship or established professional 

relationship with the proposed reviewer.  Any name the candidate ranks is thereby 

considered acceptable. 

 

3. Preparing for the peers a folder representing evidence of scholarly activity as defined in 

Section III C 1b (Guidelines, “Research and Publications,” p.17).  Material sent to 

reviewers should be carefully selected in a consultation between the candidate and the 

Head and/or his/her mentors.  Material—which may include work in progress, in 

circulation, and  in press—should represent the candidate’s achievements yet not place an 

unreasonable demand on the reviewer’s time. Candidates for promotion to Professor may 

present work from their entire scholarly careers. 

 

 

 

C. The Department Head is responsible for the following: 

 

1. engaging and paying for services of the reviewers; 

 

2. requesting an evaluation of the candidate’s potential as a scholar or writer of national or 

regional repute; 
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3. arranging for the submission of material to the reviewers (duplicating and mailing); 

 

4. handling necessary correspondence between the Department and the reviewers; 

 

5. evaluating the reviews according to GUIDELINES (Section III c 1 b, p. 17). 

 

D. Reviewers should have the option of requesting specific materials.  They should be given at 

least six weeks to prepare an evaluation, and they should be informed about the outcome of 

the case. 

 

VI. Guideline on TIME IN RANK AND PRIOR SERVICE FOR PROMOTION AND TENURE 

 

A. Time in rank. In general, a faculty member should be promoted when that member’s 

qualifications and scholarly record match the criteria published in Departmental job 

descriptions (attached) for the next rank, with time in rank a minor consideration. 

 

B. Prior service. The evaluation of a professional record established at another institution 

presents special problems.  Provided evidence of continuity of performance has been given, 

which might normally require two years or more in residence, achievement attained in 

another environment should be included fully in a review of a candidate for 

tenure/promotion. Should the previous experience have been within a different professional 

context, the tenure/promotion practice should be such as not to handicap the Department in 

the hiring of exceptional talent.  The most critical question in evaluating previous 

achievement concerns the degree of independence exercised by the individual in question.  

Of course, ideally, new employees should be hired at a level commensurate with their 

professional stature.  However, certain new faculty will have approached but not achieved 

the qualifications of a particular rank.  Such faculty should subsequently be reviewed as 

described above. 

 

VII. Guideline on ASSESSING DEPARTMENTAL NEEDS IN GRANTING TENURE 

 

Candidates for tenure should be evaluated within the following contexts: 

 

A. Relation to Department programs. The relationship of the candidate’s specialty and interests 

to the long-range goals of the Department shall be assessed. 

 

B. Relation to current faculty. The candidate’s relative strengths and weaknesses shall be 

projected against the strengths and weaknesses of the currently tenured faculty. 

 

C. Change of Departmental programs. The faculty’s assessment of the Department’s needs 

might indicate the necessity of a change in emphasis.  This would be particularly important in 

a field that has experienced recent growth in areas not covered by the current faculty.  If the 

faculty feels that a change is necessary, the candidate for tenure should be notified of such a 

change and the ability to fulfill the new requirements should be considered before the 

Department institutes any search for a new candidate.  In some instances the on-board faculty 

member will welcome the new career direction. 
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D. Special Department service. The ability of the candidate to fulfill any special needs of the 

Department shall be noted.  Examples might include the ability to recruit students, to be 

effective in public relations, extension, etc. 

 

VIII. Guidelines on ENGLISH DEPARTMENT MISSION, VISION, DUTIES, AND 

RESPONSIBILITIES 

 

Mission 

Through their creative activity, scholarship, and service in literature, Teaching English as a 

Second Language/linguistics, creative writing, rhetoric and writing studies, and media studies, 

the faculty of the Department of English increases understanding of our linguistic, literary, and 

media traditions in all their cultural diversity; reinforces commitment to equity and inclusion; 

develops critical and expressive abilities; and strengthens rhetorical and digital literacies.  

 

Vision   

The Department of English seeks to be a major presence in regional and national scholarly 

communities. It will strive to: 1) maintain and enhance excellent creative scholarship and 

undergraduate and graduate teaching; 2) mentor students to contribute to their disciplines, 

professions, and communities by cultivating skills in critical thinking and problem-solving, 

written communication, and critical literacy in racial and social justice; 3) foster diversity, 

equity, inclusion in teaching, scholarship and outreach; and (4) share and promote the literary 

and cinematic arts and linguistic and rhetorical understanding within the wider community. 

 

Professional Duties and Responsibilities  

OSU English faculty are expected to be effective teachers, productive scholars/writers/creators, 

and responsible citizens of the department, the institution, and the various intellectual 

communities and stakeholders potentially impacted by our work.  

 

Teaching 

Teaching is a vital part of the mission of the English Department and the service it 

renders to the larger campus community. Thus, each member of the English Department 

faculty is expected to strive for excellence in the classroom. Drawing on creative activity 

and scholarship in their program areas—Literature, Teaching English as a Second 

Language/Linguistics, Creative Writing, Rhetoric and Writing Studies, and Media 

Studies—the English Department faculty trains students to read critically, write well, and 

share their knowledge in multiple media formats and across a range of cultural contexts. 

Our aim is to prepare students to participate in various linguistic, literary, and media 

traditions.  

 

Scholarly and Creative Activity  

Faculty in the Department of English are expected to become, and to remain, innovative 

and productive scholars in their fields. The Department considers scholarly work to be 

research-based activity or creative production designed to advance the current thinking in 

a specific field, discipline, or intellectual community and/or to interpret the world in 

unique ways. It may take place through traditional research or creative activity published 

in peer-reviewed venues and/or presented at national and international academic 
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conferences or invited public events. Scholarship may also include project-building, 

teaching, service, or administrative labor, as long as this labor advances the state of 

understanding within one or more knowledge communities. Scholarship may be singular 

or collaborative and is not reducible to publication. Teaching, service, and other activities 

also generate and disseminate knowledge and may lead to the transformation of existing 

thought and institutional practice; such activity may be counted as scholarship for 

purposes of tenure and promotion if it is transformative in these ways. Thus, the 

department embraces a broad definition of scholarly activity and will seek to assess 

candidates for tenure and promotion along a continuum of scholarship. 

 

Regardless of the variety of work produced on the continuum, however, all work will be 

judged by its intellectual contribution. All scholarship should make a significant, 

sustained contribution to the discipline or a field of inquiry related to it. It should be 

subject to peer review and approval. For those engaged in public scholarship or DEI 

work, that review may include a broader and more diverse group of peers, including but 

not limited to academic experts in the field, scholars of community engagement, 

community leaders, grant organizations, and those situated at other sites of mediation 

between scholars and the public. 

 

Service and Professionalism  

Faculty in the Department of English are expected to contribute constructively to faculty 

governance, advising, and other service, extension, and outreach duties as appropriate to 

position and rank. They are further enjoined to participate actively in the institutional and 

community life of their subfields through service to national, regional, and local 

organizations centered on language use, literacies, and creative community. In short, they 

should contribute to the organization and development of the department, the college, the 

university, and communities of theory or practice in their subfields of expertise.  

 

Public Engagement 

In accordance with the Land Grant mission of Oklahoma State University, the Department of 

English is committed to promoting public engagement and rewarding scholars who undertake 

such work. Per the Imagining America White paper on the subject, “Publicly engaged work 

encompasses different forms of making knowledge ‘about, for, and with’ diverse publics and 

communities. Through a coherent, purposeful sequence of activities, it contributes to the public 

good and yields artifacts of public and intellectual value.” Such work may involve partnerships 

of University knowledge and resources with those of the public and private sectors to enrich 

scholarship, research, creative activity, and public knowledge; enhance curriculum, teaching and 

learning; prepare educated, engaged citizens; strengthen democratic values and civic 

responsibility; or address and help solve critical social problems. Scholars who conduct publicly 

engaged work will be supported by the Department and given proper recognition in the 

evaluation of their qualifications for tenure and/or promotion. 

 

Diversity, Equity, and Inclusion 

The Department of English is committed to promoting increased diversity, equity, and inclusion 

within the department, college, university, and broader society. Contributions to this mission 

may take a variety of forms, including efforts to advance equitable access to education, public 



PERSONNEL COMMITTEE GUIDELINES  24 

 

service that addresses the needs of marginalized communities, or research in a scholar’s area of 

expertise that highlights and/or seeks to redress social inequalities. Scholars whose research, 

creative production, professional, and/or public service contributions promote increased access, 

opportunity, justice, and fairness in public institutions and social spaces will be supported by the 

Department and given proper recognition in the evaluation of their qualifications for tenure 

and/or promotion.   

 

IX. Guideline on ANNUAL APPRAISAL/MERIT RAISE REVIEW PROCESS 

 

Every faculty member will receive an annual appraisal from the Department Head; during the 

calculation of the appraisal/raise in each case, the Department Head should be guided by the 

criteria outlined in Sections III and IV of these guidelines.  From time to time, there may be 

significant disagreement about the appraisal rendered. Because faculty merit pay raises are 

linked to annual appraisals, such conflict involves more than self esteem. The faculty member 

may ask the Personnel Committee to review the annual appraisal.  The steps for an 

intradepartmental review are as follows: 

 

A. REVIEW REQUEST. Either the faculty member or the Department Head may request a 

review.  The request should be made in writing. 

 

Both the Department Head and the affected faculty member will be asked to provide 

documentation.  The kinds of materials described in Section III of these Guidelines would be 

appropriate, but there may be additional materials. 

 

B. REVIEW PROCESS. The Personnel Committee will meet and review the criteria described 

in Section III C.1 and C.2. 

 

C. REPORTING PROCESS. The Chair of the Personnel Committee will report the decision of 

the Committee to the Department Head for action.  The Committee may decide to uphold the 

decision of the Department Head or it may recommend a different category for 

appraisal/raise.  In either case, the Committee’s letter of report should be signed by all 

members of the Committee, with a copy to the personnel file of the faculty member involved.  

The Committee’s letter of report will be shared with the faculty-member and will be 

forwarded to the Dean for his review, along with the original appraisal document, should the 

faculty member concerned elect the review described in IX.  D. below. 

 

D. DEAN’S REVIEW REQUEST. If the faculty member feels the original disagreement has not 

been satisfactorily resolved through the intradepartmental and the Department Head’s 

review, the faculty member may request in writing that the matter be sent to the Dean for 

resolution. 

 

X. Guidelines on DEFINING AND FILLING NEWLY CREATED TEACHING POSITIONS AND 

TEACHING VACANCIES 
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A. The defining and filling of newly created teaching positions and teaching vacancies in the 

English Department must be in compliance with the University and College of Arts and 

Sciences procedures concerning equal opportunity and affirmative action. 

 

B. The English Department Personnel Committee, either on its own initiative or at the request of 

the Department Head, shall consider the needs of the Department to create a new teaching 

position to fill a teaching vacancy.  The Personnel Committee will bring options for creating 

or filling such a position to a meeting of the General Faculty in order to solicit the opinions 

of the faculty in the form of a discussion and non-binding poll (the Committee may opt to 

conduct the latter in writing subsequent to the meeting).  Based on this discussion and non-

binding poll, the Committee will make a recommendation to the Department Head, who will 

formulate an appropriate description of the position. 

 

C. The Head of the English Department shall submit a “Request to Staff a New or Vacant 

Faculty or A&P Position Form” to the Dean of the College of Arts and Sciences.  Upon 

authorization by the Dean that the Department may hire or advertise, the Head shall 

announce the vacancy by placing an advertisement in the Chronicle of Higher Education 

and/or other national professional publications and by writing letters to people or institutions. 

 

D. After the published deadline for applications, the Personnel Committee will recommend to 

the Head (for each advertised position) an ad hoc committee of three or more faculty 

members and one ex-officio graduate student member with expertise in the field of 

specialization being sought.  The Head will appoint the committee and will designate one of 

the members as chair.  The search committee(s) will review the credentials of the applicants 

for the position(s).  Following the published deadline for applications, the search 

committee(s), considering any input received from the General Faculty, shall recommend to 

the Department Head a ranked list of candidates to be interviewed by the Department Head, 

and/or members of the search committee(s), and/or other members of the Department at 

MLA, CCCC, TESOL, or other professional meetings, or by other appropriate means. 

 

E. The Department Head shall arrange for the number of interviews according to budget 

limitations, dates for the interviews, and the interview program schedules.  Budget 

permitting, the Head shall attempt to insure the participation in the interview process of as 

many members of the search committee(s) as possible. 

 

F. The search committee(s) shall meet as soon as possible after such interviews are conducted 

and, after seeking the opinion of all faculty who participated in the interviews, shall provide 

the Department Head with a ranked list of finalists to be invited for campus visits.  The 

committee shall also send a memo to the faculty listing the candidates recommended for 

campus interviews, outlining the reasons for selecting said candidates, and explaining how 

the chosen candidates met those criteria.  After all candidates have visited campus, the search 

committee shall meet in order to write a report.  At this meeting, the ex officio graduate 

student member shall present a summary of graduate student opinion concerning the 

candidates.  The search committee shall then give its report, which shall include a summary 

of graduate student opinion, to the Chair of the Personnel Committee. 
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G. As soon as possible (generally within two working days) after campus interviews are 

completed, the Chair of the Personnel Committee shall call a meeting(s) of the General 

Faculty for the purpose of communicating the report of search committee members and 

discussing the strengths and weaknesses of the candidates interviewed on campus.  The Chair 

of the Personnel Committee shall moderate discussions among members of the search 

committee(s) and the General Faculty.  Any faculty member who is unable to attend the 

meeting may submit written comments and a ranking of candidates to the search committee 

chair in advance of the meeting.  These comments shall be read at the meeting. Following the 

discussion, the faculty as a whole shall vote on rank ordering of the candidates for each 

position.  Upon completion of balloting, the search committee shall meet to formulate a 

recommendation, along with a written rationale for its recommendation, which shall include 

a consideration of the faculty meeting and the ballot. The committee shall give this 

recommendation and the ballots to the Department Head.  The committee shall send a copy 

of its recommendation along with the results of the ballot to all members of the faculty. 

 

H. After getting a recommendation for hiring, the Department Head should, as soon as possible, 

telephone the top-ranked recommended applicant.  This communication should include the 

following: 

 

1. Confirmation of continued interest and availability of the applicant; 

 

2. Review of salary, rank, tenure and promotion procedures, and workload; 

 

3. Willingness of applicant to fill out and submit formal application for position. (If the first 

recommended applicant is no longer interested or available, the Department Head may 

contact the second ranked applicant and third as needed.) 

 

I. After receiving confirmation from the top available recommended applicant, the Department 

Head will follow current University procedures in composing a formal letter of offer to be 

sent to the applicant as soon as possible. 

 

J. When the applicant returns the completed job application form and the letter of acceptance, 

the Department Head shall send all necessary documentation to the College of Arts and 

Sciences: 

 

K. HIRING AND REAPPOINTMENT OF LECTURERS 

 

The Teaching Assistant/Lecturer Selection Committee (as defined in English Department 

Policies and Procedures p. 14) will evaluate the credentials for appointment or reappointment 

to the position of lecturer and shall make a recommendation or recommendations to the 

Department Head.  The Department Head will then proceed with the hiring process as the 

staffing situation warrants.  In an emergency staffing situation, the Department Head should 

make an effort to consult with as many members of the Teaching Assistant/Lecturer Selection 

Committee as (s)he can readily contact but may proceed with the hiring process without 

having consulted with a majority of the committee members. 
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L. HIRING AND REAPPOINTMENT OF ADJUNCT FACULTY 

 

The English Department Personnel Committee will evaluate the credentials of any applicant 

for an adjunct position to the Department and make a recommendation to the Department 

Head. 

 

M. HIRING OF VISITING ASSISTANT PROFESSORS 

 

1. When departmental needs dictate, and the Dean has granted his permission, a search may 

be conducted for a Visiting Assistant Professor to fill a temporary position.  This is a 

non-tenurable position granted for one year and renewable for up to two additional years. 

 

2. The Head will announce the position in the appropriate national professional publications 

as promptly as possible, soliciting applications and dossiers from qualified persons. 

 

3. After consulting with the Personnel Committee, the Head will appoint three faculty to 

serve as the hiring committee, and will designate one person as chair.  The hiring 

committee will review the credentials of all applicants for the position(s), and conduct 

interviews, usually by telephone. 

 

4.  As soon as possible after interviewing candidates, the hiring committee will send a 

ranking of the most qualified candidates to the Head.  Given that these positions are 

usually opened late in the year and that some candidates might receive other offers before 

coming here, the hiring committee should provide names of enough qualified alternates 

to ensure the position(s) will be filled. 

 

5. Upon receiving the hiring committee’s recommendations, the Head will follow the 

procedures outlined in sections H through K above. 

 

XI. POLICIES FOR SELECTION, EVALUATION & RETENTION OF THE DEPARTMENT 

HEAD 

 

A. POLICY. University policies and procedures govern the granting of permission to staff a 

position, the recruiting for the position from an appropriate candidate pool, and the hiring of 

an individual to fill the position. The selection of a Head for the Department of English is a 

joint endeavor between the English faculty (henceforth, the Department) and the Dean.   

 

B. DUTIES AND RESPONSIBILITIES OF THE DEPARTMENT HEAD. The Department 

Head is the chief representative of the Department in its relations with the College, the 

University, and the public. The Head is also the leader of the Department and as such is 

responsible for personnel decisions, budgets, staffing of courses, and the smooth operation of 

the day-to-day activities of the Department. As Unit Administrator, the Department Head has 

duties concerning faculty appointments, promotions, tenure, appraisal and development, and 

faculty workload, which are prescribed by the University and the College. As leader of the 

Department, the Head is obligated to initiate and support programs that will enhance the 

quality of the Department. 
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The Department Head will usually be expected to choose a member of the faculty to serve as 

Associate Head and delegate some of the duties of the Department Head to that individual. 

The Head will also appoint the Graduate Coordinator and Program Directors when their 

positions become vacant. The Head may also appoint members to ad hoc departmental 

committees as necessary. 

 

C. TERM. The Department Head will be elected to an initial term of three years.  There will be 

no limit on the number of terms a Department Head may serve. 

 

D. REGULAR EVALUATION OF THE DEPARTMENT HEAD. The tenured and tenure- 

track faculty will regularly evaluate the Head in March of the second year of each term. The 

Personnel Committee Chair will initiate the process by distributing the following questions to 

all tenure-track and tenured faculty and requesting a written response to them.  

 

1. Does the Department Head give prompt and reliable attention to administrative detail?  

 

2. Does the Department Head communicate, interpret, and fairly apply administrative 

policies and procedures?  

 

3. Does the Department Head interact effectively with faculty and all levels of 

administration so as to contribute to the maintenance of faculty morale?  

 

4. Is the Department Head effective in obtaining and utilizing the resources (physical, fiscal, 

and human) needed for the Department to achieve its mission?  

 

5. Does the Department Head provide leadership and opportunities for the professional 

development of faculty and staff and for the continued development of Department 

programs?  

 

6. Does the Department Head exhibit continued personal professional development and 

achievement? 

 

7. Does the Department Head work to promote a diverse and inclusive workplace and to 

ensure that hiring and promotion processes are fair and equitable for all parties?  

 

E. SPECIAL INTERIM EVALUATION OF THE DEPARTMENT HEAD.  An evaluation of 

the Department Head may be conducted at any time during the Head’s term. If such an 

evaluation is desired at any time other than that regularly scheduled, it will be initiated upon 

receipt by the Personnel Committee Chair of a written request, signed by at least one third of 

all the tenured and tenure-track faculty in the Department. The evaluation will then follow 

the procedures outlined above for the regular evaluation of the Department Head. 

 

F. RENEWAL OF THE TERM OF A DEPARTMENT HEAD. If the Dean informs the 

Department that the present Head wishes to seek another term, the Dean will initiate the 

renewal procedure by appointing a Returning Officer in consultation with the English 

Department Personnel Committee. Meanwhile, the Personnel Committee Chair will poll the 
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faculty to determine whether the faculty wishes to evaluate the Head before voting on 

renewal of the Head’s term. If more than 30% of the faculty wishes to reevaluate the Head, 

the Personnel Committee Chair will follow the procedure outlined in section XI.D above.  

 

Following the completion of this procedure or following the Personnel Committee Chair’s 

determination that there is insufficient support for a reevaluation, the Returning Officer will 

call a meeting to discuss the Head’s renewal. Ballots that allow for ratings of “Acceptable” or 

“Unacceptable” will be distributed at the meeting.  

 

The Returning Officer will set a deadline of not more than five business days for receipt of 

these ballots. Should any eligible voting member of the faculty be absent from campus at the 

time of the vote, the Returning Officer will, in consultation with the Department, attempt to 

obtain the vote of this member. The deadline should allow for receipt of absentee ballots.  

 

 After the deadline for voting has passed, the Returning Officer will count the ballots in the 

presence of the Personnel Committee; the Returning Officer will report the results to the 

Dean. To be renewed, the current Head should receive a rating of “Acceptable” from at least 

60% of those voting. Should the Dean not follow the Department’s recommendation, the 

Dean will meet with the faculty to explain the decision. In the event that the Dean decides not 

to renew the Head’s term, the Dean and Department will implement a search for a new Head, 

as outlined below. 

 

G. INTERNAL DEPARTMENT HEAD SELECTION. If the Dean informs the Department that 

the present Head does not wish to seek another term, the Department will in most 

circumstances search for a Head from within the ranks of its own tenured faculty. The Dean 

will initiate the procedure by appointing, in consultation with the English Department 

Personnel Committee, a Returning Officer to oversee the selection process. 

 

The Returning Officer will invite nominations for the position of Head from the Department 

faculty. The nominations (including self-nominations) can be made by any member of the 

voting faculty and must be submitted in writing to the Returning Officer by a specified 

deadline. Upon receiving a nomination, the Returning Officer will contact the nominee and 

solicit a written acceptance of the nomination. A nominee who accepts will be declared a 

candidate. 

 

All candidates for the position of Head will prepare a statement of no more than 500 words 

outlining their goals for the Department. These statements will be submitted to the Returning 

Officer, who will then distribute them to the Dean and the voting faculty. The Returning 

Officer will then call a Department meeting for the purpose of discussing the candidates. 

Candidates will attend part of this meeting to answer questions from the faculty. These 

questions may be raised at the meeting or given signed or unsigned to the Returning Officer. 

In the event that there are more than two candidates, a vote by secret ballot will be taken at 

the meeting in order to narrow the field. These ballots will be counted by the Returning 

Officer and the untenured member of the Personnel Committee. The two candidates 

receiving the largest number of votes will each make a presentation to the Department 
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outlining their goals for the Department. In the event that there is a single candidate, the final 

ballot will be a vote to determine the candidate’s acceptability. 

 

Within one day after the last presentation, the following ballot will be distributed to the 

voting faculty: 

 

Vote for one candidate by checking the blank at left.  Also indicate to 

the right of each candidate’s name whether that person would be 

acceptable or unacceptable as Department Head. 

 

___________ Candidate One: ___ acceptable ___ unacceptable 

___________ Candidate Two: ___ acceptable ___ unacceptable 

 

Comments: 

 

The Returning Officer will set a deadline of not more than five business days for receipt of 

these ballots. Should any eligible voting member of the faculty be absent from campus at the 

time of the vote, the Returning Officer will, in consultation with the Department, attempt to 

obtain the vote of this member. The deadline should allow for receipt of absentee ballots. 

 

After the deadline for voting has passed, the Returning Officer will count the ballots in the 

presence of all members of the Personnel Committee who are not candidates. The Returning 

Officer will provide a tally of the votes, indicating both the ranking of each candidate and the 

number of acceptable and unacceptable ratings each received. The Returning Officer will 

send the tally to the Dean and to every voting member of the Department. All original 

ballots, including comments, will be sent to the Dean. No copies of the ballots will be made, 

and no material will be retained by the Returning Officer after transmittal to the eligible 

members of the Department and the Dean has been completed.  The Returning Officer will 

ensure the confidentiality of the process and will not transmit any information about the 

process to any person or persons other than the eligible members of the Department and the 

Dean. 

 

The new Head should receive the most votes and a rating of “Acceptable” from at least 60% 

of those voting. Should the Dean deem it necessary to appoint a Head other than the 

Department’s first choice or to appoint a Head who did not receive at least a 60% approval 

rating, the Dean will meet with the faculty to explain the decision. 

 

H. EXTERNAL DEPARTMENT HEAD SELECTION.  With the approval of the Dean, the 

English Department may elect to conduct a national search for the position of Head.  In such 

a case, the Department will follow the procedures described in the College procedure for the 

“Selection of Unit Administrators” with the following addendum:  In addition to the 

Chairperson chosen from outside the Department, the Search Committee will contain four 

English Department members, representing faculty members from each rank, plus a tenured-

at-large member. These will be elected in accordance with procedures for electing Personnel 

Committee members. See section I.B.2 of these Guidelines. 

 



PERSONNEL COMMITTEE GUIDELINES  31 

 

I. TEMPORARY REPLACEMENT OF THE HEAD.  In the event that the Department Head is 

unable to serve because of illness, injury, or other unforeseen circumstances, the Associate 

Head of the Department will confer with the Dean about temporarily assuming the 

Department Head responsibilities. Only in extraordinary circumstances should this 

arrangement continue beyond one semester. If the Head will not be able to return as Head 

after one semester, the Personnel Committee Chair will implement the Department Head 

selection process. 

 

XII. Guideline on AMENDING THE ENGLISH DEPARTMENT PERSONNEL GUIDELINES 

 

These Guidelines may be amended with the vote of 2/3 of the English faculty.  Such 

amendment(s) should be formulated or reviewed by the Personnel Committee prior to 

submission to the faculty for a vote.   

 

XIII. English Department Faculty: GENERALIZED JOB DESCRIPTIONS BY ACADEMIC RANK 

 

A. TEACHING ASSISTANT AND ASSOCIATE 

 

1. Qualifications: A teaching assistant must hold a bachelor’s degree—a teaching associate 

the master’s degree—in English or a closely related field from an accredited institution of 

higher learning.  To be considered for appointment, an individual must gain admission to 

the Graduate College of OSU to an English graduate program and must provide strong 

recommendations from teachers in the discipline and/or employers testifying to the 

individual’s academic and/or job-related ability and achievement. 

 

2. Duties: A TA’s duties include teaching courses or tutoring, as well as associated 

responsibilities. After two semesters of residence, a TA may be asked by the Department 

Head to carry out administrative assignments such as serving on committees and in 

supervisory capacities in multiple-sectioned courses. 

 

3. Appointment and Evaluation: TAs are appointed by the Department Head, acting on the 

recommendation of the TA and Lecturer Selection Committee.  They are annually 

evaluated for reappointment by their faculty supervisor, the TA and Lecturer Committee, 

and the Department Head on the basis of their teaching effectiveness, administrative 

competence, professionalism, and standing in their degree programs. 

 

B. LECTURER 

 

1. Qualifications: A Lecturer must hold at least a master’s degree in English from an 

accredited institution of higher learning, or the equivalent in appropriate training and/or 

professional experience.  To be considered for appointment, an individual must also 

furnish strongly supportive recommendations from former employers in the profession 

and/or former teachers, testifying to the individual’s teaching ability and/or 

achievements. 
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2. Duties: A Lecturer’s duties include effective teaching, including all duties and 

responsibilities associated with such activity.   

 

3. Appointment and Review: Lecturers are appointed by the Department Head, acting on the 

recommendation of the TA and Lecturer Selection Committee. They are evaluated for 

reappointment by their faculty supervisor, the TA and Lecturer Selection Committee, and 

the Department Head on the basis of their teaching effectiveness and professionalism. 

 

C. VISITING FACULTY 

 

1. Qualifications: Visiting Faculty, to be considered for appointment, should possess 

qualifications that reflect the particular rank (Assistant, Associate, Professor) for which 

they seek that appointment. 

 

2. Duties: The duties of Visiting Faculty include effective teaching of undergraduate 

courses, including all duties and responsibilities associated with such teaching; they are 

also encouraged to undertake activities beyond the scope of the Department such as 

publication in professional journals, or participation in professional organizations or at 

professional meetings.  Visiting Faculty may teach graduate courses and may serve on 

graduate student advisory and examination committees, but they may not direct theses or 

dissertations and may not serve as graduate student advisors.  Visiting Faculty may attend 

departmental meetings, but do not serve on ad hoc and standing departmental or college 

committees, or vote on departmental or college business. 

 

3. Appointment and Review: Visiting Faculty are appointed following a national search.  

According to the Faculty Handbook Supplement, Appendix D (1.7.6.2), Visiting Faculty 

appointments “shall not exceed three years and shall not be renewed.”  

 

D. TEACHING FACULTY 

 

1. Qualifications: Teaching Faculty, to be considered for appointment, should possess 

qualifications that reflect the particular rank (Assistant, Associate, Professor) for which 

they seek that appointment. 

 

2. Duties: The duties of Teaching Faculty primarily involve effective teaching of 

undergraduate courses, including all duties and responsibilities associated with such 

teaching. If a Teaching Faculty member’s offer letter includes a provision for 

research/creative activity, they may also be encouraged to undertake activities beyond the 

scope of the Department such as publication in professional journals, or participation in 

professional organizations or at professional meetings. Teaching Faculty may teach 

graduate courses and may serve on graduate student advisory and examination 

committees, but they may not direct theses or dissertations and may not serve as graduate 

student advisors. Teaching Faculty may attend departmental meetings, they may serve on 

ad hoc and standing departmental or college committees, and they may vote on 

departmental or college business, with the exception of any matters involving the hiring 

and promotion of tenure-track faculty. 
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3. Appointment: Teaching Faculty are appointed following a national search. According to 

the College of Arts and Sciences’ “Personnel Procedures for Non-Tenure-Track Faculty,” 

non-tenure-track faculty appointments, including Teaching Faculty appointments, “are 

renewable appointments not subject to the seven-year probationary period application to 

tenure-track faculty.” Although tenure cannot be awarded to individuals appointed to 

these positions, appointees may apply for a tenure-track position should one become 

available. A renewable term of appointment for Teaching faculty members may range 

from one (1) to five (5) years and will be determined by the Head (as outlined in the 

position announcement and offer letter) following appropriate faculty counsel and 

availability of funding.  

4. Review:  

a. During the first year of a multi-year appointment, the faculty member will be in 

probationary status for the first six months of the appointment. Before the completion 

of the first six months of appointment (having secured written evaluations from 

pertinent program faculty and any other appropriate assessments), the Head will 

conduct a preliminary Appraisal & Development evaluation of the faculty member. If 

performance is not satisfactory, the individual will have an opportunity to address 

their shortcomings over the next three months, at the end of which the Head, having 

sought out appropriate faculty counsel, will indicate whether the candidate has 

satisfied expectations sufficient to continue serving the specified contractual review 

period outlined in the offer letter. 

b. Teaching faculty members will participate in the annual Appraisal & Development 

(A&D) process and be evaluated by the Head. Criteria for performance appraisal will 

be similar to those for tenure-track faculty except that instruction, outreach, service, 

clinical and/or extension activities will be the primary performance indicators. This 

A&D process is conducted yearly to determine whether an individual has adequately 

satisfied expectations to continue serving the specified contractual period outlined in 

their offer letter. 

5. Reappointment:  

 

a. Reappointment to a new term of service is contingent upon the availability of funds 

and satisfactory performance as determined through performance appraisal.  

 

b. Teaching faculty will be evaluated for reappointment based on their identified 

responsibilities as defined in their individual employment contracts. 

 

c. In the final year of a Teaching faculty member’s multi-year contract, they will go 

through a formal reappointment review, which is a more rigorous process than the 

annual A&D review conducted by the Head. A possible outcome of this review is a 

new multi-year contract.  

 

d. When considering the reappointment of a non-tenure track faculty member to a new 

multi-year term, the unit personnel committee must include at least one non-tenure 
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track faculty member of a higher rank than the candidate. If no person holding this 

rank is available in the unit, then it is appropriate to invite an individual at this rank 

from another academic unit or college at OSU to serve in this capacity.  

 

e. Criteria for performance appraisal will be similar to those for tenure-track faculty 

except that instruction, outreach, service, clinical and/or extension activities will be 

the primary performance indicators. Candidates should review sections III.C.1 and IV 

above.  

 

f. For guidance on compiling the portfolio, candidates should review A&S Guidelines, 

Attachment B “Personnel Procedures for Non-Tenure Track Faculty” (p 17).  

 

6. Promotion:  

 

a. Normally, Teaching Faculty will be eligible to seek promotion after five years in their 

current rank. However, see Section VI.A.  

 

b. Candidates who seek promotion must make their intent known to the unit 

administrator on or before November 1. 

 

c. Teaching faculty will be evaluated for promotion based on their identified 

responsibilities as defined in their individual employment contracts.  

 

d. When considering the promotion of non-tenure track faculty members, the unit 

personnel committee must include at least one non-tenure track faculty member of a 

higher rank than the candidate. If no person holding this rank is available in the unit, 

then it is appropriate to invite an individual at this rank from another academic unit or 

college at OSU to serve in this capacity.  

 

e. To be considered for promotion, candidates must reach a level of competence 

appropriate to the next rank in all areas of their responsibility, as judged by the 

faculty of the unit. For Teaching faculty, instruction, outreach, service, clinical and/or 

extension activities will be the primary performance indicators in the promotion 

review.  

 

f. The successful candidate for promotion to Associate Teaching Professor, or for 

promotion from Associate Teaching Professor to Full Teaching Professor, must have 

a demonstrated record of excellence in teaching. Teaching Professors who have 

research, administration or professional activities as a percentage of their 

appointment should demonstrate a continued record of productivity appropriate to 

their workload. Finally, the successful candidate for promotion should have a record 

of service to their program, the department or the University that enhances the quality 

of faculty, graduate and/or undergraduate life. Criteria used in the performance 

appraisal in these areas will be similar to those for tenure-track faculty, as defined in 

sections III.C.1 and IV above.  
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g. Teaching Faculty with a particular focus on public engagement and/or diversity, 

equity, and inclusion are invited to include information about those activities in their 

self-assessment statements and in the portfolio.  

 

h. Candidates should review A&S Guidelines, Attachment B “Personnel Procedures for 

Non-Tenure Track Faculty” (p 18) for guidance on compiling the portfolio. 

 

E. ASSISTANT PROFESSOR 

 

1. Qualifications: An Assistant Professor of English must hold the Ph.D. degree in English 

or appropriate discipline from an accredited institution of higher learning.  To be 

considered for appointment, an individual must also furnish strongly supportive 

recommendations from former professional employers and/or colleagues and/or former 

teachers.  The individual’s professional credentials must also evidence appropriate 

activity or the capacity therefore in the areas of scholarly research and publication and/or 

creative achievement, in addition to capacities and/or achievement in the areas of 

teaching and/or extension work. 

 

2. Duties: An Assistant Professor’s duties include effective teaching of undergraduate and 

graduate courses, including all duties and responsibilities associated with such teaching, 

and may also include supervision of graduate and undergraduate student teaching 

assistants and other faculty members.  The Assistant Professor’s duties may also include 

service on graduate student committees, the appropriate supervision of graduate student 

research, and graduate student advising.  The Assistant Professor can also expect to serve 

on ad hoc and standing Department and College committees.  The Assistant Professor 

shall undertake and continue serious professional activities as evidenced by publication 

of research materials in refereed journals and books.  The Assistant Professor may 

develop substantial course and curriculum materials, exhibit artistic achievement through 

invited readings or presentations, or participate in extension programs.  The Assistant 

Professor should also undertake activities beyond the scope of the Department such as 

participation in the publication of professional journals, in professional organizations, or 

in professional meetings. 

 

3. Appointment and Review: Assistant Professors of English are appointed, reviewed, and 

evaluated with respect to reappointment, promotion, and tenure in accordance with 

University and College guidelines and Department procedures, as variously published by 

the appropriate administrative entities in the Faculty Handbook, University Policy and 

Procedures 2-0902, College of Arts and Science Policies and Procedures manual, and 

the English Department Personnel Guidelines. 

 

F. ASSOCIATE PROFESSOR 

 

1. Qualifications: In addition to the qualifications required for the position of Assistant 

Professor, the Associate Professor of English must, to be considered for appointment, 

furnish strongly supportive recommendations from former professional employers and 

colleagues, and should be able to solicit recommendations from other members of the 
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profession.  The individual’s professional credentials must evidence significant and 

substantial accomplishment in the areas of scholarly research and publication and/or 

creative achievement, in addition to a record of superior achievement in the areas of 

teaching and/or extension work.  The individual’s credentials should, generally, reflect 

the development of professional maturity as manifest in the establishment of a 

professional reputation beyond merely local reference.   

 

2. Duties:  In addition to the duties required of an Assistant Professor, an Associate 

Professor of English is expected to exhibit a professional life of tangible breadth and 

depth, evidenced in consistent research and/or creative activity, active participation in 

professional organizations, and recognized teaching excellence and/or professional 

consulting activity.  An Associate Professor of English can expect to serve as supervisor 

of graduate theses and dissertations, and to serve on various standing and ad hoc 

committees in the College and University.  The Associate Professor is also responsible 

for providing leadership in developing the instructional program in an area of expertise 

and for attracting high-quality students to that teaching or research program at the 

undergraduate and graduate levels.   The Associate Professor must also demonstrate 

leadership in support of Department programs and undertakings.  He is expected to 

establish and maintain a reputation for excellence in standards and achievement of at 

least regional scope. 

 

3. Appointment and Review: Associate Professors of English are appointed, reviewed, and 

evaluated with respect to reappointment, promotion, and tenure in accordance with 

University and College guidelines and Department procedures, as variously published by 

the appropriate administrative entities in the Faculty Handbook, University Policy and 

Procedures 2-0902, College of Arts and Science Policies and Procedures manual, and 

the English Department Personnel Guidelines. 

 

G. PROFESSOR 

 

1. Qualifications: In addition to meeting the requirements for an Associate Professor, the 

Professor of English will have established a highly meritorious record in the following 

areas of responsibility: instruction, research, extension, and professionalism—as judged 

by Departmental administrators, peers (both on campus and off campus), and other 

appropriate off-campus professionals.  The Professor shall also be recognized nationally 

as a highly competent professional.  The individual’s credentials should reflect an 

established professional maturity. 

 

2. Duties: The Professor of English in addition to the duties of the Associate Professor of 

English, is responsible for providing leadership in developing the institutional program(s) 

in the area of the person’s expertise, and for attracting high-quality students to teaching 

or research programs or both.  A Professor of English must exhibit leadership in all 

appropriate professional roles locally, regionally, and nationally.  The Professor of 

English will discharge successfully the tasks assigned on a Departmental, College, and 

University level and, as appropriate, develop and coordinate Departmental extension 

programs.  The Professor of English will contribute significantly to local, regional, and 
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national organizations, and be competent to engage in important consulting work.  The 

Professor of English must exhibit the highest caliber of instructional and scholarly skills, 

and be both responsible for and capable of providing leadership for the overall 

development of the Department, the College, and the University. 

 

3. Appointment and Review: The Professor of English holds a tenured appointment.  The 

Professor of English will receive written appraisal of personal effectiveness according to 

the Guidelines of the Department of English, the procedures described in the Faculty 

Handbook, and the Personnel Procedures documents of the University and College of 

Arts and Sciences. 

 

4. Regents Professor:  To be awarded this permanent position, departmental nominees 

should be recognized by nationally/internationally respected colleagues for influential 

contributions and accomplishments within their discipline. Evidence to support the 

nomination should include original publications, letters of support from 

national/international scholars in their field of expertise, participation in international and 

national symposia, a successful record of obtaining extramural support, and recognition 

of special awards for scholarly and professional contributions to one’s area of expertise. 

Teaching excellence must be documented by unit administrators, peers, and students or 

indicated by previous teaching awards granted by student or faculty groups.  Outstanding 

performance in extension or outreach activities will also be considered. 


