
THE CITADEL DEPARTMENT OF BIOLOGY 
 

Evaluation guidelines for tenure, promotion and merit salary increases 
 
Provenance: 

Within the Department of Biology a committee on Tenure and Promotion has developed 
policies and standards for evaluating the performance of tenure-track and tenured faculty for the 
purposes of decisions on tenure, promotion and merit salary increases. 
 
General statement: 

The Citadel is essentially a four-year, comprehensive college.  As such, the primary 
responsibility of its faculty is teaching.  When a professor's record is considered for tenure, 
promotion or merit pay increases, however, other factors are also considered.  Another 
significant role of the faculty member is that of an ongoing scholar whose activities add 
knowledge to the discipline.  Yet another function of the faculty member is to render service to 
the college and to the community.  These three categories form the basis of performance 
evaluation in the Department of Biology.  In developing a composite recommendation for tenure, 
promotion or merit salary increase, teaching effectiveness shall be weighted at fifty percent.  The 
aggregate of scholarly activity and service to the college and community shall be weighted at 
fifty percent, partitioned according to negotiations between the Faculty Member and the Head at 
the beginning of each performance year.  This annual flexibility not withstanding, promotion and 
tenure will not occur without demonstrated achievement in all three categories. 

The following criteria should be used to determine the effectiveness of teaching, the level of 
scholarly activity, and the measure of service to the college and community. 
 
A.  Teaching effectiveness 

The Department of Biology recognizes five elements of effective teaching:  1) currency in 
the field; 2) classroom presentation; 3) fair evaluation of student work; 4) availability to students; 
and, 5) professional demeanor.  Outstanding performance in some or all of these elements may 
result in Substantially Exceeds Expectations or Exceeds Expectations ratings.  Satisfactory 
performance in each of the five elements constitutes a Meets Expectations rating, while 
unsatisfactory performance in any of the five elements may result in a Does Not Meet 
Expectations rating. 

Effective teaching at both the undergraduate and graduate levels is the most important role of 
the teacher-scholar in the Department of Biology.  No matter how strong an individual's record 
of scholarly and service activities, a marginal or unsatisfactory teaching record could prohibit 
consideration for tenure, promotion or merit salary increases. 

The criteria used to evaluate teaching are listed below.  Under each of the five elements are 
examples of evidence of proficiency, with the understanding that there may be other valid forms 
of evidence of proficiency. 

 
1.  Currency in the field 

• Keeps abreast of current information and developments in one's area of expertise, and 
incorporates them into one's teaching. 

• Attends conferences, seminars, etc., pertaining to broad principles of biological training. 
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2.  Classroom presentation 
• Presents clear, concise lectures that stimulate student interest and enthusiasm for biology. 
• Maintains a spirit of scholarly inquiry that leads to innovations in course content, and to 

the development of new teaching methods, and occasionally to the creation of new 
courses. 

• Prepares and distributes syllabi, handouts, etc. that indicate a high level of organization. 
• Communicates effectively with students with a variety of learning styles and levels of 

preparation. 
 
3.  Fair evaluation of student work 

• Evaluation of student performance is free of bias and capriciousness. 
• Work is graded and returned within a reasonable period of time. 
• Tests are appropriate for the level of instruction. 
• Students receive feedback on performance at appropriate times throughout the course. 
• Demonstrates respect for student opinions. 

 
4.  Availability to students 

• Maintains adequate office hours. 
• Actively advises students. 
• Holds review sessions outside of regular class hours. 

 
5.  Professional demeanor 

• Is punctual and dependable in meeting teaching assignments. 
• Maximizes instructional time. 

 
On an annual basis, the following achievement levels will be used to evaluate teaching 
effectiveness: 
 
Substantially Exceeds Expectations 

Exceeds expectations in all five criterion areas. 
 
Exceeds Expectations 

Exceeds expectations in each of the following two areas: 
a) Currency in the field 
b) Classroom presentation 

AND 
Meets expectations in each of the following three areas: 
a) Fair evaluation of student work 
b) Availability to students 
c) Professional demeanor 

 
Meets Expectations 

Meets expectations in all of the following five areas: 
a) Currency in the field 
b) Classroom presentation 
c) Fair evaluation of student work 
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d) Availability to students 
e) Professional demeanor 
 

Does Not Meet Expectations 
Does not meet expectations in either or both of the following two areas: 
a) Currency in the field 
b) Classroom presentation 

OR 
Does not meet expectations in two or more of the following three areas: 
a) Fair evaluation of student work 
b) Availability to students 
c) Professional demeanor 
 

B.  Scholarly activity 
The paradigm of the college or university professor is embodied in the term teacher-scholar.  

The concept of the teacher-scholar dictates that an integral part of teaching at the college level is 
the active participation in one's discipline.  Although being a good scholar or researcher does not 
necessarily make one a good teacher, it is widely accepted that scholarly activity will increase 
the effectiveness of a dedicated teacher.  Such activity helps one to stay abreast of new 
developments and enhances preparation for teaching.  Peer review of methods and ideas will 
improve understanding of, and facility with the methods and concepts basic to one's profession.  
Scholarly activity is defined as original research or other activity that materially contributes, on 
at least a regional (i.e., multi-state) level to the knowledge base of the discipline, the 
advancement of the discipline, or the teaching of the discipline. 

The Department of Biology recognizes three areas of effective scholarship:  1) scholarly 
productivity; 2) professional growth and development; and 3) participation in professional 
societies.  For evaluation purposes, these are listed in general order of priority, but in specific 
cases an individual may demonstrate that participation in categories (2) or (3) should warrant a 
higher level of consideration. 

The criteria used to evaluate scholarly activity are listed below.  Under each of the three 
elements are examples of evidence of proficiency, with the understanding that there may be other 
valid forms of evidence of proficiency. 
 
1.  Scholarly productivity 

• Authors or co-authors a scholarly book or manual. 
• Has publications in refereed and non-refereed journals, or book chapters, with more 

weight given to refereed journals or books. 
• Develops grant proposals for intramural and extramural funding, with more weight given 

to extramural funding, and more weight given to successful proposals than to non-
successful proposals. 

• Publishes technical reports. 
• Presents papers at regional or national meetings. 
•   Serves as reviewer of grant application, journal articles or book chapters. 

 
2.  Professional growth and development 

• Applies for and receives a CDF Faculty Development Grant. 
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• Receives a sabbatical leave or a CDF Faculty Fellowship. 
• Directs student research. 
• Serves on Graduate Faculties at other institutions. 
• Directs symposia. 

 
3.  Professional societies 

• Organizes and/or chairs sessions at professional meetings. 
• Holds leadership roles in professional societies. 
• Is a member and attends meetings of professional societies. 

 
On an annual basis, the following achievement levels will be used to evaluate scholarly 
activity: 
 
Substantially Exceeds Expectations 
Accomplishes one of the three following achievements: 

a) Authors or edits a scholarly book. 
b) Publishes a peer-reviewed journal article or book chapter. 
c) Applies for and receives a research grant from an extramural source. 

OR 
Demonstrates scholarly activity in three of following seven areas: 
a) Presents an article at a regional or national meeting. 
b) Applies for and receives a research grant from the CDF 
c) Authors a substantial non-refereed article, technical paper or manual. 
d) Reviews an article for a peer-reviewed journal, or reviews a grant application to an    

extramural funding source. 
e) Holds elected office in a regional or national professional society. 
f) Receives a significant honor or award (e.g. sabbatical leave, CDF Fellowship, CDF 

Faculty Achievement Award for Research). 
g) Develops and/or directs a professional conference, meeting or workshop. 
 

Exceeds Expectations 
Demonstrates scholarly activity in two or more of following seven areas: 
a) Presents an article at a regional or national meeting. 
b) Applies for and receives a research grant from the CDF. 
c) Authors a substantial, non-refereed article, technical paper or manual. 
d) Reviews an article for a peer-reviewed journal, or reviews a grant application to an 

extramural funding source. 
e) Holds elected office in a state or regional professional society. 
f) Develops and/or directs a professional conference, meeting or workshop. 
g) Receives a CDF Faculty Development Grant. 

 
Meets Expectations 

Demonstrates scholarly activity in one of the following five areas: 
a) Presents an article at a state or regional professional meeting. 
b) Applies for and receives a research grant from the CDF 
c) Maintains an on-going, non-funded research project. 
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d) Holds elected office in a local professional society. 
e) Attends at least one regional or national meeting in one's discipline. 
 

Does Not Meet Expectations 
Demonstrates no activity in any of the three areas of scholarly activity. 
 

C.  Service to the college and community 
The third criterion of-the teacher-scholar involves the lending of one's time, energy and 

expertise to the development and execution of policies and procedures that enhance the 
functioning of the department, the college and community.  Examples of such participation are 
listed below, with the understanding that there may be other valid forms of service. 
 

• Serving on department or college committees. 
• Serving as an advisor to student organizations. 
• Serving as a representative to or an officer of an academic organization (Faculty Council 

Graduate Council). 
• Assuming special assignments for the college (e.g. Chair of Self Study Task Force, Chair 

of Strategic Planning Task Force, Faculty Athletic Representative, Company Academic 
Advisor). 

• Lecturing in the community in one's professional area of expertise. 
 
(NOTE:  Service to the community that is compatible with good citizenship and reflects 

positively on the college, but is not related to one's professional area of expertise, while 
laudable, is not considered for purposes of decisions on tenure, promotion and merit salary 
increases.) 

 
On an annual basis, the following activity levels will be used to evaluate service: 
 
Substantially Exceeds Expectations 

a) Participates effectively in a number of service activities. 
b) Willingly assumes leadership positions in departmental and college committees. 
c) Maintains a positive attitude toward tasks and willingly undertakes new assignments. 
d) Assignments are always done in a positive and timely manner. 
e) Is active in community service related to professional area of expertise. 
 

Exceeds Expectations 
a) Participates in several service activities. 
b) Regularly attends meetings and performs assignments conscientiously. 
c) Will usually volunteer for assignments. 

 
Meets Expectations 

a) Participates in several service activities. 
b) Rarely seeks out assignments, but accepts assignments willingly. 
c) Rarely accepts a leadership role. 
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Does Not Meet Expectations 
a) Participates in few community service activities. 
b) Must be asked or directed to perform assigned tasks. 
c) Participation rarely makes a positive contribution. 

OR 
Participates in no service activities. 

 
Evaluation Procedures 
 
Burden of Proof 

When a faculty member seeks tenure, promotion or a merit salary increase, the burden of 
proof or justification rests with the faculty member.  In developing one's annual Personal Data 
Sheet (PDS) or a tenure/ promotion folder, one is encouraged to use any, and as much, 
supportive material as one deems necessary to prove one's case. 
 
Evaluating Teaching 

There is no broad consensus on how the quality of teaching should be evaluated.  Student 
evaluation, peer evaluation, and documentary evaluation (teaching portfolios) are all used in 
various forms and combinations.  The Department of Biology recognizes that the college has 
begun to develop methods and instruments, and assumes that the college will eventually adopt a 
campus-wide policy on the evaluation of teaching.  As the college policy develops, this 
document will be revised to reflect such progress. 

In the current absence of a campus-wide policy, departmental committees (in the case of 
tenure and promotion actions) and the department head (in the case of merit salary increases) 
will bring their best professional judgment to bear on whatever evidence is available, using the 
criteria described above.  Until a campus-wide policy is in place, these judgments will, 
inevitably, be rather subjective. 

 
Outcomes of Receiving Ratings of Does Not Meet Expectations, Meets Expectations, Exceeds 
Expectations, and Substantially Exceeds Expectations 

A rating of Does Not Meet Expectations in any area denotes that the professor is not 
contributing to the Department's mission in that area.  Substantial improvement must occur 
before tenure or promotion is possible.  An overall rating of Does Not Meet Expectations for 
three consecutive years should lead to termination in the case of a probationary appointment. 

A rating of Meets Expectations in any area denotes that the professor is making a 
contribution to the Department's mission in that area.  Signs of improvement must, however, be 
evident before tenure or promotion is possible.  An overall rating of Meets Expectations for the 
period under evaluation should normally lead to rejection of an application for tenure or 
promotion, but could justify renewal of a probationary appointment. 

A rating of Exceeds Expectations in any area denotes that a Professor is a strong contributor 
to the Department's mission in that area.  An overall rating of Exceeds Expectations for the 
period under evaluation should normally justify renewal of a probationary appointment, and 
could justify tenure and promotion to the rank of Associate Professor. 

A rating of Substantially Exceeds Expectations in any area denotes that a Professor is a 
leader in contributing to the Department's mission in that area.  An overall rating of Substantially 
Exceeds Expectations for the period under evaluation should justify renewal of a probationary 
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appointment, should normally justify tenure and promotion to the rank of Associate Professor, 
and could justify promotion to the rank of Professor. 

 
Evaluation for tenure and promotion to the rank of Associate Professor 

The period of evaluation will be the interval since appointment to the rank of Assistant 
Professor.  The candidate for tenure and promotion to the Associate rank should demonstrate the 
following: 

• An earned terminal degree (usually the Ph.D.) in an appropriate discipline from an 
accredited institution. 

• Excellence in teaching as evidenced by: ratings of Meets Expectations, Exceeds 
Expectations or Substantially Exceeds Expectations in each of the past four years, and 
ratings of Exceeds Expectations or Substantially Exceeds Expectations in at least two of 
the past four years. 

• Excellence in scholarly activity as evidenced by: ratings of Exceeds Expectations or 
Substantially Exceeds Expectations in each of the past four years, and ratings of 
Substantially Exceeds Expectations in at least two of the past four years.  The evidence 
used should be the result of scholarly activity in projects beyond the Ph.D. dissertation 
research.  As part of the required rating, the promotion dossier should include at least two 
peer-reviewed publications over the past four years. 

• Excellence in service to the college and community as evidenced by ratings of Exceeds 
Expectations or Substantially Exceeds Expectations in each of the past four years, and 
ratings of Substantially Exceeds Expectations in at least two of the past four years. 

 
Evaluation for promotion to the rank of Professor 

The period of evaluation will be the interval since appointment to the rank of Associate 
Professor.  The candidate for tenure and promotion to the rank of Professor should demonstrate 
the following: 

• An earned terminal degree (usually the Ph.D.) in an appropriate discipline from an 
accredited institution. 

• Excellence in teaching as evidenced by: ratings of Meets Expectations, Exceeds 
Expectations or Substantially Exceeds Expectations in each of the past five years, and 
ratings of Exceeds Expectations or Substantially Exceeds Expectations in at least three of 
the past five years. 

• Excellence in scholarly activity as evidenced by: ratings of Exceeds Expectations or 
Substantially Exceeds Expectations in each of the past five years, and ratings of 
Substantially Exceeds Expectations in at least three of the past five years.  The evidence 
used should be the result of scholarly activity in projects beyond the Ph.D. dissertation 
research.  As part of the required rating, the promotion dossier should include at least 
three peer-reviewed publications over the past five years. 

• Excellence in service to the college and community as evidenced by ratings of Exceeds 
Expectations or Substantially Exceeds Expectations in each of the past five years, and 
ratings of Substantially Exceeds Expectations in at least three of the past five years. 

 
Evaluation for merit salary increases:  Three-year aggregate principle 

It is recognized that using only the most recent annual evaluation for a merit salary increase 
may create inequities in cases where merit salary increases do not occur every year.  For the 
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purpose of evaluation for merit salary increases, the performance level will be determined 
from the aggregate of submitted PDS's and other supporting documents for the three most 
recent evaluated years (upon agreement of both the faculty member and the department head, 
periods where the faculty member is on sanctioned leave may be excluded from evaluation). 

It must be understood that, in an ideal system merit increases are only the third element of a 
three-tiered salary increase program.  First, all faculty in good standing should receive a base 
increase related to a Cost of Living formula.  Second, all faculty performing at the Meets 
Expectations' level or above should receive a step-wise increase for each year of service.  
Finally, merit increases, when available, should be reserved for outstanding performance 
(Exceeds Expectations or Substantially Exceeds Expectations). 

In developing a recommendation for a merit salary increase, teaching effectiveness shall be 
weighted at fifty percent.  The aggregate of scholarly activity and service to the college and 
community shall be weighted at fifty percent, partitioned according to negotiations between the 
Faculty Member and the Head at the beginning of each performance year.  An overall rating of 
Exceeds Expectations or Substantially Exceeds Expectations will be required for any merit salary 
increase, and an overall rating of Substantially Exceeds Expectations will be required for the 
highest level of merit increase. 
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