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Purpose of Standards and Procedures 
 

It is the intent of the Department of Chemistry to establish an evaluation system based on the three 

areas of evaluation (teaching, scholarship, and service).  The standards and procedures developed 

under this system will be used in conjunction with the published college-wide guidelines in 

Memorandum 3-601 to provide the foundation for probationary reappointment, tenure and promotion. 

 

I General Standards 
 

Since a smaller, more specific set of standards will be used in the recommendations for probationary 

reappointment, tenure, and promotion, this section will be used to combine the basic standards that are 

common to all these areas. 

 

Teaching Standards 
 

Accessible to Students 

 

The faculty member should strive to be available to students during the course of the day.  While this 

normally assumes the stated office hours will be observed, it should also be stressed that being visible 

to students during non-office hours conveys a sense of accessibility as well. 

 

Proper Background 

     

Each faculty member should possess a clear understanding of the general areas of chemistry.  The 

individual must be able to effectively demonstrate this when called on to teach in the service courses 

that are part of our mission.  In addition to this broad knowledge base, each member of the faculty has 

an area of specialty in which it will be expected they maintain a current level of expertise.  They will 

be expected to impart this knowledge to the students in the chemistry majors and minor by teaching 

upper level courses, serving as a research/thesis director, taking part in thesis defenses, etc.  

 

Presentation of Material 

 

The dissemination of the course material to the students must be accomplished in such a manner that a 

dedicated student will understand the topic.  A devoted faculty member will take care in planning 

his/her lectures (or demonstrations) to ensure they are well organized, accurate, convey a sense of 

enthusiasm and conviction, show relevancy, etc.  
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Innovation and Development 

 

Because chemistry, in general, is a field that does not remain static, it is important that new ideas and 

ways to share them to students be cultivated and developed.  In general, the faculty member will be 

evaluated on how he/she evaluates and incorporates new teaching materials and methodology into the 

classroom.  For descriptive purposes only, examples include developing new experiments, develop or 

utilize computer programs, specialized writing assignments, develop/utilize demonstration 

experiments, develop multimedia resources for reserve materials, etc.  Overall, it is expected that a 

dedicated teacher will be looking to expand his/her repertoire of teaching tools.  Therefore, evidence 

must be presented that indicates the individual has investigated using new methods or has attempted to 

modify existing methods. 

 

Student Feedback 

 

It is important that student opinions be sought relative to how well the faculty member is performing in 

and out of the classroom.  For this reason, the campus-wide student evaluation will be used as a formal 

component of the process.  However, it should also be stressed that this information could be used in 

conjunction with other (more personalized) means of collection that a faculty member may devise.  

The goal of this exercise is to evaluate one's own abilities and seek to address any weaknesses or 

augment any strength that may be uncovered.  

 

Classroom Peer Reviews 

 

In addition to student comments, a portion of the teaching portfolio will contain classroom 

observations from the Chemistry Faculty Tenure and Promotion Committee members.  The purpose of 

such evaluations will be to provide a means to document growth of the faculty member in their role as 

a teacher. 

 

Evaluation of Student Performance 

 

Honest appraisals of the students work should be made as fairly as possible. The work should be 

returned to the student in a reasonable time frame.     

 

Organizational Skills 

 

The faculty member must be able to effectively balance their time between the multitudes of duties that 

teaching places on him/her.  In order to meet the challenges of maintaining a portfolio, developing 

lecture course materials (lecture notes, syllabi, and handouts), grading, establishing a research 

program, and conducting service related tasks, a person must be well-prepared and organized if they 

are to be a productive faculty member. 
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Scholarly Activity Standards 

 

It should be pointed out that scholarly pursuits in chemistry, like most of the sciences, is normally 

conducted by research groups under the direction of the faculty member.  Because research of the 

magnitude that routinely supports such groups is conducted at research oriented schools, it is important 

that we do not lose sight of our mission as a four-year, comprehensive institution when we develop our 

scholarly achievement requirements.  In addition to the number of people working on the project, we 

must also consider instruments and facilities that are available to these groups for routine work are 

normally very close to the state-of-the-art, research grade equipment and environment.  In contrast, our 

equipment and facilities is best categorized as adequate for the teaching oriented role.  Since research 

will be more student oriented (student direction, project development, etc), we must take into 

consideration a slower publication/presentation rate during any merit based decisions.   

 

Additionally, work that relates to the doctoral thesis must show a significant level of independent work 

past the dissertation to be considered for these decisions.  It should be stressed that this in no way 

precludes collaboration with the former research director.  In view of the research facilities within the 

Department of Chemistry, such collaboration is encouraged (provided the faculty member plays an 

active role).   

 

Because of our departmental mission, it is important to note that scholarly activities relating to the 

scholarship of teaching and assessment is recognized in the field of chemistry as illustrated by the 

Division of Chemical Education of the American Chemical Society.  There are numerous refereed 

journals (Journal of Chemical Education, The Chemical Educator, etc.) or national level meetings 

where the results of these activities may be presented.  

 

Publication in Scholarly Journals 

 

The mark of a dynamic research project is its inclusion as a publication in a respected, refereed journal.  

For purposes of evaluation, refereed journals that are international in nature, such as the journals 

published by the American Chemical Society (ACS), Elsevier or the major commercial publishers, will 

be considered of first significance.   Another series of journal articles that will carry the same degree of 

prestige involves invited, reviewed articles in the major trade journals in which the individual is the 

principal author.  In order for someone to be invited to author a paper, that person must be an 

established expert in that area.  Since the future will involve closer industrial/academic relationships 

due to the changes that are occurring in research goals for both groups, we strongly encourage any 

forays into this media.  Additionally, inclusion of papers in other sources is encouraged in more 

regionally oriented sources when appropriate (though at a lesser importance).  
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Refereed Article: In chemistry, the journal editor sends the manuscript to anonymous experts (usually 

three) in that area for comments and recommendations.  Positive recommendations usually result in the 

editor accepting the manuscript.  At this stage, the referees’ comments are provided to the author and a 

revised manuscript is prepared and sent back to the editor for further review.  Sometimes the paper is 

sent back to the same referees for further comment.  Depending on how controversial the material may 

be, this process can happen two or three times until the paper goes to the galley stage.  The length of 

time for this process varies by journal.  However, it would not be uncommon for a paper to take as 

long as three years from the date of submission to be published.  

 

Invited Reviewed Article: This is a paper that results from an editor and/or staff reviewing the work 

before a decision is reached regarding publication.  The most common are the trade journals published 

by a variety of chemical companies (Aldrichimica Acta, Aldrich Chemical Co.; The Alembic, Morton 

International, etc.).  It should be stressed that the editors invite individuals who are leaders in specific 

areas of chemistry to submit papers relative to their research.  The style and caliber of these articles are 

consistent with the refereed journals.  The only difference is the review system.  Since the reviewers 

are experts in the field themselves, this process is basically an internal referee system.  The trade 

journals usually enjoy a large readership of people in all areas of chemistry.  The major criterion for 

publication in these sources is a reputation derived from previous publication in relevant chemistry. 

 

Principal Author:  Because research in chemistry is normally conducted by research groups, most 

papers will have several individuals listed as co-authors.  Furthermore, the first author listed may or 

may not be the principal or “main” author of the paper.  A principal author is normally designated by 

an asterisks or a superscript which highlights this individual as the person to contact and/or the authors 

address is provided in the masthead and/or in the footnotes. 

 

Collaborative Author: A collaborative author is an individual who makes a major contribution to the 

paper; but, they are not designated in the masthead as the individuals to contact.  However, they are 

listed as co-authors. 

 

Books 

 

This section will highlight books, book chapters, laboratory manuals, experiments and similar 

documents.  In general, the same criteria used for journal articles concerning type of authorship and 

peer review process will apply here.  Documents that are subject to an outside peer review process and 

published externally will be counted the same as a refereed article.  Otherwise, while the document 

will be considered a non-refereed article, the work is still evidence of scholarly activity to be credited 

to the faculty member as such.  The importance will be determined during the annual review process. 
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Laboratory experiments may be counted as scholarly works for tenure/promotion if they meet certain 

criteria:  the experiment has been accepted by a journal after being subjected to peer review (count as a 

refereed publication); the experiment is included in a non-Citadel laboratory manual at the request of 

an external editor (count as a refereed publication); or the experiment is presented as a paper at a 

conference (count as a presentation commensurate to the level of the conference).  Experiments that 

don’t meet these criteria will be considered non-refereed documents and handled as stated in the 

preceding paragraph. 

 

Presentations at Conferences 

 

Unlike many disciplines, presentations at chemical conferences must involve work that has not 

appeared in print.  The purpose for such a stipulation is to ensure fresh ideas at the conferences and to 

provide the presenter with valuable peer review.  The benefit of this review process is to keep the 

investigator up-to-date with others in his/her field which is important in the preparation of a 

manuscript for publication.  Because of the relationship between publications and presentations, 

presentations to the appropriate forums will be viewed as important as publications.  Of highest value 

will be presentations to national or international level audiences (this could include major joint 

regional meetings) and invited colloquia.  Papers presented at regional level meetings (including 

SCAS) would be of next highest value. A paper that is presented locally (e.g. departmental seminar) 

would be considered noteworthy. 

 

National Meetings: The National ACS Meeting is actually an International Meeting and will carry the 

highest degree of prestige.    How other International Meetings are handled will be determined on a 

case-by-case basis that considers the papers presented, how the papers are solicited, and the size of the 

meeting (these criteria are not taken as all inclusive).  The more specialized National meetings will be 

counted as national level meetings. 

 

Special Abstracts: Some of the divisions of the ACS do require that a lengthy abstract be submitted to 

the review committee in advance. Many times these abstracts are rough drafts of papers that are 

nearing completion.  At the national level this helps to serve as a screening process and to better 

classify the paper into the correct forum.  While they will not be considered publications or 

presentations, they will be counted as evidence of scholarly activity with their importance determined 

during the annual review process. 

 

Joint Regional Meetings: Because of the location of some of the joint regional meetings, many areas 

of the country are a relatively short distance away from the site and a large attendance results.  The 

joint regionals in the northeast corridor and the joint regional in Memphis are good examples as they 

actually encompass as many as four regional organizations. For this reason, presentation at one of 

these meetings will be counted as a National level meeting. 
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Grants 

 

Grants derived from all sources will be viewed as a confirmation that the funded project is 

scientifically sound.  Grants obtained from high level external sources will carry the most importance 

(though any externally funded proposal will be viewed quite favorably).  However, locally funded 

grants will also be viewed positively (and not as a consolation prize).  Note that Citadel Foundation 

grants are officially deemed as external due to the required separation of Foundation funds from State 

funds.  In order to assess relative importance given to externally funded grants for 

tenure/promotion/merit purposes, it will be the duration of the grant in question that is used.   In 

essence, the faculty member may claim a grant on their PDS as an individual item each year it is 

active.  For example, a one-year Foundation grant may only be counted on the PDS for the year in 

which it was awarded, while a three-year NSF grant would be counted as an individual grant for each 

of the three years it is in force (i.e. three fold). 

 

Other Professional/Scholarly Activities 

 

It should be noted that many opportunities exist for scholarly pursuits that do not result in publication, 

presentations, or grants, but are still vital examples of scholarly activities.  Because this classification 

covers many unrelated areas, each topic must be considered on its own merits.  As a general guideline, 

for a topic to be considered, it must enhance the knowledge of the field and be disseminated to peers 

(not just students) in some fashion.  For descriptive purposes only, examples include professional 

reviews (grants, papers, books, etc.), authorship of course related materials, consultations where new 

research is necessary (and not counted as service), departmental presentations, supervision of senior 

research projects, etc.  The importance will be determined during the annual review process. 

 

Service Standards 
 

Service to the college and the department will play an increasing role in a faculty member's duties as 

his/her career progresses.  It is incumbent on the faculty member to realize he/she has a responsibility 

to the school, the department, the profession, and local community. 

 

Departmental 

 

Within the department, the faculty member must be willing to assume his/her share of responsibility in 

setting the departmental standards for assessment, advising students, evaluating the programs offered 

by the department, take part in activities aimed at securing new facilities, and of the multitude of 

everyday topics that require faculty participation in running the department.  

 

College 

 

Participation in college government helps shape policy and gives voice to departmental programs as 

well as college goals.  Participation in other college activities is often necessary to the success of these 

programs and the attainment of these goals, and in that respect these activities are encouraged. 
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Professional Organizations 

 

Service to a professional organization as a member in a major chemistry or science-related 

organization is recognized as important in the development of the individual and to the recognition of 

the department. 

 

Community 

 

Community service as it relates to the Department of Chemistry and The Citadel is encouraged.  Any 

service activity within the community that creates a positive impression for the college, school, or 

department will be counted as community service.  

 

 

II Required Documentation 
 

Portfolio 

 

During the faculty member's career, the candidate will maintain a portfolio in accordance with 

Memorandum 3-601. This portfolio will include all evaluations fashioned by the departmental 

promotion committees and the department head during evaluation meetings with the candidate, the 

candidates goals, Personal Data Sheets (PDS), letters (commendations, reprimands, etc.), and any other 

documentation relative to the process (teaching portfolios, research notebooks, reprints, etc.), student 

evaluations, classroom visitations, observations by the department head, internal committee 

discussions, course syllabi, tests, special assignments, reviews of materials that were evaluated for 

courses, etc.   

 

Student Evaluations 

 

The formal student evaluations will provide generalized information which can be used over a period 

of time to develop a profile of the faculty member as perceived by the students.  This profile should 

assist the faculty member in illustrating his/her strengths and weaknesses.  Extreme caution should be 

exercised in evaluating the results provided in the summary reports.  The raw numbers themselves 

should never be used as the basis for any sort of evaluation process.     

 

Direct Student Comments (letters, oral statements, etc.) 

 

Unsolicited comments from students also help in the evaluation process.  For instance, problems or 

weaknesses may be identified through student complaints provided the students statements are valid 

(and must be corroborated in some fashion).  On the other hand, statements (preferably written) 

favorable to the professor may show a pattern of the professor's concern for students.  As with any data 

of such a subjective nature, care must be taken not to over interpret. 
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Peer Review Visitations  

 

Because of the possible disruption (no matter how minor) that an evaluator brings to the classroom, the 

faculty of the Department of Chemistry have recommended the only required visitation/evaluations be 

for the nontenured faculty members.  The visitations will involve the Chemistry Department Tenure 

and Promotion Committee members in the process (but not necessarily in the same year).  However, in 

order to preserve the faculty members control of the classroom, any intrusive visits (those which the 

evaluator must enter the room) must be coordinated in advance.  The evaluation will be made in 

writing (including observations and possible suggestions) and the reviewers will sign and date their 

reports.  Copies of the evaluation will be sent to the department head and the faculty member.  

Additionally, the faculty member being evaluated must be given an opportunity to request 

clarifications and be allowed to provide their own comments in writing. 

 

For the tenured faculty members, an intrusive evaluation must be requested in writing by the faculty 

member to the department head.  A team of three members will evaluate the faculty member in the 

same fashion as described for the probationary members.  This team will include the department head, 

a member chosen by the department head, and a member chosen by the faculty member.  Unless 

requested by the faculty member being evaluated, the team will not visit the class as a group.  All 

evaluations will be put in writing and distributed as described in the previous paragraphs.  

 

III Probationary Reappointment 
 

Assistant Professor 
 

Standards 

    

The candidate’s progress towards the promotion to Associate Professor will be the standard for 

probationary reappointment at the Assistant Professor level. 

 

Procedures 

 

Role of the Probationary Faculty Member 
 

This is described in Memorandum 3-601. 

 

Role of the Department 
 

The procedures outlined in the tenure section and those outlined by the College will be the ones used in 

developing the recommendation for probationary reappointment.  The following sections outline 

further guidelines the tenured faculty will follow. 

 

1 The candidate will be rated as satisfactory, marginal, or unsatisfactory with regards to each of 

the three areas of evaluation. Additionally, an overall rating using the same designations will be 

determined by the tenured faculty based on the summaries of the three areas.   
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2.  While probationary reappointment decisions are made on an annual basis, the tenured faculty 

will consider the progress the candidate has made toward tenure throughout the candidate’s years at 

The Citadel. 

 

3. Should a candidate whose overall rating is marginal at the time of the three year review be 

extended a fourth probationary appointment, a four-year summary package will be required for the 

next review.  At this time the candidate must be rated as making satisfactory progress for tenure if they 

are to receive a positive recommendation for a fifth probationary reappointment.  Otherwise, the 

candidate will receive a recommendation for a one year, terminal appointment.  The only exception to 

this would be under extraordinary circumstances in which the departmental faculty, department head, 

and the reviewing Dean agree that such a waiver is justified 

 

4. Even though the annual evaluation is oriented toward other merit-related matters, should a 

probationary appointee receive an overall rating of "unsatisfactory" during the annual evaluation, the 

recommendation from the department head to the departmental committee will be for that faculty 

member to receive a one year, terminal appointment for the ensuing year.  Furthermore, if a 

probationary appointee receives a rating of "unsatisfactory" in teaching the recommendation to the 

committee will normally be for a one year, terminal appointment.  The only exception to this would be 

under extraordinary circumstances in which the departmental faculty, department head, and the 

reviewing Dean agree that such a waiver is justified. 

 

Role of the Dean 

Role of the Provost 
 

These are described in Memorandum 3-601. 

 

Associate Professor 
 

Standards 

 

Normally, it will be rare that such an appointment is made.  However, should such a need exist, 

it is expected the candidate will possess exceptional talents and should be in a position to be 

considered for promotion to Professor at the time the tenure decision is made.  For this reason, the 

candidate’s progress toward promotion to Professor will be the standard for probationary 

reappointment at the Associate Professor level. 

 

Procedures  

 

Role of the Probationary Faculty Member 
 

The same as defined for assistant professor. 
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Role of the Department 
. 

The same as defined for assistant professor. 

 

Role of the Dean 

Role of the Provost 
 

These are described in Memorandum 3-601. 

 

IV Tenure 

 

General (Time-Lines, Clarifications, Appeals) 
 

In order to be considered for tenure status, the candidate must adhere to the following standards:  hold 

a Ph.D. or recognized terminal degree, show documented promise of sustained scholarship, provide 

evidence illustrating excellence in teaching, serve in the department and college, and maintain an 

effective professional relationship within the institution and the department.  Since the probationary 

candidate will undergo annual meetings with the tenured faculty, the yearly probationary evaluations 

will play an important role in this process. 

 

Guidelines 

 

1. In consultation with the department head, the candidate will develop a preliminary plan 

concerning teaching and scholarly activity goals to use as a working outline for promotion to associate 

professor as the plan for tenure (unless otherwise stated in the offer letter).  This plan may be amended 

as the candidate progresses through his/her career to reflect successes, changes of research direction, 

etc.  After their development, this outline will be reviewed by the department head and the tenured 

faculty during their annual meeting with the candidate.  The progress) illustrated by this plan will be 

used in conjunction with the other evidence to provide guidance on how well the candidate is meeting 

the standards presented above. 

 

2. The tenured members of the department will comprise the Chemistry Department Tenure and 

Promotion Committee.  The committee will meet on a yearly basis to review and discuss the 

candidate's progress.  The candidate will be present during the discussion to respond to questions, 

request clarifications to comments, seek advice, etc.  The tenured faculty will vote by anonymous  

ballot accompanied by statements justifying their votes.  A summary of the anonymous comments will 

be provided to the candidate as a part of his/her probationary recommendation.  The process is 

described in Memorandum 3-601. 

 

3. During the third year, a more comprehensive review will be made concerning the candidate's 

progress toward tenure, as described in Memorandum 3-601. 

 

4. During the final probationary appointment the decision for recommending tenure status will be 

made.  A negative decision at this stage will result in a one year, terminal appointment.  
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Procedures for Tenure upon Appointment 

 

We intend on using the general guidelines set by the College in Memorandum 3-601 

 

V Promotion 
 

Assistant Professor 
 

All appointments will be made at the assistant professor level.  There is no need to consider promotion 

to assistant professor. 

   

Associate Professor 
 

Specific Standards 

 

Teaching 
 

No additions or clarifications to the general standards are needed. 

 

 

Research 

 

This section is to be used for guidance purposes and not as a formal checklist or “substitutions” list.  

Because there is a difference between the areas of specialization in chemistry with regards to the time-

lines for research/scholarly activities, the active scholars within the Department of Chemistry are in the 

best position to judge compliance. The Departmental Committee will take these differences into 

consideration in arriving at a recommendation for the candidate.  All activities must involve new 

results/data obtained since the Doctoral thesis. 

 

It is expected that a successful candidate for the rank of Associate Professor will have an established 

record of presenting his/her research to peers at conferences at the regional level with at least one 

national level presentation; be successful in securing funding for research projects, presentation of 

research results, or professional development; be successful in publishing at least one scholarly work 

in a refereed venue (collaborative level).  The level of presentations, publications and other scholarly 

activities must show promise of continued activity. 

 

Service 
 

This section is to be used for guidance purposes and not as a formal checklist or “substitutions” list.  

Primary emphasis on service will be given to those activities that have the greatest impact on the 

Department of Chemistry and The Citadel. 

 



 

 

12 

A successful candidate will serve on   departmental and college-wide committee assignments.  

Additionally, they will carry out tasks assigned to them on departmental committees and at some point 

take on the role of chair of one or more of these committees. 

 

Professor 
 

Specific Standards 

 

Teaching 
 

No additions or clarifications to the general standards are needed. 

 

Research 
 

This section is to be used for guidance purposes and not as a formal checklist or “substitutions” list.  

Because there is a difference between the areas of specialization in chemistry with regards to the time-

lines for research/scholarly activities, the active scholars within the Department of Chemistry are in the 

best position to judge compliance; The Departmental Committee will take these differences into 

consideration in arriving at a recommendation for the candidate.  All activities must involve new 

results/data obtained since the promotion to Associate Professor. 

 

It is expected that a successful candidate for the rank of Professor will have an established record of 

presenting his/her research to peers at multiple conferences at the national level; be successful in 

securing funding for research projects, presentation of research results, or professional development; 

be successful in publishing at least two scholarly works in a refereed venue (one of which they must be 

identified as a principal author).  The level of presentations, publications and other scholarly activities 

must show promise of continued activity. 

 

Service 
 

This section is to be used for guidance purposes and not as a formal checklist or “substitutions” list.  

Primary emphasis on service will be given to those activities that have the greatest impact on the 

Department of Chemistry and The Citadel. 

 

Because leadership becomes a parameter in arriving at a recommendation for Professor, in addition to 

the guidelines set for an Associate Professor, the candidate is expected to serve on departmental and 

college-wide committees that involve more responsibility. 

 

 


