SAMPLE PROGRESS TOWARD TENURE LETTER – 1

(faculty member in this example is in third year of probationary term)

April   , 2010
Dr. John Doe

Department of ________

East Carolina University

Dear Dr. Doe:

In accordance with the current Appendix D of the Faculty Manual, this letter informs you, as a non-tenured faculty member completing the third year of your probationary term, of your progress toward tenure.  This letter is not an annual evaluation but rather represents an assessment of your cumulative accomplishments to date and the unit’s ongoing expectations. As required by Appendix D, the unit administrator and the Department of _________ Tenure Committee share responsibility for preparation of your progress toward tenure letter.    

The purpose of this letter is to provide you with a clear assessment of your achievements and performance level to date in relation to the unit’s expectations for reappointment and subsequently conferral of permanent tenure.  Further, it is our goal that you be successful; therefore, we provide specific suggestions to help you meet these expectations during the remainder of your probationary term.  Please review the department’s approved promotion and tenure criteria contained in the unit code.  If you cannot locate this document, please contact one of us immediately.  It is important that you review these guidelines, because our failure to reference a specific area in this progress report does not invalidate any requirements for conferral of permanent tenure.  
Teaching/Advising.  We have mutually agreed that the relative weight assigned to your teaching responsibilities over the first three years of your appointment has averaged 40 percent (30%, 40%, and 50% respectively).   As you know, our unit uses several methods to evaluate teaching, including results from peer observation, university-required Student Opinion of Instruction (SOIS), and ___[cite other methods used in unit]__.   Your teaching was rated as “Good” on your 2006-2007 annual faculty evaluation.  For the 2007-2008 academic year, your annual faculty evaluation reported teaching as “Very Good.”  The teaching ranking from your annual faculty evaluation for 2008-2009 is also “Very Good.”  These documents indicate that your strengths in teaching are:  __[be specific]_______ and that you have shown improvement over these three years.  In addition to your classroom responsibilities, you have served as academic advisor to undergraduate majors and mentored graduate students enrolled in the ________ [program area] graduate program.  You have served as a member of ____ (number) thesis committees.  A review of course materials (list the materials reviewed, such as course syllabi, etc.) contained in the PAD submitted for your reappointment in 2007–2008 revealed appropriately detailed planning and clear communication with students.  Each annual evaluation represents only your accomplishments during that specific year.  While we have not identified any areas of significant 
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overall weakness, we encourage you to continue to enhance the quality of your teaching at every opportunity since teaching is the primary consideration for conferral of tenure.  At this time, your overall cumulative performance in the area of Teaching/Advising meets the unit’s expectations.   
Research/Creative Activity.  We have mutually agreed that the relative weight assigned to your research responsibilities for the years 2006– 2009 (first three years of your probationary term) has averaged 35 percent (30%, 35%, 40% respectively).  Your 2006-2007 annual report indicates that you published two articles in departmentally recognized peer-reviewed journals, one as first author.  In addition to these two articles, a review of your PAD submitted in 2007 - 2008 for reappointment review indicates that during your first two years at East Carolina University you presented a total of four papers at national conferences, published two abstracts and two articles in conference proceedings, and published four monographs.  Your priority score on a grant proposal submitted during this academic year (2008-09) to the _________ Agency, although not in the fundable range, did indicate that the grant may be resubmitted and should have a good chance of funding next year.   External funding is an expectation of probationary faculty who receive start-up funds.  In regard to start-up funds, we remind you that, in recognition of your research potential, your initial appointment in 2006 included $_______ in start-up funds for your research program.  Thus, the expectations for your research productivity are established in recognition of these additional resources which are not available to all faculty members.  While your research accomplishments at this point in time meet our expectations, in order to achieve the level of excellence for peer-reviewed publications, particularly as primary author, that is expected in our department’s tenure and promotion criteria, it will be essential that you increase the number of articles published in our discipline’s recognized peer-reviewed journals during the next two academic years.  To assist you in meeting these expectations, you have been given one course (3 s.h.) reassigned time for research for the coming year (2009-10).  If there is anything we can do to assist you in strengthening your grant proposal for resubmission or any other aspects of your research goals, please let us know.

Professional Service.  We have mutually agreed that the relative weight assigned to your professional service responsibilities for the past three years has averaged 25 percent (20%, 25%, and 30% respectively).  You have served on two departmental committees, one school committee, and one regional committee.  Your professional service contributions for the first three years of your probationary term meet the unit’s expectations.  In order to strengthen your research achievements for the coming year, we have agreed to reduce your committee assignments within the department next year (2009-10).  In addition, we have agreed to a reduction of your professional service relative weight for the coming year to 15 percent.   We remind you that service cannot be weighted higher than either teaching or research in the overall expectations for conferral of permanent tenure.   
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As a probationary faculty member at the rank of Assistant Professor, who is completing the third year of that probationary term, overall you are meeting the department’s expectations at this point in your probationary term.  However, in order to meet our department’s expectations for conferral of tenure in the area of research, it is essential that you increase your productivity in the area of peer-reviewed publications, while continuing to meet the unit’s expectations for performance in teaching and service, through the remaining years of your probationary term.  

As your probationary term progresses, we remind you that next year (2009-2010) is your fourth year and you will be required to undergo another reappointment review.  As soon as possible, please consult the relevant provisions regarding reappointment, tenure, and promotion (if applicable) of the Faculty Manual, including Appendix C, Appendix D, Part XII and Part XIII, located at the following website:

http://www.ecu.edu/fsonline/manual/facultymanual.cfm
for further guidance concerning the required documentation and process for review.  

As an Assistant Professor whose probationary term began August 2006, you will be notified no later than twelve months before the end of your seventh continuous year of employment whether you will be recommended for permanent tenure.  Contingent upon successful reappointments, the decision to confer, or not to confer, permanent tenure will be made in the 2011-2012 academic year, according to the policies and procedures outlined in the Faculty Manual.  Please be aware that meeting expectations in your progress toward tenure does not imply that tenure will be conferred by the university.

As you know, qualification for promotion to the rank of Associate Professor is expected at the time of consideration for permanent tenure.  According to Appendix D, conferral of permanent tenure without promotion to Associate Professor would be very unusual.

Thank you for all that you do for the Department of _____.  We value your contributions to the university and to the profession, and it has been a pleasure to work with you this year.  Please do not hesitate to let us know if we may be of any assistance or provide you with any additional information.

Sincerely,





Sincerely,

Department Chair




Chair, Personnel Committee








(representing the Tenure Committee)

cc:
Dean, School/College of _____________

Provost and Senior Vice Chancellor for Academic and Student Affairs


Personnel File

Note:  The signature below signifies that the faculty member has received and discussed this report of progress toward tenure with the unit administrator and a representative of the unit tenure committee.  It does not necessarily indicate agreement with its contents.

Report Received _____________________________  Date _____________





Signature

SAMPLE PROGRESS TOWARD TENURE LETTER – Second Year
April   , 2010
Name

Address

Dear Dr. _________________:

In accordance with the current Appendix D of the Faculty Manual, this letter informs you, as a non-tenured faculty member completing the second year of your probationary term, of your progress toward tenure.  This letter is not an annual evaluation but rather represents an assessment of your cumulative accomplishments to date and the unit’s ongoing expectations. As required by Appendix D, the unit administrator and the Department of _________ Tenure Committee share responsibility for preparation of your progress toward tenure letter.  

The purpose of this letter is to provide you with a clear assessment of your achievements and performance level to date in relation to the unit’s expectations for reappointment and subsequently conferral of permanent tenure.  Further, it is our goal that you be successful; therefore, we provide specific suggestions to help you meet these expectations during the remainder of your probationary term.  Please review the department’s approved promotion and tenure criteria contained in the unit code.  If you cannot locate this document, please contact one of us immediately.  It is important that you review these guidelines, because our failure to reference a specific area in this progress report does not invalidate any requirements for conferral of permanent tenure.  
Teaching/Advising.  We have mutually agreed that the relative weight assigned to your teaching responsibilities for the first two years of your appointment has averaged 35 percent (30% and 35%, respectively).   As you know, our unit uses several methods to evaluate teaching, including results from peer observation, university-required Student Opinion of Instruction (SOIS), and ___[cite other methods used in unit]__.   Your teaching was rated as “Good” on your 2008-2009 annual faculty evaluation.  Your peer observers indicated that your lectures were well-organized and that you appropriately engaged your students in discussions.  SOIS results from 2008-09 generally indicate that students believe you are an effective teacher.  For the 2009-2010 academic year, annual faculty evaluations are not yet finalized.  However, based on the available information from your annual report, it appears that you have completed at least two faculty development workshops related to teaching, including “Course Design” and “Winning Teaching Styles.”  Collectively, all of the available information seems to indicate that your strengths in teaching are:  __[be specific]_______ .  In addition to your classroom responsibilities, you have served as academic advisor to undergraduate majors and mentored graduate students enrolled in the ________ [program area] graduate program.  You have served as a member of ____ (number) thesis committees.  A review of course materials (list the materials reviewed, such as course syllabi, etc.) contained in the PAD you submitted in February 2009 revealed ___________ (give examples of items from the materials that are “best practices” and other specifics).  
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Please be reminded that each annual evaluation represents only your accomplishments during that specific year.  While it is still early in your probationary term and we have not identified any areas of significant overall weakness, we encourage you to continue to enhance the quality of your teaching at every opportunity since teaching is the primary consideration for conferral of tenure.  Continued professional development in teaching is always a wise activity.  At this time, your overall cumulative performance in the area of Teaching/Advising meets the unit’s expectations. 

Research/Creative Activity.  We have mutually agreed that the relative weight assigned to your research responsibilities for the years 2008– 2010 (first two years of your probationary term) has averaged 40 percent (40% and 35% respectively).  Your 2008-2009 annual report indicates that you published one article in a departmentally recognized peer-reviewed journal.  While you are the first author on this article, it is important to note that this article was based primarily on research conducted during your doctoral studies and prior to your appointment at ECU.  In addition to this article, a review of your PAD submitted in February 2009 for reappointment review indicates that you have presented a total of four papers at national conferences, published two abstracts and two articles in conference proceedings, and published four monographs.  Based on your annual report, your priority score on a grant proposal submitted during this academic year (2009-2010) to the _________ Agency, although not in the fundable range, did indicate that the grant may be resubmitted and should have a good chance of funding next year.   While your research accomplishments at this point in time meet departmental expectations, in order to achieve the level of excellence for peer-reviewed publications, particularly as primary author,  expected in our department’s tenure and promotion criteria, it will be essential that you increase the number of articles published in our discipline’s recognized peer-reviewed journals.  Your next reappointment review will occur in spring of 2012; we recommend that you concentrate your research efforts in securing external grant funding and in increasing the number of peer-reviewed journal articles that are published during the next two academic years.  To assist you in meeting these expectations, you have been given one course (3 s.h.) reassigned time for research for the coming year (2010-11).  If there is anything we can do to assist you in strengthening your grant proposal for resubmission or any other aspects of your research goals, please let us know.
Professional Service.  Your relative weight assigned to professional service responsibilities averages 25 percent for ___ years (You may choose to report each year’s weights).  You have served for the past two years as faculty sponsor of the ________ student honor society.  You serve on the masters thesis committee for Charles Smith.  You organized a regional workshop on _______ last year.  You serve on the department’s graduate studies committee.  We would evaluate your service contributions as very good.
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As a probationary term faculty member at the rank of assistant professor, who is completing (his or her) second year of the probationary term, you are meeting unit expectations in your overall progress toward tenure.  As your probationary term progresses, we remind you that you will undergo another reappointment review in the academic year 2011-2012 (your fourth year).  In order to meet our department’s expectations for conferral of tenure, your PAD needs to document significant positive progress toward the tenure expectations in all areas.  In particular, it is essential that you increase your productivity in the area of peer-reviewed publications, while continuing to meet the unit’s expectations for performance in teaching and service, through the remaining years of your probationary term.  
As an Assistant Professor whose probationary term began August 2008, you will be notified no later than twelve months before the end of your seventh continuous year of employment whether you will be recommended for permanent tenure.  Contingent upon successful reappointments, the decision to confer, or not to confer, permanent tenure will be made in the 2013-2014 academic year, according to the policies and procedures outlined in the Faculty Manual.  Please be aware that meeting or exceeding the unit’s expectations for tenure does not imply that tenure will be conferred by the university.

As you know, qualification for promotion to the rank of Associate Professor is expected at the time of consideration for permanent tenure.  According to Appendix D, conferral of permanent tenure without promotion to Associate Professor would be very unusual.  Please consult Appendix C, Part XII, Part XIII, in addition to Appendix D, of the Faculty Manual for further guidance concerning the required documentation and process for reappointment, promotion, and permanent tenure reviews.  

It has been a pleasure to work with you this year, and we look forward to your future contributions to our academic programs.

Sincerely,





Sincerely,

Department Chair




Personnel Committee Chair








(representing the Tenure Committee)
cc:
Dean, College of __________

Provost and Senior Vice Chancellor for Academic and Student Affairs

Members of the Tenure Committee

Personnel File
Note:  The signature below signifies that the faculty member has received and discussed this report of progress toward tenure with the unit administrator and a representative of the unit tenure committee.  It does not necessarily indicate agreement with its contents.

Report Received _____________________________  Date _____________

SAMPLE PROGRESS TOWARD TENURE LETTER - 3

(faculty member in this example is in fourth year of probationary term)

April    , 2010
Name

Address

Dear Dr. ___________:

In accordance with Appendix D of the Faculty Manual, this letter informs you, as a non-tenured faculty member completing the fourth year of your probationary term, of your progress toward tenure.  This letter is not an annual evaluation but rather represents an assessment of your cumulative accomplishments to date and the unit’s ongoing expectations. As required by Appendix D, the unit administrator and the Department of _________ Tenure Committee share responsibility for preparation of your progress toward tenure letter.  Please be aware that meeting or exceeding the unit’s expectations for tenure does not imply that tenure will be conferred by the university.

The purpose of this letter is to provide you with a clear assessment of your achievements and performance level to date in relation to the unit’s expectations for conferral of permanent tenure.  Further, it is our goal that you be successful; therefore, we provide specific suggestions to help you meet these expectations during the remainder of your probationary term.  Please review the department’s approved promotion and tenure criteria contained in the unit code.  If you cannot locate this document, please contact one of us immediately.  It is important that you review these guidelines, because our failure to reference a specific area in this progress report does not invalidate any requirements for conferral of permanent tenure.  
Evaluation of Teaching/Advising:  Your teaching relative weight has averaged 35 percent (___%, ___%, ___% and ___% respectively).  In order to provide you with greater opportunity for success, during the first two years of your probationary term you were given a reduced teaching load with assignments of two or three undergraduate courses (3 s.h. each) each semester during the academic years 2006-2008.  In addition, during the semesters when you taught only two undergraduate courses, you taught at least one graduate-level course in your area of specialization.  Unfortunately, even with a reduced teaching load, annual evaluations of your teaching during the preceding three years (2006-07 through 2008-09) consistently rated your performance level as poor.   In addition, narrative statements on the annual faculty evaluations for the years _____ and ____ indicate that significant improvement in your teaching is essential.  Peer evaluations of your teaching report areas of weakness in________, (specify examples from peer teaching evaluations).  These peer evaluations, as well as results reported on the university-administered Student Opinion of Instruction (SOIS) surveys, confirm the poor performance suggested by other unit-approved methods of evaluating teaching.  Based upon concerns expressed in previous progress toward tenure letters, your teaching assignments were reduced for an additional year (total of three years of reduced teaching loads).  Further, the department chair and members of the Tenure Committee suggested that you pursue faculty development programs Name
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to improve teaching skills offered by the ECU Office of Faculty Excellence.  In the progress toward tenure letter delivered to you in spring 2009, you were advised that your teaching 
performance failed to meet the unit’s expectations, and the department chair and members of the Tenure Committee suggested that you immediately request help from Dr. ________, who consistently receives outstanding teaching evaluations and has been nominated for several university teaching awards.  We remain very concerned that your performance level in the area of teaching fails to meet our unit’s expectations for tenure.  Unfortunately, there is little time remaining in your probationary term to address the deficiency in your teaching performance level.
Evaluation of Research/Creative Activity:  As indicated above, your teaching load was reduced for a total of three academic years to allow maximum progress in reaching the department’s expected level of research productivity.   During your probationary period, the relative weight assigned to research/creative activity has averaged 40 percent (__%, __%, ___% and __% respectively).  According to your annual reports, you submitted no grant proposals, nor have you submitted any abstracts or articles during the previous three years.  Each of the preceding progress toward tenure letters has encouraged you to increase your scholarly productivity, and this academic year you submitted one manuscript to a peer-reviewed journal.  Your annual report indicates that this manuscript must be resubmitted after revisions.  In order to meet the department’s minimum research productivity expectations, you must publish articles in peer-reviewed journals.  We do not consider your record of research and publication to have met our department’s criteria for someone in his/her fourth year on the faculty; therefore, your performance level in research/creative productivity fails to meet expectations.  
Evaluation of Professional Service:  Your relative weight in the area of professional service has averaged 25 percent (__%, __%, and __% respectively) during the four years of your probationary term.  You served on four departmental committees.  You serve as director of the ________ program in the department.  You are secretary/treasurer of the _________ chapter of the ______________ professional society.  We evaluate your service as excellent.  However, in view of the Faculty Manual provisions that service cannot outweigh research or teaching, we remind you that your excellent performance in service will not overcome your failure to meet performance expectations in areas of teaching/advising and research/creative activities.

Summary:  Overall, at this time your performance level fails to meet unit expectations for conferral of permanent tenure.  Although you were reappointed during your second year based on evaluation of your potential future contributions and to give you the greatest opportunity to overcome the deficiencies in your teaching and research, we regret to inform you that your faculty performance level remains well below unit expectations.  We regret to inform you that we do not believe you will be reappointed after review of your PAD this semester.  If you are reappointed for the final two years of your probationary term, unless there is an extraordinary improvement in both your teaching and research performance levels, we will be unable to 
Name 
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recommend that you receive permanent tenure during your sixth year (2011-2012) as assistant professor.  In addition, qualification for promotion to the rank of associate professor is expected at the time of consideration for permanent tenure; and based on our evaluation of your performance level at this time, we would not be able to recommend your promotion to associate professor.
Please know that we provide this honest appraisal of your failure to meet unit expectations for tenure with the utmost compassion and sincere wish that your future professional goals will be achieved.
Sincerely,

Chair of Department


Chair of Department Personnel Committee (representing the Tenure Committee)
cc:
Dean, College of _____________

Provost and Senior Vice Chancellor for Academic and Student Affairs
Members of the Tenure Committee

Personnel File
Note:  The signature below signifies that the faculty member has received and discussed this report of progress toward tenure with the unit administrator and a representative of the unit tenure committee.  It does not necessarily indicate agreement with its contents.

Report Received _____________________________  Date _____________





Signature


SAMPLE PROGRESS TOWARD TENURE LETTER - 4

April    , 2010
Name

Address

Dear Dr. ___________:

In accordance with the current Appendix D of the Faculty Manual, this letter informs you, as a non-tenured faculty member completing the ____ year of your probationary term, of your progress toward tenure. This letter is not an annual evaluation but rather represents an assessment of your cumulative accomplishments to date and the unit’s ongoing expectations. As required by Appendix D, the unit administrator and the Department of _________ Tenure Committee share responsibility for preparation of your progress toward tenure letter.  

The purpose of this letter is to provide you with a clear assessment of your achievements and performance level to date in relation to the unit’s expectations for reappointment and subsequently conferral of permanent tenure.  Further, it is our goal that you be successful; therefore, we provide specific suggestions to help you meet these expectations during the remainder of your probationary term.  Please review the department’s approved promotion and tenure criteria contained in the unit code.  If you cannot locate this document, please contact one of us immediately.  It is important that you review these guidelines, because our failure to reference a specific area in this progress report does not invalidate any requirements for conferral of permanent tenure.  
Evaluation of Teaching/Advising: You have consistently been assigned the standard teaching load in the department (__ s.h.), and the relative weight assigned to the area of teaching has averaged 40 percent (report each year’s weight--__%, __%, etc.).  (Specify annual teaching evaluation results for each year, including results of all unit-approved teaching evaluation methods; state specific strengths and weaknesses in teaching.)  For the remaining years of your probationary term, you are encouraged to concentrate your efforts in ______________ (state areas that should be improved and suggest ways to improve these weak areas) to reach the level of excellence expected of a faculty member in the ____ year of the probationary term.  At this point in your probationary term, we evaluate your teaching performance as meeting expectations, but we do not want to mislead you.  Our department guidelines for tenure and promotion to associate professor require a performance level of very good to excellent.  We are very willing to assist you in identifying strong professional development opportunities to enhance your teaching performance, if you are amenable to our assistance.  
Evaluation of Research/Creative Activity:  Your relative weight for research responsibilities has averaged 40 percent (__%, __%, respectively).  This year (2009-2010) you presented one paper at a regional conference.  While your annual report states that you have some articles close to being ready for submission, you currently have no articles published, accepted, or under review in academic peer-reviewed journals.  As a faculty member in the ___ year of your probationary Name 
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appointment, this level of productivity in research fails to meet unit expectations.  At this point, your ability to reach our unit’s publication requirements for achieving tenure and promotion is in serious doubt.  Therefore, we encourage you to focus intensely during the coming year on generating peer-reviewed publications as the primary author.  We want to support your research efforts to the extent possible, so please contact us with specific suggestions for ways we can be of assistance in meeting your research goals. 
Evaluation of Professional Service: Your relative weight assigned to service responsibilities has averaged 20 percent (__%, __%, etc.) during the first ____ years of your probationary term.  You have been active on department, college, and university committees.  We evaluate your performance in the area of service as meeting unit expectations.  However, since you need to devote more of your time to your research efforts during the coming academic year, we suggest you not add additional professional service obligations at this time.  It may be in your best interest to reduce your committee service next year in order to focus more on research productivity. 
Summary:  Overall at this stage in your probationary period, you fail to meet the unit’s expectations for tenure, primarily because of your deficiency in the research area.  We strongly encourage you to immediately increase your peer-reviewed research publications in quality journals, with you as primary author.  In order to achieve the unit’s expectations for reappointment and ultimately be promoted and granted permanent tenure, your research productivity will need to greatly improve.  You will also need to maintain a level of excellence in teaching and service during the remainder of your probationary period.
As an assistant professor appointed in August 20__, you will be eligible for consideration of permanent tenure during your sixth year of appointment, provided that your appointment remains continuous.  If reappointed, the decision to confer, or not to confer, permanent tenure will be made in the 20__-20__ academic year, according to procedures outlined in the Faculty Manual.  We remind you that qualification for promotion to the rank of associate professor is expected at the time of consideration for permanent tenure.  

Sincerely,

Chair of Department


Chair of Department Personnel Committee

(representing the Tenure Committee)
cc:
Dean, College of _____________

Provost and Senior Vice Chancellor for Academic and Student Affairs
Members of the Tenure Committee


Personnel File
Note:  The signature below signifies that the faculty member has received and discussed this report of progress toward tenure with the unit administrator and a representative of the unit tenure committee.  It does not necessarily indicate agreement with its contents.

Report Received _____________________________  Date _____________





Signature
