
1 
 

Important Note:  This current manual should only be used for structured reviews and processes 
that are in progress this spring 2023. 
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patience. 
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INTRODUCTION 
 1 
It is the policy of the Andrew Young School of Policy Studies (AYSPS) to base promotion 2 
decisions on impartial and informed evaluations of the qualifications of all candidates.   3 
Excellence in teaching, research, and service (AYSPS categories are titled: instruction, 4 
scholarship, and service) shall be the standard against which these qualifications will be 5 
evaluated; however, it is recognized that each non-tenure track (NTT) faculty member’s 6 
responsibilities in each of these activities will be discipline-specific and related to one’s job 7 
description. The college is committed to providing an environment in which all members of the 8 
non-tenured faculty have the opportunity and resources needed to achieve the qualifications 9 
necessary for promotion to higher rank as well as to foster ongoing professional development.   10 
 11 
This document is intended to provide the AYSPS non tenure-track faculty with essential 12 
information about the promotion criteria, standards, and review processes of the College, 13 
including the responsibilities of candidates for promotion, the AYSPS academic units, the 14 
College Committee on NTT Promotion, and the Dean of the College. For purposes of this 15 
document, an AYSPS “academic unit” includes the Department of Criminal Justice and 16 
Criminology, Department of Economics, Department of Public Management and Policy, and the 17 
School of Social Work. 18 
 19 
The policies and procedures contained in this document are supplementary to the bylaws and 20 
policies of the Board of Regents of the University System of Georgia, the Georgia State 21 
University Statutes and Bylaws, the Georgia State University Promotion Manual for Non-Tenure 22 
Track Faculty, and provisions contained in the Georgia State University Faculty Handbook. The 23 
GSU documents are available on the university’s website.  The provisions of those documents 24 
that control college and departmental policy and procedure are incorporated herein by reference. 25 
Any perceived conflict between AYSPS and GSU or BOR policy will be resolved by compliance 26 
with the higher level policy. 27 
 28 
A candidate for promotion is bound by the College’s promotion manual and, if there is one, the 29 
respective unit’s promotion manual in effect on January 1 of the calendar year in which the unit 30 
and college reviews of the candidate occur. [Please note: Each academic unit has the option to 31 
prepare a manual for the promotion of NTT faculty consistent with the University and College 32 
manuals. In the absence of such a unit manual, the college NTT promotion manual will apply. 33 
(GSU Promotion Manual for Non-Tenure Track Faculty)] 34 
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 35 
Candidate’s dossiers are considered on their own merits according to the guidelines in effect at 36 
the time of their declarations of candidacy.  The College does not operate under any “quota 37 
system” for the number of promotions recommended, nor does it compare current candidates 38 
with candidates in previous years.  Recommendations will be made in light of the standards in 39 
effect at the time of declaration of candidacy. 40 
 41 
All deliberations in the promotion process are to be conducted in a spirit of confidentiality 42 

43 
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 44 
POLICIES ON PROMOTION 45 

 46 
I. GENERAL POLICIES 47 

 48 
Every NTT faculty member has a responsibility to be aware of the contents of this 49 
manual, including current deadlines. The exact dates may change depending on the 50 
promotion calendar set forth by the Office of the Provost and this calendar will be 51 
communicated to AYS faculty in advance of each year’s promotion cycle. 52 

 53 
A faculty member seeking promotion must declare their candidacy in writing to the chair 54 
of their unit in order to be considered for promotion in the following academic year. 55 

 56 
Candidates for promotion have the right to withdraw from further consideration at any 57 
time prior to the deadline for submitting recommendations to the Provost.  58 

 59 
 60 

Records of all unit deliberations shall be kept on file in the academic unit. These records 61 
remain confidential. 62 

 63 
All materials delivered to the College Committee on NTT Promotion are treated 64 
confidentially.  Access to these materials is limited to the members of the Committee, the 65 
administrative secretary to the Committee and administrative officials at the College and 66 
the University charged with the responsibility for reviewing candidates for promotion.  67 

 68 
The Office of the Dean shall retain in its files all materials submitted by the units, the unit 69 
chair/director, and the College Committee on NTT Promotion. All materials submitted by 70 
the candidate shall be returned to the candidate at the appropriate time. 71 
 72 
 73 

I. LIST OF NTT FACULTY POSITIONS AND RANKS 74 
 75 
The following NTT faculty positions in use in the AYSPS are eligible for promotion: 76 
1. Clinical Faculty 77 

Ranks: Clinical Instructor, Clinical Assistant Professor, Clinical Associate Professor, 78 
Clinical Professor 79 

2. Research Faculty 80 
Ranks: Research Assistant Professor, Research Associate Professor, Research 81 
Professor 82 

3. Lecturer 83 
Ranks: Lecturer, Senior Lecturer, Principal Senior Lecturer 84 

4. Academic Professional 85 
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Ranks: Academic Professional Associate, Academic Professional, Senior Academic 86 
Professional, Principal Academic Professional  87 
 88 
 89 

II. DESCRIPTION OF NTT DUTIES & RESPONSIBILITIES                                               90 
(GSU Promotion Manual for Non-Tenure-Track Faculty): 91 
 92 
These descriptions provide a general context for each of the NTT positions. Each NTT 93 
faculty member shall have a job description that outlines more specific workload 94 
expectations (within the parameters as outlined below) as unique to their position and 95 
role in the academic unit.  96 
 97 
1. Clinical Faculty 98 
 99 
Teaching: 100 
The primary responsibility of Clinical Faculty is teaching, related to one or more of the 101 
following: 102 

• Teaching courses related to professional practice; 103 
• Providing practical instruction and application of practical knowledge; 104 
• Supervising and teaching in a clinical or practice setting; 105 
• Teaching and/or supervising applied clinical courses; 106 
• Providing academic instruction in skills relevant to the practice of a specific 107 

discipline; 108 
• Training and supervising students to help them acquire clinical skills for the 109 

profession; 110 
• Coordinating and supervising clinical practices, student field experiences and 111 

internships; 112 
• Teaching and advising students in professional academic programs; 113 
• Providing services or out-of-class educational opportunities for students. 114 

  115 
 Research: 116 
 As part of their workload, Clinical faculty may be expected to engage in research 117 

activities. If the workload requires research, it is expected that Clinical Faculty will 118 
engage in research involving their professional expertise, which would include 119 
pedagogical research, scholarship of teaching and learning, research related to practice, 120 
and/or disciplinary scholarly research. 121 

 122 
  123 
 Service: 124 
 As part of their workload, Clinical Faculty may be expected to engage in service 125 

activities. These activities may include advising and serving the academic needs of the 126 
students, serving on committees, or participating in other forms of academic service. 127 
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Service may be at the unit, College and/or University level. Service also may involve 128 
activities related to the professional and practice community. 129 

 130 
2. Research Faculty 131 

 132 
The primary responsibility of Research Faculty is to conduct research. 133 
 134 
The purpose of Research Faculty appointments, based on available external funding, is to 135 
increase the research, scholarly, and creative efforts of the University. Research Faculty 136 
will work either in close collaboration with other faculty and/or will carry out 137 
independent research that builds upon an explicit area of focus for the University. 138 
Research Faculty salaries are primarily from research grants or other sources of external 139 
funds (non-general state funds). Research Faculty hold a terminal degree in their 140 
discipline, have demonstrated evidence of independent research careers (non-independent 141 
investigators should be appointed at the post-doctoral level), and concentrate primarily on 142 
research. Appointments of members of the Research Faculty are renewable on an annual 143 
basis upon satisfactory review and available external funding. 144 
 145 
Teaching: 146 
As part of their workload, Research Faculty may be expected to engage in teaching. 147 
 148 
Service: 149 
As part of their workload, Research Faculty may be expected to engage in service 150 
activities.  Among such service would be providing academic advisement to students. 151 
 152 

 153 
3. Lecturer 154 

 155 
Teaching: 156 
The primary responsibility of Lecturers is teaching. 157 
 158 
Service: 159 
As part of their workload, Lecturers may be expected to engage in service activities. 160 
These activities may include advising and serving the academic needs of students, 161 
serving on committees, or participating in other forms of academic service. Service may 162 
be at the department, college and/or University level. 163 
 164 
Research: 165 
Lecturers are not required to engage in research activities. Nonetheless, Lecturers are 166 
expected to be familiar with current trends and methods in their discipline. 167 
 168 

 169 
 170 
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4. Academic Professional 171 
 172 
As per Board of Regents requirements, a title from the academic professional track “may 173 
not be assigned to a position where the teaching and research responsibilities total 50% or 174 
more of the total assignment” (BOR Policy Manual, Section 8.3.8.4). 175 
 176 
The designation Academic Professional would apply to a variety of academic 177 
assignments that call for academic background similar to that of a faculty member with 178 
professional rank, but which are distinctly different from professorial positions (BOR 179 
Policy Manual, Section 8.3.8.4). 180 
 181 
The Academic Professional position requires an appropriate terminal degree, or in rare 182 
and extraordinary circumstances, qualification on the basis of demonstrably successful 183 
related experience, which exception is expressly approved by the institution president 184 
(BOR Policy Manual, Section 8.3.8.4). The appropriate terminal degree is considered an 185 
earned doctoral degree.  186 

 187 
Service: 188 
The primary responsibility of an Academic Professional is service, which includes 189 
activities such as: 190 

• Managing instructional laboratories; 191 
• Assuming academic program management roles not suited for expectations 192 

applied to tenure-track faculty members, operating instructional technology 193 
support programs; 194 

• Being responsible for general academic advising; 195 
• Assuming professional student counseling center responsibilities, providing 196 

specialized skill acquisition training as support for academic programs;  197 
• Working with tenure-track faculty members in course and curriculum 198 

development and in the laboratory 199 
 200 
 Teaching: 201 
 As part of their workload, Academic Professionals may be expected to engage in teaching 202 

activities. 203 
 204 
 Research: 205 
 As part of their workload, Academic Professionals may be expected to engage in research 206 

activities. 207 
 208 
 209 
 210 
 211 
 212 

 213 
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III. ELIGIBILITY (TIME-IN-RANK) POLICIES 214 
 215 
In general full time service of at least 5 years in rank at GSU is appropriate to be 216 
considered for promotion to the next level. 217 
 218 

 219 
Normally, an NTT candidate is eligible to apply for promotion in the spring of their fourth 220 
year of service and be considered for promotion during the fifth year of service. Normally, 221 
if promotion is awarded, the new rank will take effect at the beginning of the candidate’s 222 
sixth year of service. 223 

 224 
1. Educational Requirements 225 
 226 

       An earned doctoral degree is required for NTT faculty seeking promotion to the rank   227 
            of clinical assistant or clinical/research associate or full professor, except in cases of  228 
 “degree equivalents” as stated in the Regents’ policies and University statutes, and as  229 
 made explicit and applicable for each unit in AYSPS. Promotion to Senior Academic  230 
 Professional for individuals hired as Academic Professionals after 2012 requires an  231 
 earned doctoral degree. 232 
  233 
 234 

2. Promotion Timetable 235 
 236 

 
For Promotion To: 

 
Must Serve: 

Clinical Assistant Professor 5 years as Clinical Instructor 
Clinical / Research Associate Professor 5 years as a Clinical/Research Assistant 

Professor  
Clinical / Research Professor   5 years as a Clinical/Research     

 Associate Professor  
Senior Lecturer  5 years as a Lecturer 
Principal Senior Lecturer  5 years as a Senior Lecturer 
Senior Academic Professional 
Principal Academic Professional 

5 years as Senior Academic Professional 

 237 
3. Early Promotion  238 

 239 
Consideration for early promotion should occur only in cases in which a clear indication 240 
of exceptional merit exists.  Consistent with time-in-rank requirements, candidates should 241 
be encouraged to take ample time to demonstrate fully their merits and accomplishments. 242 
 243 
 244 
 245 
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4. Probationary Credit 246 
 247 

A maximum of three years’ credit towards the Georgia State University service period 248 
may be allowed based on previous service by the candidate at another institution or 249 
within Georgia State University (e.g., visiting faculty). Such credit for prior service shall 250 
be approved in writing by the President at the time of appointment.  251 
 252 
 253 
 254 

PROMOTION PROCESS 255 
 Introduction 256 
 257 

The promotion process in the Andrew Young School of Policy Studies begins with the 258 
Dean’s Office and the unit head notifying all candidates of their eligibility for promotion. 259 
The unit’s promotion committee will evaluate the credentials of those faculty members 260 
who are eligible for promotion. The qualifications of each eligible faculty member being 261 
considered must be evaluated according to the criteria and procedures set forth in the 262 
College’s Non-Tenure Track Promotion Manual (and the unit’s manual if one exists). 263 

  264 
The procedure and the criteria to be used for evaluating a candidate are those described in 265 
the College’s Non-Tenure Track Promotion Manual that is in effect on January 1 of the 266 
calendar year in which the academic unit and college reviews of the candidate occur.   267 

  268 
 Whether non-tenure track faculty members primarily have teaching or research 269 

responsibilities in the AYSPS, their faculty rank resides in one of the School’s academic 270 
units.  While clinical NTT faculty hold their principal and often sole appointment in an 271 
academic unit, research NTT faculty typically have their principal appointments in one of 272 
the College’s research centers, with a secondary appointment as members of one of the 273 
academic units: Criminal Justice and Criminology, Economics, PMAP, or Social Work.   274 

 275 
 As such, clinical NTT faculty must hold an academic appointment, while holding a 276 

faculty appointment is optional for research associates working in centers, contingent on 277 
their interest and the concurrence of the specific unit. In both cases, the faculties of the 278 
academic units must approve initial appointments of NTT faculty rank, and they should 279 
have a similar role in reviewing applications for promotion of NTT faculty to higher 280 
ranks.  (In the case of research NTT faculty, any such promotion pertains only to their 281 
faculty rank, not to their research center status.) 282 
 283 
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 NTT faculty who wish to apply for promotion will submit applications and supporting 284 
materials, which will be reviewed in turn by the academic unit promotion committee, the 285 
unit chair/director, the College’s promotion committee, and the Dean. 286 

 287 
The supporting materials submitted by NTT faculty seeking promotion will be tailored to 288 
the particular responsibilities and rank of the NTT faculty member seeking promotion. In 289 
addition, in cases in which a research NTT faculty member has principal responsibilities 290 
in research centers, the supporting materials will include a letter from their center director 291 
which documents the candidate’s performance in the center and their contributions to and 292 
standing in their professional field.   293 
 294 

I. ACADEMIC UNIT-LEVEL REVIEW 295 
 296 

1. Academic Unit Promotion Manuals 297 
 298 

Academic units may adopt a promotion manual to clarify or make more specific the 299 
policy and procedures contained in the College’s Non-Tenure-Track Promotion Manual.  300 
In the absence of such an academic unit manual, the College’s manual is assumed to 301 
apply. The academic unit promotion manuals are subject to approval by the Dean upon 302 
recommendation from the College Committee on NTT Promotion.  Formal and 303 
significant faculty participation must be part of the development and revision of the 304 
academic unit manual, but the precise way in which this participation is achieved is the 305 
responsibility of the academic unit.  The academic unit manuals must be consistent with 306 
the College’s Non-Tenure-Track Promotion Manual, GSU Promotion Manual for Non-307 
Tenure Track Faculty, and with all policies of the University and the Board of Regents. 308 
Any revisions of the academic unit manual are subject to approval by the Dean upon 309 
recommendation from the College Committee on NTT Promotion.  310 

 311 
2. Academic Unit Promotion Committees 312 
 313 
Each academic unit will have a promotion committee that reviews and evaluates the 314 
credentials of all faculty members being considered for NTT promotion.  This committee 315 
consists of a minimum of four faculty members. All members must be at a higher rank 316 
than the candidate for promotion, and NTT faculty must have representation to the extent 317 
possible. If there are no NTT faculty at ranks above the candidate’s current rank, 318 
appropriate NTT faculty from related AYS units shall be considered. The unit head will 319 
appoint the committee members and chair. 320 

 321 
3. Evaluation of Candidates 322 

 323 
A candidate for promotion must prepare a dossier that is appropriate to one’s position and 324 
rank according to the College’s guidelines (refer to section: Directions to Candidate for 325 
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Submitting Materials for Promotion). It is submitted to the academic unit head, who then 326 
forwards the dossier to the chair of the unit-level committee.  327 

 328 
Academic Unit NTT Promotion Committee 329 
The academic unit committee reviews and evaluates the candidate’s dossier within the 330 
timeframe specified in the calendar. After reaching its decision, the chair of the unit 331 
committee prepares a recommendation letter with detailed justification addressed to the 332 
unit head. The statement from the unit committee must be signed by the committee chair 333 
and all committee members. In the case of a split decision, the statement will include all 334 
committee member names and shall include both majority and minority views.  335 
 336 
The chair of the unit promotion committee inserts the committee’s recommendation letter 337 
in the candidate’s dossier and forwards it to the unit head.  The unit head is responsible 338 
for providing a copy of the committee report to the candidate. The candidate has the right 339 
to respond in writing to the committee’s statement before the unit head’s consideration 340 
and decision. The candidate has five (5) business days to respond in writing to the unit 341 
head. 342 
Academic Unit Head [Chair/Director] 343 
The unit head reviews and evaluates the candidate’s dossier within the timeframe 344 
specified in the calendar. The unit head prepares a written statement, addressed to the 345 
chair of the College Committee on NTT Promotion, indicating a recommendation that 346 
states areas of agreement and/or disagreement with the unit committee’s recommendation 347 
and provides specific rationale and justification. 348 

 349 
The unit head sends a copy of their recommendation letter to the candidate, and, at the 350 
same time, to the College Committee on NTT Promotion. The College committee 351 
receives the unit head’s recommendation letter and the unit committee’s letter as part of 352 
the candidate’s complete dossier.  353 
 354 
The candidate has five (5) business days to respond in writing to the College Committee 355 
on NTT Promotion. 356 

  357 
 358 
 359 
 360 

 361 
II.  COLLEGE-LEVEL REVIEW 362 
  363 
 364 

The unit head is responsible for providing the College Committee on NTT Promotion 365 
with: 366 

(A) The dossier submitted by the candidate; 367 
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(B) The unit-level committee’s recommendation letter and the unit head’s 368 
recommendation letter; and 369 
(C) Any written responses from the candidate to these evaluations. 370 
 371 

 1.   College Committee on NTT Promotion  372 
 373 
The College Committee on Promotion &Tenure (P&T Committee) is charged by the  374 
Bylaws of the College with making recommendations to the Dean regarding the 375 
promotion of all candidates. The College Committee on NTT Promotion will be a sub-376 
committee of the P&T Committee, and is charged with reviewing and evaluating the 377 
dossier and other related materials, including recommendations from the academic unit-378 
level committee and unit head, of NTT faculty members being considered for promotion. 379 
The chair of this committee will report its NTT promotion recommendations to the Dean 380 
and cc the Dean’s office administrative support who will process the information.  381 
 382 
The College Committee on NTT Promotion consists of representation from each of the 383 
College’s academic units. All members must be at a higher rank than the candidate for 384 
promotion, and NTT faculty must be represented. If there are no NTT faculty at ranks 385 
above the candidate’s current rank, appropriate NTT faculty from related units outside 386 
the college shall be considered. Tenure-track faculty serving on this committee shall be 387 
from the College’s P&T Committee. No NTT or TT faculty member may serve at more 388 
than one level of review.   389 
 390 
 391 
2.          Evaluation of Candidates  392 
 393 
College Committee on NTT Promotion 394 
The College Committee on NTT Promotion reviews the candidate’s dossier and other 395 
related materials, accompanying letters from previous reviews, and candidate’s written 396 
response, if any, within the timeframe specified in the calendar. The College committee is 397 
charged with evaluating whether, according to the published criteria and standards of the 398 
academic unit and College and the candidate’s job description, the recommendations for 399 
or against promotion are justified in light of the evaluations presented by the unit and the 400 
unit head.  Specifically, it seeks to ascertain whether or not sufficient evidence has been 401 
presented regarding the quality of the candidate.  If the College committee has reason to 402 
believe that one or both of the unit recommendations have not been adequately 403 
substantiated, it may seek additional information from the unit. If there are 404 
inconsistencies among the unit statements, it assesses the extent, if any, to which these 405 
inconsistencies militate against a recommendation for promotion. 406 

 407 
If, as a result of its deliberations, the College Committee concludes that a positive 408 
recommendation for promotion is warranted by the evaluation provided by the unit 409 
committee and the unit head, it will so recommend and also provide a summary of this 410 
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record and evaluations as part of its report to the Dean. If the College Committee 411 
concludes that a positive recommendation is not justified by the record and the 412 
evaluations, it will recommend against promotion and also provide a summary of the 413 
record and evaluations in its report to the Dean. The report of the College Committee 414 
must be signed by the committee chair and all committee members.  In the case of a split 415 
decision, the statement will include all committee member names and shall include both 416 
majority and minority views.  417 

 418 
The Dean will inform the unit head and the candidate in writing of the recommendation 419 
received from the College Committee within five (5) business days upon receipt of the 420 
committee’s letter.  421 
 422 
 423 
The candidate has the right to respond in writing to the College Committee’s evaluation, 424 
and a copy of the candidate’s response will be included in the dossier reviewed at all 425 
higher levels. The candidate will have five (5) business days upon receipt of the College 426 
Committee recommendation in which to respond.  427 

 428 
 AYSPS Dean 429 

The Dean reviews and evaluates the recommendations from the College Committee, the 430 
unit committee, the unit head, and any responses from the candidate. 431 

 432 
The Dean will forward their recommendation letter and the candidate’s dossier and other 433 
related materials to the Provost within the timeframe specified in the calendar. This 434 
recommendation is accompanied by: 435 

 436 
(A) Copies of the evaluations from the unit committee, the unit head, including 437 
any minority reports from the committee; 438 

 439 
(B) A copy of the report and recommendation provided by the College’s 440 
Committee on NTT Promotion together with any minority reports;  441 

 442 
(C) Any written responses from the candidate to prior evaluations; and 443 
 444 
(D) Any other documentation requested by the Office of the Provost. 445 
 446 
 447 

The Dean will notify the candidate in writing by the date specified in the calendar.  A 448 
candidate, who is not recommended by the Dean, may appeal the Dean’s decision to the 449 
Provost. The candidate shall have ten (10) business days upon receipt of the Dean’s 450 
written decision to submit a written appeal. The grounds for appeal shall only be those 451 
that involve errors of due process (see GSU Promotion Manual for NTT Faculty, section 452 
on Written Notification and Appeals). 453 
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If a candidate does not appeal a negative decision by the dean, the case will not be 454 
considered at subsequent levels of review. 455 
 456 
Candidate Withdrawal from Promotion Consideration 457 
A candidate may exercise the right to withdraw the dossier and application for promotion. 458 
A candidate who wishes to withdraw from further consideration may do so by informing 459 
the Dean in writing with a copy sent to the unit head. Regardless of the candidate’s 460 
decision to withdraw after receipt of the college committee’s letter or the Dean’s letter, 461 
the candidate has five (5) business days from the receipt of the respective letter in which 462 
to submit a letter withdrawing from further consideration.    463 

 464 
 465 
III. UNIVERSITY-LEVEL REVIEW  466 
 467 

The Provost’s review and President’s review of the candidate are outlined in the GSU 468 
Promotion Manual for NTT Faculty (section on Promotion Process).  469 
 470 
 471 
 472 
 473 
 474 
 475 
 476 
 477 
 478 
 479 
 480 
 481 
 482 
 483 
 484 
 485 
 486 
 487 
 488 
 489 
 490 
 491 
 492 

CRITERIA FOR EVALUATING CANDIDATES 493 
FOR PROMOTION IN 494 

THE ANDREW YOUNG SCHOOL OF POLICY STUDIES 495 
 496 
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 497 
I. EDUCATIONAL REQUIREMENTS 498 

        499 
 An earned doctoral degree is required for NTT faculty seeking promotion to the rank   500 
            of clinical assistant or clinical/research associate or full professor, except in cases of  501 
 “degree equivalents” as stated in the Regents’ policies and University statutes, and as  502 
 made explicit and applicable for each unit in AYSPS. Promotion to Senior Academic  503 
 Professional for individuals hired after 2012 requires an earned doctoral degree. 504 
 505 

 506 
II. PROMOTION RATINGS CATEGORIES 507 

 508 
The NTT faculty member will be evaluated as high quality, excellent, and sustained 509 
excellence & continued growth in the three performance areas of instruction, scholarship, 510 
and service as applicable. The ratings of high quality, excellence, and sustained 511 
excellence & continued growth are taken from the GSU Promotion Manual for NTT 512 
Faculty (teaching: lines 320-329; research: lines 342-349; service: lines 356-366). 513 
 514 
Promotion is granted on the basis of a NTT faculty member’s accomplishments evaluated 515 
according to the criteria for promotion as outlined below. The candidate’s job description, 516 
and any modification of it over time, must be used as context for alignment with the 517 
performance expectations and rating categories (e.g., research faculty with teaching 518 
assignments).  519 
 520 
The minimum ratings required for promotion at each rank are outlined below.  521 
 522 
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A. CLINICAL AND RESEARCH FACULTY 523 
  524 
 Promotion to Clinical Assistant Professor 525 
 526 
 In order to be promoted to the rank of Clinical Assistant Professor, a Clinical Instructor 527 

must be judged excellent in instruction and high quality in scholarship (if applicable) and 528 
service.  529 

 530 
 531 

 Clinical Assistant Professor 
Instruction: Excellent 
Scholarship: High quality, if applicable 
Service: High quality 

 532 
  533 
  534 
 Promotion to Associate Professor 535 

 536 
In order to be promoted to the rank of Clinical Associate Professor, a Clinical Assistant 537 
Professor must be judged excellent in instruction and high quality for scholarship (if 538 
applicable) and service.   539 
 540 
In order to be promoted to the rank of Research Associate Professor, a Research Assistant 541 
Professor must be judged excellent in scholarship and high quality for instruction (if 542 
applicable) and service. NTT research assistant professors work in research centers in the 543 
School and are expected to contribute to the service work of their academic unit.   544 
 545 

  546 
 Clinical Associate 

Professor 
Research Associate 

Professor 
Instruction: Excellent  High quality, if applicable 
Scholarship: High quality, if applicable Excellent 
Service: High quality High quality 
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 Promotion to Professor 547 
 548 
In order to be promoted to the rank of Clinical Professor, a Clinical Associate Professor 549 
must be judged as showing sustained excellence & continued growth in instruction and at 550 
least high quality in both scholarship and service. 551 
 552 
In order to be promoted to the rank of Research Professor, a Research Associate 553 
Professor must be judged as showing sustained excellence & continued growth in 554 
scholarship and high quality in instruction (if applicable) and service. In order to be 555 
promoted to full professor, a NTT research faculty member should be engaged to some 556 
extent in the full range of professorial responsibilities in an academic unit.   557 
 558 
The rating of sustained excellence and continued growth in scholarship means providing 559 
a sustained level of excellent and effective scholarship with continued growth in the time 560 
period since the last promotion.  561 
 562 

 563 
 Clinical Professor Research Professor 
Instruction: Sustained Excellence  & 

Continued Growth 
High quality, if applicable  

Scholarship: High quality, if applicable Sustained Excellence & 
Continued Growth 

Service: High quality High quality 
 564 
   565 

B. LECTURER 566 
 567 
Promotion to Senior Lecturer 568 

 569 
 Senior Lecturer 
Instruction: Excellent 
Scholarship: N/A 
Service: High quality 

 570 
  571 
 572 
 573 
 574 
 575 
 576 
 577 
 578 

Promotion to Principal Senior Lecturer 579 
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 580 
The rating of sustained excellence and continued growth in instruction means providing a 581 
sustained level of excellent  and effective instruction with continued growth in the time 582 
period since the last promotion.  583 
 584 
 585 

 586 
 Principal Senior Lecturer 
Instruction: Sustained Excellence & Continued Growth 
Scholarship: N/A 
Service: High quality 

C. ACADEMIC PROFESSIONAL 587 
 588 

Promotion to Senior Academic Professional 589 
 590 

 591 
 Senior Academic Professional 
Instruction: High quality, if applicable 
Scholarship: High quality, if applicable 
Service: Excellent  

 592 
Promotion to Principal Academic Professional 593 
 594 

The rating of sustained excellence and continued growth in service means providing a 595 
sustained level of excellent service to the department, college and/or university, and/or to 596 
the professional and practice community, with continued growth in the time period since 597 
the last promotion.  598 

 599 
  Principal Academic 

Professional 
Instruction:  High quality, if applicable 
Scholarship:  High quality, if applicable 
Service:  Sustained Excellence & 

Continued Growth 
 600 

 601 
 602 

III. TERMS OF EVALUATION 603 
 604 
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The evaluations should take into account the range of and emphasis on instruction and 605 
teaching activities, scholarship, and service, which will differ for each candidate 606 
depending on: (1) the NTT position of clinical faculty, research faculty, lecturers, and 607 
academic professionals; (2) the mission and needs of the academic unit; (3) the NTT 608 
faculty job description, expectations, and responsibilities and workload distribution; and 609 
(4) principal (or sole) appointment in one of the College’s research centers or in one of 610 
the four academic units.    611 
 612 
An evaluation of sustained excellence & continued growth in the area of instruction 613 
means that the faculty member demonstrates an ability to communicate and work 614 
effectively with students, to provide them with the current concepts, information, 615 
theories, and explanations required for mastery of the field in which the faculty member 616 
teaches, and, were the opportunity exists, to guide them successfully in individual 617 
projects. An evaluation of excellent in the area of instruction means that the faculty 618 
member has gone beyond basic competency in providing students with the basic 619 
materials of the subject matter taught. Rather, the faculty member has demonstrated the 620 
ability to effectively organize and present material in such a way that student learning is 621 
significantly enhanced. An evaluation of high quality in the area of instruction means that 622 
the faculty member is successful in providing students with the basic materials of the 623 
subject matter taught.  624 
 625 
Assessing instruction should consider the following criteria: 626 

1. Quality of course content: evaluated through review of syllabi, examinations, 627 
assignments, handouts, and other curriculum materials 628 

2. Teaching effectiveness: demonstrated ability to communicate and work 629 
effectively with students;  630 

3. Mentoring of students (e.g., independent studies, research projects/presentations, 631 
theses, dissertations) and student accomplishments 632 

4. Development and application of curriculum materials and/or innovation in 633 
teaching methodologies 634 

5. Development and execution of new course preparations 635 
6. Participation in course/curriculum modification and evaluation 636 
7. Facilitates experiential learning opportunities for students and/or provides 637 

mentoring to students in community-based internships 638 
8. Provides leadership in the development of new courses, programs, instructional 639 

materials, and teaching methodologies 640 
9. Applies expertise from professional practice in the classroom 641 
10. Serves as guest speaker in other classes 642 
11. Engages in course evaluations and student outcome measures  643 
12. Additional Criteria: An academic unit/center may consider developing additional 644 

criteria as appropriate in evaluating the candidate’s performance 645 
 646 
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An evaluation of sustained excellence & continued growth in the area of scholarship 647 
means that the faculty member has established a national or international reputation as a 648 
leader in their field of study and has contributed to issues relevant to the College as 649 
defined by the respective academic unit and/or center. The faculty member is seen as 650 
someone who has made, and who continues to make, substantial and significant 651 
contributions to the literature, and as one whose work has had a marked impact on the 652 
work of others. The faculty member has advanced the understanding of an issue or the 653 
solution to an issue. An evaluation of excellent in the area of scholarship means that the 654 
faculty member has produced a body of work that is recognized as important to the 655 
discipline. An evaluation of high quality in the area of scholarship means that the faculty 656 
member has made important contributions to the literature.  657 
 658 
Assessing scholarship should include the following criteria: 659 

1. Publications: journals, books, monographs, essays, reviews, reports 660 
2. Popular publications: articles, essays, op-ed pieces 661 
3. Grants applied for and/or funded; professional development grants/awards 662 
4. Service on editorial boards; manuscript reviewer for scholarly journals/publishers 663 
5. Disseminates professional expertise through presentations at professional and/or 664 

academic conferences 665 
6. Evaluates research findings for application in practice 666 
7. Additional Criteria: An academic unit/center may consider developing additional 667 

criteria as appropriate in evaluating the candidate’s performance 668 
 669 
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An evaluation of high quality in the area of service means that a faculty member has 670 
made valuable service contributions to the academic unit and/or center, the College, 671 
University, and the discipline. Service activities beyond the University, in professional or 672 
academic associations and, if applicable, the practice community are expected of clinical 673 
and research faculty. Service for lecturers is dependent on the mission as defined by the 674 
academic unit, but it is generally at the unit or college level. Assessing the performance 675 
of high quality service should consider the following criteria: 676 

1. Contributes to professional and/or academic associations through 677 
committee membership and/or leadership positions 678 

2. Serves on unit, center, College, and/or University committees 679 
3. Fulfills administrative appointments and assignments within the unit, 680 

center, College, and/or University 681 
4. Contributes to the mission and needs of the unit and/or center through 682 

community engagement 683 
5. Provides academic advisement to the students 684 
6. Public speaking on behalf of the unit and/or center 685 
7. Additional Criteria: An academic unit/center may consider developing 686 

additional criteria as appropriate in evaluating the candidate’s performance 687 
 688 

For academic professionals, an evaluation of sustained excellence & continued growth in 689 
the area of service relates to the department’s mission and the specific service 690 
responsibilities of the candidate. Assessing the performance of sustained excellence & 691 
continued growth service of academic professionals should consider the following 692 
criteria: 693 

1. Job Knowledge: Knowledge, skills and abilities as they relate to 694 
performing job requirements 695 

2. Productivity: Amount of work successfully accomplished while 696 
maintaining standards and meeting deadlines 697 

3. Accuracy and Quality: Professionalism and thoroughness of the work 698 
produced 699 

4.  Adaptability: Ability to master new duties and show flexibility in 700 
meeting the changing demands of the work environment 701 

5. Organizational Skills: Ability to effectively and efficiently plan and carry 702 
out work priorities 703 

6. Communication Skills: Ability to communicate in a clear manner, listen 704 
attentively, and respond appropriately to multiple audiences (e.g., 705 
faculty, students, peers, community members) 706 

7. Initiative: Shows resourcefulness and creativity in addressing issues, 707 
gaps, challenges in carrying out work responsibilities 708 

8. Professional Relationships: Develops and maintains effective working 709 
relationships with co-workers, supervisor, faculty, staff, students, 710 
community members, and others in carrying out job responsibilities 711 
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9. Supervisory Skills: Ability to effectively delegate and monitor work and 712 
follow-up with others; provide appropriate feedback and support to 713 
supervisees 714 

10. Committee Service: Active member and/or chair of  unit and/or College 715 
committees 716 

11. Community Service: Participates in professional and/or academic 717 
associations 718 

12. Community Engagement: Contributes to the mission and needs of the 719 
academic unit, center, College, and/or University  720 

13. Additional Criteria: An academic unit/center may consider developing 721 
additional criteria as appropriate in evaluating the candidate’s 722 
performance 723 

 724 
 725 
 726 
 727 
 728 
 729 
 730 
 731 
 732 
 733 
 734 
 735 
 736 
 737 
 738 
 739 
 740 
 741 
 742 
 743 
 744 
 745 
 746 
 747 
 748 
 749 
 750 
 751 
 752 
 753 
 754 
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DIRECTIONS TO CANDIDATE FOR 755 
SUBMITTING MATERIALS  756 

FOR PROMOTION  757 
I. INSTRUCTIONS AND COMMENTS ON SUBMISSION OF DOSSIER 758 

 759 
Each candidate must submit a dossier with documentation that describes their activities.  760 
The dossier should be able to make the case by itself (i.e., without formal or informal oral 761 
discussion, or presentations) with respect to the candidate’s qualifications.  An electronic 762 
copy of the dossier is required to facilitate timely review by the various parties included 763 
in the review process. The unit head or appropriate administrator should provide a 764 
statement of the workload distribution and the duties and responsibilities pertaining to the 765 
candidate to be included in the dossier (GSU Promotion Manual for Non-Tenure Track 766 
Faculty, p. 14). 767 

 768 
Candidates for promotion whose last promotion was at Georgia State University must not 769 
submit work performed prior to the submission of the dossier for their last promotion.  770 

 771 
Candidates must refer to the NTT promotion calendar for timeline and submission 772 
deadlines for each step. Candidates submit a complete dossier to the appropriate unit head 773 
by the date specified on the calendar. Materials can be added to the dossier until the unit 774 
promotion committee makes its recommendation to the unit head. The additional 775 
materials will be provided to the unit head, who will notify all members of the unit 776 
promotion committee that additional materials have been added to the dossier.  Once the 777 
unit committee has made its recommendation, no material, except written replies to 778 
reports of subsequent evaluations of the dossier, may be added to the dossier.  The 779 
dossier is considered closed as of this date, and all parties involved in the review of the 780 
candidate’s credentials will have access to exactly the same information in the dossier. 781 

 782 
Once a dossier is submitted to the College Committee on NTT Promotion, it can be 783 
viewed only by committee members, the administrative secretary of the committee, and 784 
administrative officials at the College and the University charged with the responsibility 785 
for reviewing candidates for promotion.  This policy is strictly enforced; candidates 786 
should not submit the only copies of materials if they might be needed before the 787 
committee returns the dossier in the spring semester. 788 

 789 
Candidates must follow the directions for categorizing supporting evidence submitted on 790 
instruction, scholarship, and service.  The categories given for the division of materials in 791 
these areas should not be regarded as limiting or exclusive, and candidates may make 792 
additions.  793 

 794 
 795 
 796 

 797 
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Guidelines for Preparing the Electronic File. All materials for the dossier must be 798 
submitted electronically. The candidate will submit a single electronic folder containing 799 
all of the candidate-submitted materials described in the next section (see section II. 800 
Format for Dossier), including cover sheet; table of contents; workload statement; 801 
resume/CV; separate statements on teaching, research, and service; and supporting 802 
evidence/materials for scholarship, instruction, and service. To maintain an organized 803 
file, it is recommended that all supporting materials/evidence be contained in separate 804 
subfolders within the main folder (e.g., these separate subfolders could be labeled 805 
“Supporting Materials for Scholarship”, “Supporting Materials for Instruction”, and 806 
“Supporting Materials for Service”). It is important that the resume/CV and separate 807 
statements on teaching, research, and service all remain separate, stand-alone documents 808 
(it should be easy to extract these documents from the dossier; they are not to be merged 809 
as a single pdf file). A dossier that does not follow these guidelines, or is otherwise in 810 
disarray, will be returned to the candidate for correction. 811 
 812 

 813 
II. FORMAT FOR DOSSIER 814 
 815 

1. The dossier begins with a cover sheet that includes the candidate’s name, present 816 
rank, academic unit, date of appointment at Georgia State University (full or part-817 
time status indicated) and rank awarded, number of credits for years of prior 818 
service, dates for leaves of absence (with the purposes of the leaves indicated), 819 
and dates and places of previous promotions.  The following format should be 820 
used (lines not applicable should be omitted): 821 

 822 
Name 823 

Highest Degree 824 
Present Rank 825 

Academic Unit 826 
Research Center Affiliation 827 

Date of GSU Appointment and Rank Awarded 828 
 (A copy of the letter stating the award should be attached.) 829 

Leaves of Absence 830 
(Description and Purposes) 831 

Dates and Places of Previous Promotions and Ranks Awarded 832 
Proposed Rank 833 

 834 
2. Unit head’s memorandum of recommendations and analysis to the Dean. 835 

 836 
3. Statement of recommendation from the unit committee on promotion.  837 

 838 
4. Candidate written responses to the statements of recommendation. 839 

 840 
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5. Index tabs with the following labels (underscored words), followed by the 841 
materials. 842 

 843 
6. Table of Contents (note: the items listed above will be received and prepared by 844 

the academic unit head subsequent to the candidate preparing and submitting 845 
credentials to the academic unit for review, thus the table of contents will only 846 
include the items listed below as submitted by the candidate). 847 

 848 
7. Workload Statement. A statement of the candidate’s workload distribution and 849 

job responsibilities and duties from the unit head. If the job responsibilities have 850 
changed over time (e.g., adding teaching responsibilities), it needs to be stated.  851 

 852 
8. CV in the order specified in Appendix A. 853 

 854 
 855 

9. Three separate concise statements (not to exceed 1.5 pages each) of candidate’s: 856 
(i) teaching philosophy and evidence of teaching performance; (ii) area of 857 
research and evidence of research/scholarly productivity (where applicable) 858 
including external assessment of the candidate’s work in the form of citations or 859 
book reviews; and (iii) description of service activities.  Each of these three 860 
concise statements  should be separate documents.  861 

 862 
10. Lists of Accomplishments and Supporting Evidence for Instruction, Scholarship,  863 

and Service, as follows: 864 
 865 

 866 
A. In order to determine whether or not candidates meet the criteria given in 867 

the College’s Non-Tenure-Track Promotion Manual (and unit manuals, if 868 
applicable), the committees will review the credentials of NTT candidates 869 
in the applicable areas of instruction, scholarship, and service.  This 870 
review will consider only the material and documentation present in a 871 
candidate’s dossier (as well as any information received from the unit 872 
head and the unit promotion committee). In each of the main areas, the 873 
College’s Non-Tenure-Track Promotion Manual identifies major 874 
categories or subsections into which the activities of most candidates can 875 
be logically divided; however, some candidates may not have activities to 876 
report in all of the categories. The documentation should be placed 877 
immediately after the list of accomplishments for a specific category and 878 
in the same order used in the list. 879 

 880 
B. Explicit instructions are given in the following sections for the 881 

arrangement of the lists of accomplishments and the supporting 882 
documentation.  Most of the materials submitted by a candidate can be 883 
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placed in one of the categories listed later in the College’s NTT Promotion 884 
Manual for instruction, scholarship, or service.  Materials inappropriate for 885 
listed categories must be placed in a separate category at the end of the 886 
area. The dossier may be returned if it is not clear or in disarray.  887 

 888 
 889 

 890 
IV. CATEGORIES FOR INSTRUCTION 891 
 892 

As stated in the section on criteria, Georgia State University requires the services of 893 
teacher-scholars who are now contributing significantly in the area of instruction and for 894 
whom there exists ample evidence that this activity will continue in the future.  895 
Information provided by candidates to document their contributions in the areas of 896 
instruction must be divided into the sections listed below: 897 

 898 
1. Courses Taught:  Candidates must provide a copy of the most recent syllabus 899 

used for each course taught since they were hired or last promoted. Only one 900 
syllabus for each different course is required. The candidate must provide a list of 901 
courses taught indicating the quarter or semester, the title and course number, and 902 
the number of students in the course. 903 

 904 
.  Perception of Students: A table summarizing the results of student 905 
course evaluations, followed by copies of the official GSU student evaluations for 906 
each course taught during the period under review. 907 

 908 
2. Course Development: Provide evidence of significant development of new or 909 

revised courses, programs, and/or instructional methods.  910 
 911 

3. Honors or Special Recognition for Instruction: These should be listed in 912 
tabular form. 913 

 914 
4. Independent Studies, Honors Theses, Theses, and Dissertations: for each item 915 

include the name of student, title of project, date completed, and candidate’s role. 916 
 917 

5. Published Materials: Textbooks and published articles related to the candidate’s 918 
teaching (candidate as author). A copy of each must be provided. 919 

 920 
6. Other Materials that bear on the evaluation of instruction. Candidates are 921 

encouraged to include in their dossier as many as possible of the materials 922 
identified by them as relevant to the assessment of instruction. It is important to 923 
note that a candidate must not solicit letters of support from students, faculty 924 
colleagues, or friends and include those letters in the dossier. 925 

 926 
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V.        CATEGORIES FOR SCHOLARSHIP 927 
 928 

Normally, all candidates’ accomplishments in this area can be listed logically in one of 929 
the categories given below. If this is not the case for some items, the candidate may 930 
create new categories and list the accomplishments under the new headings. 931 

 932 
For multiple-authored works and collaborative projects, the candidate and (when 933 
possible) the unit should assess and explain in detail the degree of the candidate’s 934 
contribution to the work. 935 

 936 
 937 
 938 

1. Scholarly Writings in Journals, Books, Monographs, and Reviews: 939 
 940 

A. Published Articles and Those Accepted for Publication. 941 
Title of article, journal, volume, date (or projected date of publication), 942 
names of the authors as they appear in print, and a one or two sentence 943 
description of the publication, including an assessment of its contributions 944 
to the discipline.  Clear indication should be given of whether the article 945 
has been published or only accepted for publication, and whether the 946 
journal is refereed.  The department’s evaluations of these articles should 947 
include assessments of the relative prestige of the journals within the 948 
candidate’s fields of interest; it is not expected that publications will 949 
necessarily be in journals directly related to the candidate’s departmental 950 
orientation. 951 

 952 
B. Published Books and Monographs and Those Accepted for Publication. 953 

Title, publisher, and date of publication or projected publication, and a one 954 
or two sentence description of the work, including an assessment of its 955 
contribution to the discipline.  For works only accepted for publication, 956 
clear indication should be given of whether an item is a book manuscript 957 
in press and scheduled for publication at a more or less definite date, or a 958 
book project for which a contract has been awarded and a manuscript is to 959 
be submitted to the publisher in the future. 960 

 961 
C. Reports, Essays, Book Chapters. 962 

Title, where published, and date of publication or projected publication, 963 
and a one or two sentence description of the work, including an 964 
assessment of its contribution to the discipline. 965 

 966 
D. Book Reviews. 967 

Title, author, place of appearance, and date of publication or projected 968 
publication. 969 
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 970 
E. Papers Under Review and In-process. 971 

For each paper under review, state where it has been and is being 972 
considered, and provide referee reports, if any. 973 

 974 
DOCUMENTATION 975 

 976 
Provide copies of items listed in paragraphs A, B, C, and E above. 977 

 978 
2. Awards and Grants: List scholarships, fellowships, travel awards, professional 979 

development grants, grants funded by local agencies, and grants from national 980 
agencies.  Indicate the amount of the award, the schedule of funding, the period of 981 
the award, and the precise role of the investigator and any other co-principal or 982 
co-investigator in the research or creative activities funded. 983 

 984 
3. Significant Professional Services: List memberships on editorial boards, 985 

activities as referee for scholarly journals, activities as referee for granting 986 
agencies, memberships on evaluation panels, and services as critic, juror, and/or 987 
consultant for professional organizations.  The list should include dates of service. 988 

 989 
4. Recognition by National, Scholarly, and Professional Associations: List and 990 

include titles of honors, awards, fellowships, and internships. 991 
 992 

5. General Recognition Within One’s Field: List requests for colloquium 993 
presentations or workshops, reviews of publications, and citations and references 994 
to the candidate’s work by others. 995 

 996 
6. Specialized Professional Activities Appropriate to the Discipline: Included 997 

here are materials for which descriptions are not presented in any of the other 998 
categories above. 999 

 1000 
 1001 

 1002 
 1003 
VI. CATEGORIES FOR SERVICE 1004 
 1005 

The College Committee on Promotion considers only service activities related to 1006 
candidates’ areas of professional competence.  Service open to any responsible citizen 1007 
must not be included.  Extra remuneration for academic or public service should not 1008 
preclude its inclusion.  However, such service will be considered primarily on the basis of 1009 
its direct benefits to Georgia State University.  Letters of recommendation from a 1010 
candidate’s department should discuss this category.  In areas where a candidate believes 1011 
substantial contributions have been made (as may be indicated in the candidate’s 1012 
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statement on service), it is appropriate for the department to solicit information about the 1013 
effectiveness or importance of the candidate’s service and to speak to this effectiveness 1014 
and importance in its letters. Given the mission of the Andrew Young School, collegiality 1015 
and cooperation among faculty and researchers of several disciplines and research centers 1016 
are emphasized. Given the College’s focus on applying research and theory to practice 1017 
through the interaction of academic departments and research centers, service 1018 
contributions that enhance these values are especially encouraged.  Examples include 1019 
senior co-authorships with junior faculty; attracting funding that helps support other 1020 
faculty and graduate students not under the candidate’s own direction; helping other 1021 
faculty with professional contracts; reviewing and assisting with manuscripts of other 1022 
faculty members; being regularly available to colleagues and students outside of regular 1023 
office hours and class times; frequent attendance at guest speaker seminars and other 1024 
School events; participation in candidate job interviews and presentations across the 1025 
School; providing intellectual leadership in research, instruction or service that benefits 1026 
other faculty, students and other constituents; and assisting PTIs and GTAs with course 1027 
development and instructional activities, such as mentoring and giving guest lectures. 1028 

 1029 
1. Assistance and Availability to Colleagues: List consultation about educational 1030 

problems, reviews of manuscripts, collaboration on research projects, assistance 1031 
with projects, and contributions to programs in other concentrations, areas, or 1032 
colleges.  Candidates should indicate ways in which they regularly make 1033 
themselves accessible to their  colleagues, and provide faculty mentorship in 1034 
teaching, professional development and/or scholarship. 1035 

 1036 
2. Contributions to Unit: List memberships on unit committees, development of 1037 

programs, and activities.  List only contributions not already included in 1038 
instruction or scholarship. 1039 

 1040 
3. Contributions to Research Centers: List formal associations and appointments 1041 

in research centers, and projects, programs, reports, committees, grant 1042 
submissions, and presentations in which the candidate has have participated under 1043 
the aegis of these centers.  1044 

 1045 
4. Committee Responsibilities at the College, University or System Level: List 1046 

committees and periods of service. 1047 
 1048 

5. Support of Local, State, National or International Organizations: List 1049 
consultant-ships, memberships on advisory boards, and offices held, and include 1050 
dates of service. 1051 

 1052 
6. Significant Community Participation: List lectures, speeches, presentations, 1053 

performances, and short courses, and include dates. 1054 
 1055 
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7. Meritorious Public Service: List assistance to governmental agencies and 1056 
development of community, state, or national resources and include dates. 1057 

 1058 
8. Participation in Professional Associations:   1059 

 1060 
A list of memberships in professional associations and participation at 1061 
professional meetings should be provided.  Items in this category should be 1062 
arranged as follows: 1063 

 1064 
A.   Memberships in Professional Associations. 1065 

List current memberships. 1066 
 1067 

B. Presentations at Professional Meetings and Conferences 1068 
Title and date of presentation, name and location of meeting. A one or two 1069 
sentence description of the presentation. 1070 

 1071 
C. Offices Held in Professional Associations. 1072 

Title, dates of term, and methods of selection. 1073 
 1074 

 1075 
STRUCTURED REVIEWS 1076 

 1077 
 1078 
 1079 
Structured Reviews for faculty in promotable NTT positions are intended to provide a 1080 
longer-term perspective than is usually provided by an annual review, and they contribute 1081 
to the determination of whether faculty members who are seeking promotion are 1082 
progressing toward promotion. Structured Reviews are also used to identify opportunities 1083 
that will enable faculty members to reach their full potential in terms of contribution to 1084 
the university. Structured Reviews are only required for faculty in promotable NTT 1085 
ranks.   1086 

 1087 
NTT faculty whose initial appointment is at an entry level will have a review no later 1088 
than three years after the initial appointment (Structured Third-Year Review), and a 1089 
review no later than five years after the initial appointment (Structured Five-Year 1090 
Review). Thereafter, structured reviews will take place every five years, unless a faculty 1091 
member is promoted sooner, in which case structured reviews will occur every five years 1092 
after the most recent promotion.  1093 

 1094 
NTT faculty whose initial appointment is above the entry level shall have a review no 1095 
later than three years after the initial appointment (Structured Third-Year Review). After 1096 
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this review, subsequent structured reviews will take place every five years (Structured 1097 
Five-Year Review). If a NTT faculty member is promoted, subsequent structured reviews 1098 
will occur every five years after the most recent promotion.  1099 

 1100 
Normally, for lecturers appointed at the entry level, the first Structured Five-Year Review 1101 
is also the review for promotion to senior lecturer. Reappointment of a lecturer who has 1102 
completed six consecutive years of service to the university will be permitted only if the 1103 
lecturer has demonstrated exceptional teaching ability and extraordinary value to the 1104 
university and if the university determines that there is a continued need for the lecturer.  1105 

 1106 

All non-tenured faculty who have been awarded academic rank (instructor, assistant 1107 
professor, associate professor, professor), lecturer, senior lecturer, and principal lecturer 1108 
employed under written contract, and who served full-time for the entire previous year 1109 
have the presumption of renewal of the next academic year unless notified in writing, by 1110 
the President of the institution or his or her designee, of the intent not to renew. Written 1111 
notice of intent not to renew shall be delivered by hand or by certified mail, to be 1112 
delivered to the addressee only, with receipt to show to whom and when delivered and 1113 
the address where delivered. Notice of intention to not renew the contract shall be 1114 
furnished, in writing, per the renewal of contract schedule (see renewal and employment 1115 
policy in the Board of Regents Policy manual). 1116 

 1117 
The year in which a NTT faculty member comes up for promotion does not have to 1118 
coincide with the year in which the NTT faculty member is subject to a Structured 1119 
Review. Structured Reviews are conducted in the timeline specified above.  1120 

 1121 
  1122 
I.         THIRD YEAR REVIEW 1123 
 1124 

1. DATE OF THIRD YEAR REVIEW 1125 
 1126 

The review will occur during the Spring Semester of what would be the faculty member’s 1127 
third full year.  1128 
 1129 

 1130 
2. THIRD YEAR REVIEW COMMITTEE 1131 

 1132 
Each academic unit will have a structured review committee that evaluates the credentials 1133 
of all NTT faculty members undergoing review.  This committee consists of a minimum 1134 
of three faculty members. All members must be at a higher rank than the candidate under 1135 
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review, and NTT faculty must have representation. If there are no NTT faculty at ranks 1136 
above the candidate’s current rank, appropriate NTT faculty from related AYS units shall 1137 
be considered. The review committee members, appointed by the unit head, will select its 1138 
chair.  1139 

 1140 
 1141 

3. MATERIALS TO BE REVIEWED 1142 
 1143 

The third year review committee will review the faculty member’s instruction, 1144 
scholarship, and service activities.  The faculty member will supply the appropriate 1145 
documentation for the committee to make such a review, including: 1146 

 1147 
Ø CV; 1148 

 1149 
Ø Copies of published and unpublished research; 1150 

 1151 
Ø Materials documenting teaching effectiveness during the evaluation period to 1152 

include a table summarizing the results of student course evaluations, followed by 1153 
copies of the official GSU student evaluations for each course taught during the 1154 
period under review; 1155 

 1156 
Ø Additionally, a faculty member should provide a concise summary of 1157 

accomplishments, expectations, and three-year goals not to exceed two pages in 1158 
length.   1159 

 1160 
Ø Unit heads or administrators should provide a statement of the candidate’s 1161 

workload. 1162 
 1163 
 1164 

 1165 
4. THIRD YEAR REVIEW COMMITTEE REPORT 1166 

 1167 
A written report will be prepared by the review committee and presented to the unit head, 1168 
with a copy to the faculty member. The report will contain an evaluation of the faculty 1169 
members progress toward promotion or reappointment in each of the three areas of 1170 
teaching, research, and service in alignment with the NTT faculty member’s tasks and job 1171 
responsibilities; a recommendation regarding retention of the faculty member, and; 1172 
observations and thoughts regarding what changes, if any, the committee believes the 1173 
faculty member seeking promotion needs to address.  The committee must have clear 1174 
evidence that the faculty member seeking promotion is not making reasonable progress 1175 
toward promotion before recommending dismissal.   1176 

 1177 
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The unit head may call a meeting of the unit’s review committee to discuss the report.  1178 
The unit head will meet with the faculty member to discuss the report of the committee. 1179 

 1180 
The unit head will prepare a separate memorandum.  Both the written report from the 1181 
review committee, the memorandum from the unit head, the CV, and the two page 1182 
statement will be sent to the Dean. In turn, the Dean will prepare a memorandum and will 1183 
forward the memorandum, along with letter from the review committee, the 1184 
memorandum from the unit head, the CV, and the two page statement to the Provost. 1185 
 1186 
The Provost reviews all College’s Third Year Review documents. After the Provost has 1187 
added comments, all letters, memoranda, and comments will be sent to the faculty 1188 
member with copies to the other parties involved in the review. If the review is negative, 1189 
the Provost will consult with the Dean, and the Dean will notify the candidate of the 1190 
negative review. 1191 

 1192 
The full report, including all letters, memoranda, and comments, and faculty member’s 1193 
response, if any, will become part of the faculty member’s file. Written notification will 1194 
be provided to the candidate at each stage of the review. 1195 

 1196 
  1197 
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II. FIVE YEAR REVIEW 1198 
 1199 

1. DATE OF THE FIVE YEAR REVIEW 1200 
 1201 

Structured	reviews	will	take	place	every	five	years,	unless	a	faculty	member	is	1202 
promoted	sooner,	in	which	case	structured	reviews	will	occur	every	five	years	after	1203 
the	most	recent	promotion.		1204 
	1205 
The five year review will be conducted during the Spring Semester of the fifth year after 1206 
the most recent promotion and continue at five-year intervals unless interrupted by a 1207 
leave of absence (paid or unpaid), further promotion, impending candidacy for promotion 1208 
within a year, or a letter of retirement/resignation that is effective prior to the end of the 1209 
five year interval. For lecturers appointed at the entry level, the first structured five-year 1210 
review is also the review for promotion to senior lecturer (GSU NTT Promotion Manual).  1211 

 1212 
 1213 
 2.   FIVE YEAR REVIEW COMMITTEE  1214 
 1215 

Each academic unit will have a review committee that evaluates the credentials of all 1216 
NTT faculty members undergoing a five year review. This committee consists of a 1217 
minimum of three faculty members. All members must be at a higher rank than the 1218 
candidate under review, and NTT faculty must have representation. If there are no NTT 1219 
faculty at ranks above the candidate’s current rank, appropriate NTT faculty from related 1220 
AYS units shall be considered. The review committee members, appointed by the unit 1221 
head, will select its chair.  1222 

 1223 
 1224 

3.   MATERIALS TO BE REVIEWED 1225 
 1226 
The cumulative review should address accomplishments in teaching, research and 1227 
service.  The review will be based on available information.  The faculty member will 1228 
submit at least the following elements of the dossier required for the regular promotion 1229 
review: 1230 

 1231 
Ø CV organized in the sequence shown in Appendix A; 1232 

 1233 
Ø Copies of all publications during the five-year evaluation period; 1234 

 1235 
Ø Materials documenting teaching effectiveness during the five-year evaluation 1236 

period to include a table summarizing the results of student course evaluations, 1237 
followed by copies of the official GSU student evaluations for each course taught 1238 
during the period under review; 1239 

 1240 
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Ø Copies of annual evaluations during the five-year evaluation period; 1241 
 1242 

Ø Additionally, a faculty member should provide a concise summary of 1243 
accomplishments, expectations, and five-year goals not to exceed two pages in 1244 
length  1245 

 1246 
5. FIVE YEAR REVIEW COMMITTEE REPORT, SUBSEQUENT REVIEW,  1247 

AND COMMENTS 1248 
 1249 

A written report will be prepared by the five year review committee.  The review 1250 
committee’s report is forwarded in turn, to the unit head. The academic unit head will 1251 
prepare a separate memorandum. Both the written report from the review committee, the 1252 
memorandum from the unit head, the CV, and the two page statement will be sent to the 1253 
Dean and cc’d to the administrative staff for processing.  In turn, the Dean will prepare a 1254 
memorandum and will forward the memorandum, along with the Five Year Review 1255 
Committee’s written report, the memorandum from the unit head, the CV, and the two 1256 
page statement to the Provost for review and comment. 1257 
 1258 
The Provost reviews all College’s Five Year Review documents. After the Provost has 1259 
added their comments, all reports and comments are sent to the faculty member with 1260 
copies to other parties involved in the cumulative review process.   1261 

 1262 
After completion of these assessments, a conference will be held between the unit head 1263 
and the faculty member.  This conference will produce a plan which focuses on 1264 
professional goals and/or workload profile for subsequent approval by the Dean.  The 1265 
progress of the faculty member will be monitored through the regular process of annual 1266 
faculty evaluations. 1267 

 1268 
The final report will be retained in the faculty member’s file in the Dean’s Office. 1269 

 1270 
 1271 
 1272 
 1273 
 1274 
 1275 
 1276 

 1277 
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APPENDIX A 1278 
The curriculum vitae should be organized in the following sequence, with headings 1279 
corresponding to the following.  Items listed under a heading should be in descending 1280 
chronological sequence (latest date first).  Publication citations should be complete, 1281 
following standard citation format including page numbers. 1282 

 1283 
Name 1284 
 1285 
Current Rank 1286 
 1287 
Academic Unit 1288 
 1289 
Education and Professional Credentials 1290 
 1291 

List degree, major, institution and year received (for each degree) 1292 
 1293 

List professional, non-degree programs and courses completed 1294 
 1295 

Fellowship and Awards 1296 
 1297 

Work experience 1298 
 1299 

List relevant professional academic work experience (teaching and administrative), 1300 
including internships, and other business/professional positions held. 1301 

 1302 
Scholarship and Professional Development 1303 
 1304 

Publications: Refereed Scholarly 1305 
 1306 

Include papers published in refereed scholarly journals and refereed conference  1307 
proceedings. 1308 

 1309 
Publications: Refereed Professional/Practitioner 1310 

 1311 
Include papers published in refereed professional/practitioner journals and other outlets. 1312 

 1313 
Publications: Books, Monographs, and Reports 1314 

 1315 
Include books, monographs, reports, chapters in books, case studies, instructor’s manuals 1316 
and other supplemental materials for textbooks, and books edited. 1317 

 
CURRICULUM VITAE OUTLINE TO BE USED FOR CANDIDATE’S DOSSIER 
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 1318 
Publications: Non-Refereed and Other 1319 

 1320 
Include book reviews, essays, papers published in non-refereed conference proceedings; 1321 
exclude media interviews, abstracts, letters to editors, papers presented at meetings not 1322 
otherwise published, working papers, including papers under review and in process. 1323 

 1324 
Papers Under Review and In-Process 1325 

 1326 
Externally-funded Research Projects 1327 

 1328 
List title of research project, beginning and ending dates of the project, the amount of 1329 
funding of the grant, and the specific participation of the faculty member in the grant 1330 
project (e.g., project director, principal investigator). 1331 

 1332 
Papers Presented at Professional Meetings and Conferences 1333 

 1334 
List title, any co-author, name and date of meeting. 1335 

 1336 
Instruction, including advising 1337 
 1338 

Supervision of Doctoral Dissertations 1339 
 1340 

List author and title of dissertation; indicate whether involvement was as member of, or 1341 
chair of, dissertation committee in each case. 1342 

 1343 
Continuing Education and Training Activities 1344 

 1345 
List name of program, date of program, involvement in program, (e.g., topic taught as 1346 
faculty member or program director); include training program activities. 1347 

 1348 
Service 1349 
 1350 

Service Activities Internal to the University 1351 
 1352 

Include service on unit, college and university committees by listing name of committee, 1353 
time period served, and whether service was as a member or chair.  Also include other 1354 
assignments and responsibilities at the unit, college, or university level. 1355 

 1356 
Service Activities in Academic and Professional Organizations 1357 

 1358 
Include service in academic or professional organizations as an officer or local 1359 
arrangements chair/member, chair of program committee, chair of a program session, 1360 
discussant.  Also include referee and other editorial appointments with respect to journals 1361 
sponsored by such organizations. 1362 

 1363 
 1364 
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Service to the Community 1365 
 1366 

Include only those activities which utilize the professional expertise of the faculty 1367 
member in activities in the community which are directly related to being a faculty 1368 
member. 1369 


