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NOTE: 

 
This document is to be reviewed annually by the Faculty Affairs Committee and revised at least once every 

five years. Any School of Business faculty member may initiate a recommendation for revision. It is 

understood that candidates will not be adversely impacted by revisions to the criteria in this document if 

revisions are made during the period in which a candidate is working toward meeting the criteria in effect 

at the time of hiring or promotion to current rank.  



FACULTY REAPPOINTMENT, TENURE, AND PROMOTION 

PROCEDURES 
 

INTRODUCTION 

 

Faculty Reappointment, Tenure and Promotion Procedures will be administered by the 

representative from The Citadel School of Business (CSB) on the Faculty Tenure and Promotion 

Committee (FTPC) as well as one member of The CSB Faculty Affairs Committee (FAC). 

Annually the chair of the FAC will appoint a tenured member of the committee to work with the 

representative from the FTPC on all issues involving tenure, promotion, and probationary 

reappointment. 

 

Administrative Management and Review 

 

The Faculty Affairs Committee will serve the function of administrative reviewer of a 

faculty member’s tenure and/or promotion materials for the purpose of adhering to standards of 

completeness and timeliness.  

 

Substantive Review and Recommendation 
 

For tenure decisions, substantive review and recommendations for personnel actions will 

be accomplished by all tenured faculty members in The Citadel School of Business. 

 

For promotions, substantive review and recommendations for personnel actions will be 

accomplished by The School Personnel Committee, which will generally consist of all tenured 

faculty members of the sought after rank or higher: 

 

1. Applications for promotion to Associate Professor will be subject to substantive 

review and recommendation from all current tenured associate and full professors in 

The School of Business 

2. Applications for promotion to Full Professor will be subject to substantive review and 

recommendation from all current tenured full professors in The School of Business. 

 

Review and Recommendation beyond The Citadel School of Business 
 

Beyond The School of Business Personnel Committee (noted above) the review process 

will follow the procedure outlined in Memorandum Number 3-601.  

 

FACULTY PERFORMANCE REVIEWS 
 

Faculty performance reviews are an important administrative process for making 

decisions such as: 

 

1. Appointment of new faculty, 

2. Conducting interim evaluations of probationary faculty members for 

reappointment, 
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3. Recommending probationary faculty for tenure, 

4. Recommending faculty members for promotion in academic rank, 

5. Periodic review of tenured faculty activity as required by the College, and 

6. Special reviews of eligible faculty for awards as required. 

 

 

FACULTY EVALUATION CRITERIA 
 

Candidates must satisfy all elements of the evaluation criteria provided herein. The 

meeting of these criteria is considered necessary and sufficient for earning The Citadel School 

of Business-level support for the applicable personnel action. This document is a supplement 

to The Citadel’s Memorandum Number 3-601 dated 7 January 2014, Policy on Probationary 

Reappointment, Academic Tenure, Academic Promotion, and Termination of Tenured Faculty. 

In instances where a requirement set forth in Memorandum Number 3-601 differs from a 

requirement set forth in The School of Business document, the more stringent requirement will 

apply. It is the responsibility of the faculty member seeking a personnel action to be familiar 

not only with the requirements set forth in this document, but also the college-wide 

requirements set forth in Memorandum Number 3-601.    

 

Relative Weights of Evaluation Criteria 
 

The approximate weights for evaluation of a faculty member's performance under 

ordinary circumstances are as follows: 
 

Relative Weights of Evaluation Criteria 

Performance Area: Minimum Maximum 

Teaching 50% 60% 

Research and Other Scholarly Activity 30% 40% 

Service 10% 20% 

 

A certain amount of flexibility is desirable when applying this weighting in the annual 

evaluation process. Circumstances in a particular year for a particular faculty member (e.g., a 

sabbatical year, awarding of a research grant, a School of Business need for extra administrative 

time, new course development, etc.) may make it necessary to depart from the usual weights. For 

that reason, when weights are shown for the criteria listed below, the figures are to be thought of 

as appropriate weights for most faculty members in ordinary circumstances. 
 

Teaching (50 – 60%) 
 

The most important criterion for a Citadel business faculty member is instructional 

effectiveness. Three areas which contribute to instructional effectiveness are teaching 

preparation, which includes faculty or intellectual development, teaching presentation, and 

teacher-student contact outside of the classroom.  
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Teaching Preparation 

 
Faculty members performing at the highest level maintain currency in their respective 

fields through new experiences, educational attainments, and research. Such 

professors assimilate appropriate current materials into their courses (e.g., syllabi, 

supplementary readings, assignments, etc.). The professor reviews teaching methodology and, 

when appropriate, implements such enhancements as projects, reports, guest speakers, and 

media. The professor organizes the subject matter to enhance motivation and understanding and 

to provide for individual differences among students. The professor presents the objectives of the 

course and teaches to those objectives. 

 

Teaching Presentation 
 

The outstanding professor presents materials in the classroom at the highest level and 

employs an organized, multi-dimensional approach to learning, to include learning objectives. 

The professor communicates subject matter with enthusiasm, explains with great clarity, and 

stimulates independent student thinking. The professor makes concerted efforts to teach to the 

students individually as well as in a group, taking into account the differences among students' 

backgrounds and abilities. The professor tests in a manner which not only adequately reflects a 

student's knowledge and understanding, but also has the potential to allow the student to exhibit 

inventiveness, as well as understanding at a level higher than rote learning.  The professor uses 

appropriate technology to facilitate communication and aid student understanding and learning. 

The professor encourages the active involvement of students in the learning process. The 

professor provides opportunities for the student to apply the same concepts, principles, or ideas 

in a variety of ways. 

 

Teacher-Student Contact 
 

The professor performing at the highest level seeks to establish professional rapport with 

students and is available to them for academic advisement, counseling, and intellectual 

interaction. The professor encourages independent effort on the part of students. By personal 

example, including interest, experience, and enthusiasm, the professor provides an incentive for 

a student to excel. In dealing with individual students, the professor is careful not to belittle or 

intimidate students. Student conferences are conducted in such a way that they become 

additional learning experiences. 

 

Evaluation of Teaching Techniques 
 

Evaluation techniques for all business faculty members include, but are not limited to, 

self-evaluation, The CSB Peer Evaluation Instrument, student evaluations of teaching, and 

samples of original materials used in course preparations. Intellectual activities related to 

teaching improvement should also be included in this section. 

 

Instructional Effectiveness Standards 
 

A faculty member's overall Instructional Effectiveness will be evaluated by taking into 
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account his or her teaching portfolio, peer evaluation of instruction, student evaluations, and the 

Dean’s evaluation. 

 

Evaluation Reports: 
 

1. Teaching Portfolio:  The Teaching Portfolio shall give evidence of the 

ability and commitment of the candidate to lead students into a growing 

understanding of business knowledge and to help them develop skills and tools 

required for success in the twenty-first century. The Teaching Portfolio may include 

such items as course syllabi, course assignments, graded and blank exams, 

supplementary reading lists, lecture outlines given to the students, study 

questions/review materials, visual materials, letters from students, awards or 

honors for teaching, etc. 

2. Peer Evaluation of Instruction:  Peer evaluations will be conducted according 

to the requirements of the approved CSB Peer Evaluation Instrument.  

3. Student Evaluations:  Information about students' perceptions of instruction will 

be collected using the college-wide evaluation system. The results of this survey will 

be considered in making personnel decisions. 

 

4. Dean's Evaluation:  The Dean of The School of Business will visit at least 

one class during tenure and promotion decisions and evaluate the candidate using 

a teaching evaluation form approved by The School of Business faculty. The 

Dean will then use this information, along with any additional input received 

from current students, alumni, employers of alumni, or other sources, to 

formulate an overall evaluation of the faculty member's teaching effectiveness. 

 

 

Research and Other Scholarly Activity (30 – 40%) 
 

Introduction 

 

Faculty members should describe and provide copies of work in the area of scholarly 

activity. Generally, intellectual contributions will exist in a publicly written form (either 

physically or electronically) and will be available for scrutiny by academic peers and 

professionals, i.e., proprietary and confidential research and consulting reports do not qualify as 

intellectual contributions.  

 

Research 

 

As long as certain criteria are met, a diversity of research activities is possible. This 

diversity includes: 
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Learning and pedagogical research 

 

These contributions influence the teaching-learning activities of The School. 

Preparation of new materials for use in courses, creation of teaching aids, and research on 

pedagogy all qualify as learning and pedagogical research contributions.  

 

Contributions to practice (often referred to as applied research) 

 

These contributions influence professional practice in the faculty member’s field. 

Articles in practice-oriented journals, , Webinars, development of discipline-based practice 

tools, and published reports on consulting all qualify as contributions to practice.  

 

Discipline-based scholarship (often referred to as basic research) 

 

These contributions add to the theory or knowledge base of the faculty member’s field. 

Published research results and theoretical innovation qualify as discipline-based scholarship 

contributions. 

 

 

Other Intellectual Activities 

 

In addition to published research referenced above, faculty are  also expected to engage 

in other intellectual activity.  

 

 

 

Service (10 - 20%) 
 

Introduction 

 

 The CSB faculty are in a position to lend its expertise to the institution, to the 

students, to the profession and to the community. In the service section of the faculty 

portfolio the faculty member shall show evidence of activity in one or more of the areas listed 

below. 

 

Service to the Institution 

 

 College Service activities might include working on college-wide committees, and/or 

CSB committees, organizing professional conferences or seminars, serving on college-wide 

ad hoc committees, advising campus-wide student organizations, serving as a company or 

battalion academic advisor, teaching campus-wide courses such as leadership, ethics or 

orientation, etc. 

 

Service to the Students 

 

 Student service activities might include such activities as serving as an advisor to a CSB 
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organization, sponsoring and/or accompanying student study-away trips, etc. 

 

Service to the Profession 

 

 Professional service activities might include such activities as serving as an officer in a 

professional organization and/or serving as an officer in a professional academic society at some 

level (i.e. national, regional, state, local). Service can also include such activities as creation and 

delivery of executive education courses,  serving in an organizational capacity for professional 

meetings (e.g. program chair, track chair, session chair, discussant, referee,  etc.). 

 

Service to the Community 

 

 Community Service activities include making discipline-related presentations to 

community groups, service organizations, serving as a member of community task forces, 

serving in leadership positions in community-based organizations, completing projects for the 

wider community, etc. 

 

 

STANDARDS FOR NEW APPOINTMENTS 
 

 The standards for appointment of new faculty in each of the ranks are: 

 

1. Assistant Professor:  An appointee must have a terminal degree in the field of 

study for which the faculty member has teaching responsibility; OR a terminal 

degree in a closely allied field with evidence of intellectual and teaching activity 

in the area of teaching responsibility; OR a terminal degree in another field with 

graduate or professional education equivalent to obtaining a master’s degree in 

the area of teaching responsibility; OR a master’s degree in the relevant field with 

a professional licensure in the specific area of teaching responsibility. A person 

hired in the ABD status shall complete all the requirements for a doctorate 

by the end of the second year of probationary appointment. 

 

2. Associate or Full Professor:  An appointee must demonstrate  a sustained 

record of scholarly activity, must provide evidence of teaching ability, and 

must have a reasonable record of service for the appropriate rank. 

 

The standard for Interim Evaluation of probationary faculty members for 

Reappointment is a satisfactory rating in instructional effectiveness and satisfactory progress in 

intellectual contributions, intellectual development, and service activities for the current rank. 

Personal Data Sheets, The CSB Annual Evaluation Instrument, and the required candidate 

portfolio described in Memorandum Number 3-601 will be used in making this determination. 

 

Interim Evaluations will occur on an annual basis, as required by Memorandum 

Number 3-601.  The Evaluation for probationary reappointment will be initiated by the Faculty 

Affairs Committee.   
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EVALUATION FOR PROBATIONARY REAPPOINTMENT 
 

Individuals who are hired in tenure-track positions are considered to be on probation until 

notification of non-renewal has been received, a terminal appointment has been given, or tenure 

has been awarded. When making a probationary reappointment, the academic needs of the 

school and collegiality within the school are taken into account.   The probationary period is a 

series of one year contracts, and reappointment is not automatic or guaranteed. During each 

probationary period, the tenured faculty of the school reviews the performance of the probationer 

and makes a recommendation on probationary reappointment. These probationary periods give 

the probationer the opportunity to learn about The School of Business and the College and to 

decide if this is the environment in which he or she wishes to work. These periods also provide 

the probationer opportunities to demonstrate to the tenured faculty that he or she will be a 

valuable colleague.   Finally, these probationary periods provide the tenured faculty opportunities 

to work with the probationer and to decide if there is clear evidence of effective teaching, 

scholarly activity, and a willingness to serve the College and the profession.   

 

The review process should address as much of the probationer's work for the year as 

possible. This process is a very serious matter and should require the close attention of the 

probationer during as much of each academic year as practical, not merely upon the approach of 

deadlines. Policies regarding the length of the probationary period and any reduction or 

extension of that period are discussed in Memorandum Number 3-601. 

 

Evaluation for probationary reappointment is initiated by the Faculty Affairs Committee 

and The CSB Faculty Tenure and Promotion Committee Coordinator, who will request that the 

probationer prepare a portfolio as described in Memorandum Number 3-601.  

 

For a probationary reappointment, information presented through the portfolio should 

normally address activities since the last evaluation. Probationers will receive a mid-point 

review according to Table 1 below. The portfolio should cover the entire employment 

period.  
 

Table 1.  Probationary Period Mid-Point Review 

            

  
Years to  Tenure 

Decision   

  6 5 4 3   

Year of Probationary Period Mid-Point Review 
3 3* 2 2* 

  

            

*  The probationer may request the decision to be made one year earlier. 
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 It is imperative, therefore, that prior to developing his or her portfolio, the faculty 

member discuss this stage of the evaluation process with the Associate Dean for Personnel 

and/or the FAC Tenure and Promotion Coordinator and/or the FTPC Representative. This 

discussion should provide guidance regarding areas to be emphasized, concerns to be addressed, 

and documentation to be provided. 

 

A candidate must include in the portfolio all evidence pertinent to his or her evaluation. 

If, for example, publications or presentations are referenced, these references should be 

complete. A copy of each should be available if requested. The importance of the written 

narrative and support materials by the faculty member cannot be over-emphasized. How a 

candidate assesses his or her professional growth and development during the probationary 

period provides the faculty and administrators involved in the process with valuable insights into 

the candidate's capacity to organize and present information and his or her understanding of the 

profession of teacher-scholar. 

 

The FAC Tenure and Promotion Coordinator along with the FTPC Representative initiate 

the consideration of probationers for renewal of probationary reappointments. At the first 

academic year meeting of the FAC, a tenured member of the FAC is designated by the Chair of 

the committee to conduct the process and develop the report of the tenured faculty. This 

representative(s) must not be either the Dean or one of the Associate Deans. 

 

The recommendation for probationary reappointment is a responsibility assumed by all 

tenured members of a school. For the review after the third probationary period of probationers 

hired at the assistant, associate, or professor level, the tenured faculty of the school, with input 

from the probationer, will arrange for a senior Citadel faculty member from another 

school/department to serve as a voting participant in The School probationary review process. 

This faculty member may not currently be serving on the Faculty Tenure and Promotion 

Committee. This member shall be a full participant in the evaluation process and provide a 

college-wide perspective. 

 

The annual assessment of the progress of the probationer, as required by Memorandum 

Number 3-601, must include an electronic portfolio and a vote by confidential, anonymous typed 

ballot. Full participation in the evaluation of probationary faculty and the reaching of 

recommendations regarding his or her reappointment are considered to be professional 

obligations for all tenured faculty. Each tenured member’s confidential, anonymous ballot must 

contain an analysis of the candidate's strengths and weaknesses and a rationale for the vote.  

 

During the probationary candidate’s third year review, after a careful review of the 

candidate’s portfolio, a 15 minute presentation followed by a 15 minute question and answer 

session will be presented.  This presentation is meant to highlight the candidate’s portfolio 

during years since his/her position appointment.  Both tenured and probationary faculty will be 

invited to the session. At the conclusion of the presentation and question/answer session, the 

tenured faculty will remain to discuss the candidate’s qualifications. 

 

The FTPC Representative along with the FAC Tenure and Promotion Coordinator will 

develop the report from the tenured faculty and submit the report to the probationer and the 
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Associate Dean for Personnel. The report must include a professional assessment of the 

candidate's qualifications for probationary reappointment, a written summary of procedures 

followed, and present The CSB’s complete analysis of the probationer’s status in each of the 

areas of responsibility—Teaching, Research and Other Scholarly Activity, and Service. 

Strengths should be noted and explained. Weaknesses and concerns should be identified and 

specific remedies suggested. These recommendations are to chronicle the faculty member's 

progress toward earning tenure with each subsequent recommendation addressing how the 

faculty member has responded to suggestions from The School previous recommendations. 

 

The review and recommendation at the end of the faculty member’s third year is 

especially critical and should be conducted with all the seriousness and attention to detail of a 

review for tenure. At this stage, the school and the faculty member should know each other very 

well. This review should address the entire period of employment, and if the concerns and 

suggestions presented in prior recommendations have not been addressed, a terminal 

appointment should be recommended. A candidate who is clearly not on track to receive tenure 

should not be recommended for a fourth year of probation. 

 

If the recommendation is for non-renewal of the appointment, the probationer is given the 

opportunity to present a request, in writing to the representatives of the tenured faculty who 

wrote his/her evaluative report, for a second review of his or her case. This request must be 

presented to the FAC Tenure and Promotion Coordinator within five (5) working days from the 

date of receiving the report of the tenured faculty. If a negative recommendation is sustained by 

the tenured faculty the justification for and results of the second review become attachments to 

the original recommendation. Otherwise a new recommendation will be prepared as described 

above and appended to the original report. 

 

Recommendations and all supporting documentation including the actual confidential, 

anonymous ballots are forwarded to the Associate Dean for Personnel. The Dean in consultation 

with the Associate Dean for Personnel makes the final decision regarding probationary 

reappointment and informs the probationer and The School of Business. The Dean of The CSB 

and the Associate Dean for Personnel append their comments to the report. A final copy of this 

report is provided to the probationer. If the decision is for non-renewal the Dean of The CSB and 

Associate Dean for Personnel will meet with the faculty member and inform him/her of the 

decision. 

 

The probationer has the right to appeal a decision of non-renewal. Grounds for such an 

appeal and procedures to be followed are presented in Memorandum Number 3-601. 
 

GUIDANCE FOR PROMOTION AND TENURE EVALUATION 

 

Recognizing that the tenure and promotion decisions represent two different perspectives 

on faculty performance, this narrative is an attempt to give both faculty members and evaluators 

general guidelines on assessing performance under these two different situations.  

 

Faculty members applying for promotion or for promotion and tenure will be required to 

submit a portfolio as required by Memorandum Number 3-601. In addition, a 15 minute 
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presentation followed by a 15 minute question and answer session will be presented by the 

candidate.  This presentation is meant to highlight the candidate’s portfolio during the time 

period since his or her last personnel action.  Both tenured and probationary faculty will be 

invited to the session.  At the conclusion of the presentation and question/answer session, the 

tenured faculty will remain to discuss the candidate’s qualifications. In the case of candidates 

seeking promotion to full professor, the discussion of the candidate will only include full 

professors in The CSB. 

 

Tenure 

 

Generally, the tenure decision is more forward looking in nature relating to answering 

such questions as: 

 

1. Has the faculty member demonstrated satisfactory performance in all dimensions 

of academic performance to this point? 

 

2. Does the faculty member show promise of continuing to contribute in a positive 

way to the overall execution of The School mission? 

 

3. Is there a reasonable expectation that the faculty member will continue to 

contribute to The School overall requirement for faculty sufficiency? 

 

4. Has the faculty member demonstrated an acceptable level of collegiality within 

the school? 

 

5. Is the faculty member making application for tenure a “good fit” for our 

institution, faculty, and students? 

 

 The relative weights assigned to each performance area must be within those described in 

the Relative Weights of Evaluation Criteria section of this document. 

  

 Teaching carries the single highest weight in keeping with the mission of the institution. 

Evidence of effective teaching shall include, but not be limited to, a teaching portfolio, data from 

The Citadel Student Evaluation of Instruction of each course taught in the past three academic 

years, The CSB Peer Evaluation of Instruction instruments for each year, and a review of 

instructional materials and syllabi. 

 

 Research and scholarship are also important activities for the successful performance of a 

faculty member. Recognizing that such status can vary from year to year, it is critical that the 

faculty member be able to show that he/she has established a record of scholarly activity and will 

continue to contribute to the academic stream of The School of Business. 

 

 Service to The School and College is defined as involvement in activities in which one is 

willing to share the responsibility of working toward common goals. This may be evidenced by 

attendance at and participation in school and college-wide committee meetings, active 

participation by accepting and completing tasks, and sharing ideas and insights with colleagues. 
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Service to students may be demonstrated in a variety of ways in which the faculty member is 

involved professionally with students outside the classroom, such as coordinating a program, or 

serving as an advisor to a club or cadet company. Service to the profession may be demonstrated 

by participating actively in professional organizations. Service to the community may be 

evidenced for example, by providing educational workshops, professional services, and 

consultation, or serving as a board member within a professional capacity.  

 

Promotion 

 

Generally, the promotion decision is concerned with the following questions: 

 

1. Has the faculty member demonstrated satisfactory performance in all dimensions 

of academic performance appropriate to the desired rank? 

 

2. Is there a reasonable expectation that the faculty member will continue to 

contribute to The School overall requirement for faculty sufficiency? 

 

3. Has the faculty member demonstrated the ability to take a leadership role in some 

area(s) within The School? 

 

4. Has the faculty member demonstrated an acceptable level of collegiality within 

The School? 

 

The relative weights assigned to each performance area must be within those described in 

the Faculty Evaluation Criteria section of this document. 

  

 Teaching carries the greatest emphasis in keeping with the mission of the institution. 

Evidence of effective teaching shall include, but not be limited to: a teaching portfolio, data from 

The Citadel Student Evaluation of Instruction of each course taught in the past three academic 

years, The CSB Peer Evaluation of Instruction document prepared during the period under 

review, as well as a review of instructional materials and syllabi. 

 

 Research and scholarship are also important activities for the successful performance of a 

faculty member. Specifically, the candidate for promotion to associate professor will be expected 

to provide clear documentation of quality research. Promotion to the rank of full professor 

requires a sustained record of scholarly activity. 

 

 Service to The School and College is defined as involvement in activities in which one is 

willing to share the responsibility of working toward common goals. This may be evidenced by 

attendance at and participation in school and college-wide committee meetings, active 

participation by accepting and completing tasks, and sharing ideas and insights with colleagues. 

Service to students may be demonstrated in a variety of ways in which the faculty member is 

involved professionally with students outside the classroom, such as academic advising, 

coordinating a program, or serving as an advisor to a club or cadet company. Service to the 

profession may be demonstrated by participating actively in professional organizations. Service 

to the community may be evidenced for example, by providing educational workshops, 
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professional services, and consultation, or serving as a board member within a professional 

capacity. Promotion to full professor should include a record of leadership in some area of 

service. 

 

 


