New Mexico State University

Department of Psychology

Criteria for Faculty Evaluation, Promotion and Tenure

I.  Preface
The Department of Psychology is a Ph.D. granting department, which means most faculty must be active and productive in scholarly activities.  The expertise gained through such activity can then be used to enrich both graduate and undergraduate teaching programs.  Scholarship, teaching and service are accomplished in an environment that draws on the combined intellectual vitality of the department and of the University.  Department faculty may take on responsibilities of scholarship, teaching, and community service in differing proportions and emphases.  Irrespective of the emphasis assigned to differing activities, it is important that the quality of faculty contributions be rigorously evaluated and that the individual contributions of the faculty, when considered in aggregate, advance the goals of the department and the University.

Furthermore, it is a Departmental imperative that the evaluation of faculty contributions within the three function areas of teaching, scholarship, and service be congruent with the criteria outlined in the Department Policies, Procedures, and Functions Document.  The primary evaluative criteria are the quality and significance of scholarship.  Sustained and consistently high quality scholarship, and the promise for future exemplary scholarship, is considered more significant than the quantity of work done.

II. Promotion and Tenure Regulations

University policies regarding promotion and tenure supersede department and college policies.  These policies are stated in “New Promotion and Tenure Policy for New Mexico State University,” which came into effect on August 1st 2008.  The criteria for promotion and tenure are stated in Section 5.90.4 of the university document.

Candidates may temporarily suspend the promotion and tenure procedure in accordance with section 5.90.3.6.2 of the university document.

The department P&T Functions and Criteria document will be reviewed on a regular basis (at least every three years). This will be carried out by the P&T committee and subsequently reviewed by all the Faculty.  The Head of Department and the College will approve the revised document.  If policy changes are made, any faculty member currently in the pre-tenure or pre-promotion period may choose which policies apply to their review.  They may do this by informing the Head of Department of which policies they wish to apply.

Any appeals made about the decisions on promotion and tenure should be made using the appeals process outlined in the university Policy Manual, Sections 4.05.40 and 40.05.50.

III.  Evaluation
Accomplishments in the areas of scholarship, teaching, and service all enter into the evaluation of faculty performance.  Scholarly profiles will vary depending on an individual faculty member’s area of emphasis.  The weight to be given factors relevant to the determination of promotion, tenure, and merit necessarily varies with the individual faculty member’s determined role.  One must recognize that teaching, scholarship, and community service often overlap.  When a faculty member evaluates his or her individual intellectual and creative accomplishments it is more important to focus on the general criteria of the quality and significance of the work than to categorize the work.
Peers should focus on the quality and significance of work rather than on quantity of work when evaluating an individual’s achievements.  Scholarship, as defined in the Department Policies, Procedures, and Functions Document, is intended to be the primary criterion used in peer evaluation.

A.  Evaluation of Teaching
A significant factor in determining a faculty member’s merit is the individual’s accomplishments in teaching, mentoring, and curricular activities, consistent with the faculty member’s responsibilities.  Teaching activities include functions that directly service learners within or outside the university.  Scholars who teach must be intellectually engaged and must demonstrate mastery of knowledge in their field(s).  The ability to lecture and lead discussions, to create a variety of learning opportunities, to draw out students and rouse curiosity in beginners, to stimulate advanced students to engage in creative work, to organize logically, to evaluate critically the materials related to one’s field of specialization, to assess student performance, and to excite students to extend learning beyond a particular course and understand its contribution to a body of knowledge are all aspects of excellence in teaching.

Scholars often study pedagogical methods that improve student learning.  Evaluation of performance in this area should consider creative and effective use of innovative teaching methods, curricular innovations, and materials development.  Scholars who teach should disseminate promising curricular innovations to appropriate audiences and subject their work to critical review.

Scholars, who teach, mentor colleagues as well as students.  The success of the entire Department is intricately linked to the success of each individual faculty member.  Evaluation of performance in this area should consider sustained activity directed at assisting one another to achieve success as faculty members.

Evaluation of teaching and curricular contributions should not be limited to classroom activities. It also should focus on a faculty member's contributions to larger curricular goals (for example, the role of a course in laying foundations for other courses and its contribution to majors, or contributions to broad aspects of the discipline, general education or interdisciplinary components of the curriculum).  In addition, we recognize that student mentoring, academic advising, and thesis advising are important departmental functions.  Faculty may take on differential mentoring responsibilities as part of their personal scholarly agenda and these mentoring responsibilities are considered an extension of teaching. 

Contributions to knowledge in the area of teaching, mentoring, and curricular activities should be evaluated using the four expressions of scholarship.  Specifically, the Department values:

1. the development of new courses, the improvement of existing courses, and contributions to the ongoing development of the overall curriculum;

2. development of new, or modification of current, degree programs;

3. creative approaches to teaching, including the development and use of technologies that advance student learning;

4. active participation in the development and delivery of distance education courses given the growing importance of distance education to the mission of the Department and University;

5. accessibility to students and faculty;

6. the ability to relate to a wide variety of students and colleagues through advising and mentoring activities;

7. participation in the achievement of departmental goals, such as contributions to student retention and faculty development;

8. collaboration with students on research including the supervision of graduate student research;

9. participation in the achievement of larger University goals, such as contribution to interdisciplinary courses of study.

Evidence of teaching, mentoring and pedagogical accomplishments may include:

1. course syllabi, web content, outlines and other materials developed for use in courses;

2. documentation of the number and type of classes taught, new class preparations, the relative difficulty of preparing a class outside of a faculty member’s normal expertise, and the significant time and creative effort required to design and deliver distance education courses;

3. the results of assessments of student learning;

4. the results of formal student evaluation of the course and instructor;

5. the results of peer evaluation;

6. grant proposals and grants for the development of curriculum or teaching methods;

7. evidence of participation in faculty development activities;

8. evidence of sustained mentoring activity to colleagues within the Department;

9. documentation of the number of students advised, type of advising, and time spent in University advising sessions;

10. documentation reflecting the level of informal advising that occurs in an ad hoc fashion simply because a faculty member chooses to spend significant time in her or his office;

11. documentation of the number of graduate committees chaired, types of committees, membership on graduate committees within and outside of the department;

12. documentation of involvement with undergraduate honors theses, McNair students and similar activities;

13. honors and awards for teaching.

Teaching Evaluation Procedures.

A full teaching load is 12 credits.  Reductions to 6 credits are standard for those tenure-track/tenured faculty actively involved in the graduate program and who otherwise maintain an active research and service agenda.

Overall evaluations of teaching shall incorporate considerations of the number of classes and students taught, new class preparations, and relative difficulty of preparing a class outside of the faculty’s area(s) of expertise.

1. Faculty members are responsible for distributing to the students in each of their classes the standardized departmental student-course evaluation form.  This should be done by someone other than the course instructor and delivered to the Department Head directly.  These evaluations shall only be returned to the course instructor after grades have been submitted.  For web-based courses, the instructor, in conjunction with the Department Head, shall establish an evaluation survey system that includes the questions in the standardized evaluation form, but which is accessible only to members of the class and the Department Head.

2. Faculty are free to use additional methods to document teaching competence and effort including, but not limited to, syllabi, workbooks, exercises, assignments and activities.  Faculty are encouraged to include documentation of innovative teaching techniques such as group activities, service learning projects, and web-based assignments.

3. Yearly performance evaluations, which are completed in the fall, will include the teaching evaluations from the preceding fall, spring, and summer, although the amount of teaching, advising, and mentoring shall be calculated on a calendar year base.

B.  Evaluation of Scholarship 

A key factor in determining a faculty member’s merit in the Department of Psychology is the individual’s accomplishments in the area of scholarship.  This includes published contributions to knowledge in the appropriate field(s) and other professional or creative activities that are consistent with the faculty member’s responsibilities.  Understanding that scholarship often overlaps with teaching and community service, contributions to knowledge in the area of research and other creative activities should be evaluated using the criteria for quality and significance of scholarship.

Faculty should be engaged in ongoing scholarship that contributes to the field of psychology. Specifically, the Department values research and creative activities that:
1. advance the science of Psychology;

2. involve the collection and analysis of original data;

3. involve theoretical analysis that includes application, critique, development, testing, etc.;

4. result in publication in relevant peer reviewed journals;

5. result in the dissemination of the results of research activity at professional conferences;

6. can be, and are, integrated into one’s teaching and service activities;

7. increase the resource base of the department and result in funding for students; and

8. involve students in the research process.

Evidence of research accomplishments may include:
1. research/technical reports and presentations to the community, government  agencies, and academic audiences;*

2. scholarly journal articles, book chapters, and (co)edited or (co)authored books and monographs that are published or formally accepted for publication;*

3. grant proposals and funded grants;*

4. publishing scholarly materials in web pages or other alternative formats;* and

5. other activities, not mentioned, that are clearly consistent with the scholarship principles outlined in this document.*

*Faculty members are responsible for presenting evidence of accomplishment(s) in a format wherein the quality and significance can be easily and readily recognized and assessed during the peer review phase of the tenure and promotion process
C.  Evaluation of Service
Active participation in Departmental service is expected and required of all faculty members.

Beyond this baseline requirement, a significant factor in determining a faculty member’s advancement is the individual’s accomplishments in service that are consistent with a faculty member’s responsibilities.  

Specifically, the Department values:
1. collegiality, mutual respect, and honesty;

2. responsible and active departmental citizenship;

3. contributions to the daily operation of the college and university;

4. working to improve the college and university;

5. contributions to the academic community beyond NMSU; and

6. contributions to the larger community, state, and society.

Evidence of Service contributions includes:
1. membership on department committees and subcommittees;

2. membership on college and university committees;*

3. membership in the Faculty Senate;*

4. coordinating department programs;

5. serving on committees or directing professional organizations;

6. documented contributions, or influence on, public policy or professional practice; and

7. developing service oriented grants for the university and larger community.
IV.  Annual Evaluation Procedures:
1. All faculty are evaluated by the Department Head once a year.  Each faculty member must complete an annual performance evaluation form provided by the College.

2. Each faculty member will meet annually with the Department Head to determine the faculty member’s Departmental role and determine the distribution of effort to be assigned to the teaching, research and service activities that is appropriate with the faculty member’s determined Departmental role.  The established distribution of effort is relevant to yearly assessment, but is also cumulatively relevant to the promotion and tenure decision.

3. For non-tenured tenure track faculty, the determination of the faculty member’s Departmental role will be reflected in the annual Goals Document required by the College, serving as an agreement of what constitutes acceptable progress toward promotion and tenure as well as a guide for allocating individual annual activity.

4. Each year the non-tenured tenure track faculty member is to provide copies of all materials supportive of the faculty member’s scholarship accomplishments in each of the three main areas of activity (teaching, research, and service) to the Department Head and Chair of the Promotion and Tenure Committee.  These supportive materials should become part of a cumulative record of yearly accomplishments maintained by the faculty member throughout the tenure-track probationary period.

V.  Promotion and Tenure Procedures:

1.  All tenured members of the department are members of the promotion and tenure committee. 

2.  At least 50% of the members must be present at a meeting of the committee to decide promotion or tenure.  In cases of promotion members of the committee of equal or higher rank than the candidate will form a subcommittee to make a decision on promotion.  In this case 50% of eligible members must be present.  In no case will there be fewer than three eligible members present at a P&T committee meeting.  The Head of the department will appoint external members whenever there are fewer than three eligible members.  There are no term limits on membership of the departmental P&T committee.
4.  The chair of the P&T will be appointed by the Head of department and will normally serve for three years in this position.
5.  An external member of the P&T committee will be appointed by the head of department and serve for a period of three years.

6.  The department head may request a meeting with the P&T committee at any time to discuss procedural matters.
7.  All deliberations and voting of the P&T committee will be held in closed session only among committee members.  A secret ballot will be held to determine the final decision of the committee.  Only members present at the meeting may vote.  All votes counts will be recorded.
8.  It is the right and obligation of members of the Promotion and Tenure Committee to have a reasonable opportunity to read files and to be present at Promotion and Tenure Committee meetings.  This applies to discussions and votes about annual progress of individual faculty members toward promotion and tenure.

9.  As members of the Promotion and Tenure Committee, tenured faculty evaluate each non-tenured tenure track faculty member annually (normally in the spring semester) and make a recommendation to the Department Head concerning reappointment.  Upon receiving this recommendation, the Department Head makes a recommendation to the Dean concerning reappointment of each non-tenured tenure track faculty member.  In accord with University policy, the Promotion and Tenure Committee or the Department Head may recommend renewal or non-renewal during any of the reviews.

10.  For final recommendations regarding tenure, reviews are initiated approximately six weeks before the deadline for tenure recommendations set by the College. 

The Annual review will be governed by the following procedures:

· Prior to the annual review all non-tenured faculty members should review their own personnel files and bring them up to date concerning their activities.  If the files seem to be inadequate in reflecting his/her contributions, the non-tenured faculty member should feel free to add statements to supplement the formal file.  He/she will be notified sufficiently in advance so that documents may be prepared carefully.

· Written statements and personnel files of non-tenured faculty members will be available for each tenured faculty member for review.

· The annual review will terminate with a meeting of the Promotion and Tenure Committee.

· Annual reports of the Promotion and Tenure Committee will provide a cumulative and comprehensive picture of the accomplishments of the non-tenured faculty member.  Each committee member has responsibility for the accuracy of the annual report.

· Results of the review meeting will be conveyed to the non-tenured faculty members by the department chair.

· Apart from the final recommendations to the head of department (either annual report or Promotion and tenure recommendations) all documents reviewed by the P&T committee and all discussions on each faculty member are confidential. Each meeting of the P&T committee will start with a statement on the confidentiality of the procedures.

It is the responsibility of the Department Head and the Promotion and Tenure Committee to provide specific and detailed information regarding the faculty member’s progress toward promotion and tenure in their respective final written evaluations of the faculty member.
Non-tenured tenure track faculty members have the right to review and respond to the final written evaluations of both the Promotion and Tenure Committee and the Department Head.

1. Promotion to the rank of Associate Professor requires that an individual faculty member make contributions to knowledge as a result of the person’s combined activities in each of the three areas of scholarship, teaching, and service.  High quality and significance are the essential criteria for evaluation.  Effectiveness in teaching, scholarship, and community service must meet an acceptable standard commensurate with that person’s faculty responsibilities.  Finally, promotion to the rank of associate professor requires the faculty member to have performed her or his share of governance and professionally-related service activities to the Department and University.
2. Promotion to the rank of Professor requires that an individual faculty member demonstrate significant contribution to knowledge as a result of the person’s combined activities in each of the three areas of scholarship, teaching, and service.  It is understood that during the time between promotion to the rank of Associate Professor and the rank of Professor that an individual faculty member may, in consultation with the Department Head or Dean, take on responsibilities of scholarship, teaching, and community service in differing proportions and emphases. Nonetheless, the candidate’s scholarly portfolio should document a record of accomplishment since receiving promotion to Associate Professor that brings to bear some combination of the criteria for quality and significance of scholarship, those criteria being discovery, integration, interpretation, and application or engagement upon the scholarly record of the candidate.  Promotion to the rank of Professor requires the candidate to provide evidence of leadership that includes sustained mentorship activity to non-tenured tenure track faculty and significant contribution to the governance and professionally related service activity of the Department and University.

Guidelines for Preparing the Promotion and Tenure Package
A candidate will be supported and advised by a tenured member of the department who will advise on the preparation of the P&T package. The advisor will be approved by the P&T committee and it will be his/her responsibility to make available examples of previous packets and to solicit letter of recommendation for the candidate. All documentation for the process will be managed and stored by the departmental secretaries. Further documentation may be requested in writing by the P&T committee.  These requests will normally go through the candidate’s advisor.

In the case of research-intensive faculty, the candidate is responsible for preparing a package that (1) details the candidate’s progress to outside reviewers, who will be evaluating the candidate's research activity only, and (2) details progress for NMSU faculty who will review the candidate.  In the case of teaching-intensive faculty, external letter writers will be asked to evaluate the teaching scholarship of the candidate and the candidate’s contributions to the teaching mission of the Department.  The package that is prepared is the product of the candidate, developed in consultation with the Department Chair (in accord with NMSU's Policy Manual).  The following is a recommendation:

For external review:
Part A:
Complete vitae

Part B:
In the case of tenure and/or promotion to associate professor, experience and accomplishments prior to joining NMSU

Part C:
Accomplishments since joining NMSU (or since last promotion, but then summarizing previous progress).


Dates are relevant.

A single moderate-size three ring binder should be sufficient.  Include:


A current vitae


A statement regarding teaching philosophy


A list of courses taught and overall teaching load


Undergraduate and graduate mentoring activities


A sketch of scholarly work including a description of five important publications and proposal writing activities.  


A listing and brief description of service and outreach activities

The candidate, of course, may include anything more regarding research that he/she wishes.  The materials involving teaching and service are intended to provide a context for the candidate's research activity, not complete documentation, since external reviewers are asked specifically to evaluate the candidate's research record.

For in-house review:
This would include all materials for external review, but might be much more thorough with regard to teaching and service accomplishments.  The candidate might wish to include:

All evidence of personal accomplishments felt to be applicable to quantity and breadth of teaching contributions (all facets), and quality of teaching.

Factual information; courses taught, various kinds of involvement, advising, administrative responsibilities, thesis titles and students directed, degree levels of programs supervised, etc.

Extraordinary efforts such as off-campus development, distance education work, curriculum development, etc.

Accomplishments in local, regional and national service.


Guidelines for Selecting External Reviewers
NMSU requires letters from at least 3 external reviewers for tenure and/or promotion.  Psychology believes that assurance of receiving at least 3 letters is achieved by requesting letters from at least 5 external reviewers who positively respond to initial inquiries regarding availability and willingness to prepare a review.  These names will be selected as follows:

The candidate will suggest 5 external reviewers.  These ordinarily are professionals at or above the rank being sought by the candidate.  The candidate is urged to carefully consider the pros and cons of selecting previous mentors as external reviewers.

Using similar guidelines, the departmental P&T Committee will suggest 2 external reviewers and will confer with the candidate regarding the appropriateness of these reviewers.

These 7 potential reviewers will be contacted by a member of the P&T committee early in the summer.

Of those responding positively, at least 5 will be selected by the department head and or a P&T Committee member in conference with the candidate.  An approximate balance of candidate-selected and committee-selected will be attempted (i.e., a 4:1 ratio).  Those reviewers who indicated that they could review but do not make the final “cut” will be notified by the department chair or the appropriate P&T committee member. 

If at least 5 external reviewers cannot be found the department chair or a member of the promotion and tenure committee will confer with the candidate to seek other external reviewers that are considered acceptable.

All letters received from external reviewers will become part of the tenure and/or promotion package.  The promotion and tenure committee and/or the department chair may wish to specifically address the content of certain letters or parts of certain letters in their review of the candidate and the tenure/promotion package.  The reviewers will be reminded that all letters are considered non-confidential and available to the candidates for examination upon request.

Unsolicited letters may be considered at the discretion of the P&T committee.

Appendix A. 

Typical Psychology Department Evaluation Weights for Teaching, Scholarship, and Service

Category
% Responsibility
I.    Teaching

a.  Classroom activities (e.g., lecture, in-class mentoring)
30


b.  Individual guidance 
10


c.  Other
  5

                                                                           Subtotal
45%

II.   Scholarship

a.  Publications
30


b.  Grant Support
15

                                                                            Subtotal
45%

III.  Service

a.  Department
Flexible


b.  Reviewer/Editor
Flexible


c.  University/State/Local
Flexible

                                                                            Subtotal
10%

5

