Applying for Tenure and Promotion Guidelines: What follows is a collection of hints/recommendations from faculty who have been through the promotion or tenure process themselves, and from some who have also served on the Promotion or Tenure committees, or Promotion Appeals or Tenure Appeals committees. These guidelines were collected from the “Applying for Tenure and Promotion” workshops that have run each September since 1995.  This was created in July 2000.

1. Timelines given in the Collective Agreement (CA) are very important.

See Article 12 if Applying for Promotion.

See Article 13 if Applying for Tenure.

2. Follow the Qualifications by Rank (Q by R):  see Article 8 of the CA.

Address them in order, in your cover letter, and in your dossier.

The four areas to address are:

(a) Professional preparation:  include C.V., diplomas, certificates.

(b) Teaching:  adequate teaching is required.

   :  include course evaluations, good feedback, teaching awards. 

   : The compensatory clause:  See Article 8.3 in the CA and make 

     arguments accordingly in the cover letter, if teaching is so-so, 

     but research is very strong.

(c) Scholarship and Research:  see Section 8.2 in the CA.

: include copies of articles

: all articles if a junior faculty member.

:  key articles, ones in refereed journals, if a senior faculty

   member.

: include citations of your work, especially in science areas.

: need peer-reviewed research publications.

: Clause 8.1 deals with nontraditional research/disciplines.

: For Health Studies:  clinical practice can be used as Professional 

  activities, but make the case for it in your cover letter.

: For Education:  putting on workshops can be used as Professional 

  activities, but make the case for it in your cover letter.

: Must decide at the beginning if you are invoking the nontraditional idea 

  or the compensatory clause.  Cannot shift gears part-way through the 

  process.

(d) Service:  include letters of appreciation, committee work, newspaper articles 

   about your work, Historical society speeches and the like.

:  Not as important as research and teaching, but absence could be grounds 

   for denial.

3. For Tenure applications, present all your academic life.

4. For Promotion, present only work since your last promotion, at BU or elsewhere.

( except if making application to Full Professor and PA IV – then include all your academic life.

( Letters of reference (external) are required for promotion to full professor and PA IV and are very important.

5. Make the materials easy to read, and well-organized.

6. The cover letter is very important.

Some say keep it short (1-1 ½ pages).

Others say up to seven pages (6-7 pages).

Keep the letter concise, simple, and readable.  Point our your strengths.  Highlight

the items that you want people to pay attention to.

Make your case well.  The committee will notice how well you present your case. 


Point out if you are invoking the compensatory clause, and point to the clause in 

  
CA that you are invoking.  The compensatory clauses are 12.9 and 12.10.


Point out if non-traditional, in scholarly research and activity.  Clause 8.1 deals 

with nontraditional research/disciplines.


Make your case clearly in your cover letter if you are using the compensatory 

clause or nontraditional clause.

7. Organize your dossier well!  Make it as easy as possible for the committee members to find sections and items. Make a Table of Contents for your dossier.  Then if anything goes missing, there is evidence it was there, and can be replaced.  List all sections and contents.  Use page numbers.  Clearly label folders and organize them.

Start compiling your dossier early.  Save all documents!  Then as you prepare your application you can sift through and select which ones to include.

Do not make assumptions:  include all relevant documents.  Provide enough information so that committee members do not need to do external research (such as looking for your journal articles).

8. Use mentors to guide you and consult with along the way. Ask them to check your final cover letter and dossier (in time to make alterations, if necessary).

8. If invited to appear at the committees, you could check with the chair of the committee to see if there is a need.  Unless there is some point(s) that need clarification, reply that you do not plan to appear.  Answer honestly any questions asked by the committees.

9. Education, Music, and Student Services are “professional schools” and one should note the importance of service as being more important than for traditional faculties.  Make your case in your cover letter.  In this case your cover letter will tend to be longer. 

10. You can check on your file throughout the process.  One recommendation was that you check it after each level/committee in the process.

(  The Dean is to keep a record of all additions, 

(  and to tell you of any additions,

(  and you can rebut, in writing, any negative additions at any stage,

(  but you cannot introduce new material into the dossier after you submit it to the

    department.

( However, if an item is listed as a work-in-progress, you can inform at any stage if it

   goes to publication, or its status has changed in some way.

11. Note that committees change from year to year and therefore their interpretations of the Q by R criteria can change.

12. For the most part committees tend to be kind.

· For the Promotion process:


:

Apply to dept             Sends recommendation to the Dean           Meet with Dean.

     and

meet with dept.












       Both Dept. and Dean





       send recommendations





       to the University 





       Promotions Committee.












Sends recommendation to the President.




President makes a decision.







Applicant accepts decision 
    OR

Applicant appeals to the

     of the President.



Promotions Appeals Committee.

· For the Tenure process:


:

Apply to dept             Sends recommendation to the Dean           Meet with Dean.

     and

meet with dept.













       Both Dept. and Dean





       send recommendations





       to the Faculty Tenure 





       Committee.















Both the Faculty Tenure Committee







And the Dean send recommendations 







To the University Tenure Committee.











Sends recommendation to the President.




President makes a decision.







Applicant accepts decision 
    OR

Applicant appeals to the

     of the President.



Tenure Appeals Committee.

(  For Professional Associates applying for promotion:


( In the current CA (April 1, 1998 – March 31, 2002) see Article 12.10.

( Briefly, you must prove demonstrated activity and accomplishment in the 

   following:

(a) professional experience

(b) professional attainment

(c) community service

( If you should fall short in one of the three previous categories, you may still 

   qualify for promotion by showing excellence in the other two.

( Timeline:  

( Meet with your Dean or Director and gain his/her approval before Oct. 1

( Meet with your department and gain their approval before Oct. 15

( Forward the application to the Promotions Committee by Nov. 1

( Committee’s recommendations are sent to the President by Dec. 15

( Approval by the President is implemented by Jan. 31

( Salary adjustment takes place as of Apr. 1.

