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APPENDIX B 

POLICIES AND PROCEDURES 

 

FOR THE EVALUATION, RETENTION, PROMOTION, 

 

AND AWARD OF TENURE 

 

TO FACULTY OF THE SCHOOL OF EDUCATION 

 

Approved by the School of Education October 12, 1999 

Revised and Reaffirmed August, 2004; January, 2012; April 2013 

 

Preamble 

Since the primary role of the School of Education is the preparation of educational personnel at both the 

pre-service and in-service levels, faculty  of the School are committed to engaging in professional 

development, teaching, research, and service activities which enable us to prepare educators in schools 

and agencies to better serve children. Our vision and role are both supported by the Mission Statement of 

the School that was originally adopted April 12, 2011.  

 

This mission statement is consistent with the Developing Principled Educational Leaders for P-20 

Schools conceptual framework developed by faculty of the School.  Our evaluation model is designed to 

enable faculty to be rewarded for supporting the unit’s mission and conceptual framework. It also is 

designed to provide a unified process for summative as well as formative evaluation  that allows the 

School to support the ongoing professional development of each faculty member, as well as providing a 

means for evaluating the faculty member's achievements relative to merit, promotion, and tenure. 

 

The Citadel’s Professional Education Unit prepares principled educational leaders to be knowledgeable, 

reflective, and ethical professionals.  Candidates completing our programs are committed to ensuring that 

all students succeed in a learner-centered environment.  

 

Rationale: 

 Society is in need of principled educational professionals committed to ensuring  all students 

learn; 

 All children and young adults require high quality educational experiences that enable them to 

compete and prosper in the global economy; and 

 Such high quality educational experiences require a transformed educational system focused on 

fostering twenty –first century knowledge and skills in all children and young adults. 

 

The Citadel’s Professional Education Unit is committed to the simultaneous transformation of the 

preparation of educational leaders and of the places where they work.  Specifically, The Citadel’s 

Professional Education Unit seeks to develop principled educational leaders who: 

 

 have mastered their subject matter and are skilled in using it to foster student   learning; 

 know the self who educates (Parker J. Palmer) and integrate this self-knowledge with content 

knowledge, knowledge of students, and in the context of becoming professional change agents 

committed to using this knowledge and skill to ensure that all students succeed in a learner-

centered environment; and  

 exemplify the highest ethical standards by modeling respect for all human beings and valuing 

diversity as an essential component of an effective learner-centered environment. 

Assumptions 
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1. Each member of the faculty is considered to be a competent professional and the appropriate 

person to present his/her credentials. 

 

2. Objective documentation of competency in four criterion areas shall serve as the basis of 

evaluation. 

 

3. The evaluation criteria are consistent with the mission and conceptual model of the School. 

 

4. Evaluation criteria are applied over a length of time that varies from twelve months to five years 

or more. Merit evaluations are conducted annually in April and cover the previous calendar year, 

i.e., January 1 through December 31 (or from the last period for which merit was awarded). 

Promotion and tenure evaluations consider the faculty member’s activities over a period of years. 

Annual evaluation and evaluation for promotion and tenure utilize the same system, with 

promotion, tenure, and post-tenure review representing cumulative evaluation. 

 

5. Faculty will have an opportunity to weight, within established parameters, the four criterion areas 

of professional development, teaching, scholarship, and service. However, the parameters may be 

adjusted if a strong case can be made for doing so. 

 

Criteria and Documentation 
 

The School of Education recognizes that a relatively small but diverse faculty maintains and directs a 

substantial number of undergraduate and graduate programs. Complexity and diversity within the School 

must be recognized when faculty are evaluated for merit, continuing appointment, tenure, and promotion. 

To create a flexible system that accommodates complexity and diversity, each faculty member will decide 

upon the weighting of four evaluation criteria. The range of percentages the faculty member must use to 

total 100% is as follows: 

 

A. Evidence of Ongoing Professional Development:      5 – 10% 

B. Evidence of Effective Teaching:      40 – 50% 

C. Evidence of Scholarly Activities:     30 – 40% 

D. Evidence of Service Activities:      15 – 25% 

 

A. Evidence of Ongoing Professional Development 

 

A faculty member is expected to continue his/her education and keep up with developments in the 

relevant field(s). This should be accomplished, at minimum, through attendance at meetings and 

seminars and by reading appropriate books and journals. In some cases, clinical practice and 

consultation may be a necessary part of the faculty member’s professional growth. 

 

Faculty evidence professional development by keeping abreast of changes and activities in the 

field or discipline of education. The faculty member will submit evidence of ongoing professional 

development: sabbatical and professional leave, membership in professional societies and 

organizations, subscription to professional journals, attendance at relevant professional meetings, 

conferences, seminars, workshops, and other relevant experiences designed to further the 

professional development of the members. 
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B. Evidence of Effective Teaching 

 

Faculty of the School perceive themselves as instructional role models for the college and as 

professionals who value excellence in the classroom. Competence in the classroom is the 

minimum level of acceptable performance for faculty in the School of Education. The School 

recognizes, however, that teaching responsibilities may not be equivalent across faculty. The 

Faculty Evaluation Committee will take into consideration a faculty member’s course load, new 

course preparations, and number of different courses taught when evaluating teaching. However, 

it becomes the responsibility of each faculty member to provide evidence of instruction which 

exceeds minimum competence.  

 

Teaching effectiveness must be demonstrated in all of these areas: 

 

1. Self-Evaluation: Evidence indicators include a narrative which includes a philosophy of 

teaching, description of steps taken to improve teaching, description of innovative 

instructional practices, and so forth. 

 

2. Evidence  of   Instructional   Planning:    Evidence    indicators    include   course  syllabi,   

supplementary readings/materials,  overhead  transparencies, instructor-made video/audio 

tapes and presentations, preparation of cases, up-to-date lecture notes, simulations, new 

course preparations and so forth. 

 

3.       Teaching Effectiveness:   Evidence indicators  include  candidate  and  peer evaluations of   

             instruction,  videotapes,  direct observation, portfolios, teaching awards, and so forth. The  

evaluation guidelines and the form  used for all peer evaluations appear as Appendix C 

and Appendix D of the School’s Faculty Handbook. 

 

Peer observation is optional for tenured faculty of the School.  However, probationary 

faculty will be observed annually at least once by either the Dean or the Associate Dean 

plus one or more observations by tenured faculty members of the School. Observations 

will be announced and faculty will be debriefed within the week following an 

observation.  

 

4.       Instructional Outcomes:    Evidence  indicators  include   descriptions  of   how  candidate  

             performance  in  courses  is  measured and evaluated  and how  course objectives are met.  

             Indicators  include tests,  projects,  papers,  comprehensive  examinations,  observation of  

             candidate performance in the laboratory or field, and so forth. 

 

5. Mentorship of Students: This implies extensive work with enhancing student learning 

beyond the normal classroom contact. Evidence indicators include efforts toward serving 

as an academic role model, promoting membership in professional organizations, 

encouraging students to present and write papers, and effective guidance of dissertations, 

theses, or other student projects. 

 

C. Evidence of Scholarly Activity 

 

The School of Education recognizes that a wide variety of scholarly contributions is relevant to 

its mission, including research designed to translate theory into sound instructional methods that 

can be adopted by practitioners in the field. The need for applied scholarship and instructional 

development is well acknowledged by college, schools, and departments of education. Therefore, 

the types of scholarly activity acknowledged by the School include: 
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1. Instructional Development (The enhancement of the educational value of instructional 

efforts of the institution or discipline):  

 Evidence of instructional development activities includes textbooks, publications in 

pedagogical journals, publications designed for practitioners, written cases with 

instructional materials, and so forth. 

 

2. Applied Scholarship (The application, transfer and interpretation of knowledge to 

improve education practice and teaching):  

 Evidence of applied scholarship activities includes publication in professional journals, 

professional presentations, public/trade journals, in-house journals, book reviews, and 

papers presented at faculty workshops, and so forth. 

 

3. Basic Scholarship (The creation of new knowledge): 

Evidence of basic scholarship activities includes publication in refereed journals, research 

monographs, scholarly books, chapters in scholarly books, papers presented at academic 

meetings, publicly available research papers, papers presented at faculty research 

seminars, and so forth. 

 

The School emphasizes that the above list is not intended to be hierarchical; nor are faculty  

expected to demonstrate activity across all three areas of scholarly activity. 

 

The School has, however, adopted a hierarchy of groups of scholarly activities, recognizing that 

those activities grouped at the top of the hierarchy will be weighted more heavily during the 

evaluation process: 

 

Group One 

Book (authored) 

National Journal Article (refereed) 

External (to the College) Funded Grant 

Book (edited) 

Chapter in a Book 

National Journal Editorship 

Monograph 

 

Group Two 

National Presentation (peer review) 

Journal Editorship (state regional) 

National Journal Editorial Board 

Authored Videotape or Film (for commercial/professional distribution) 

Computer Software Program (for commercial/professional distribution) 

Regional Journal Article 

Non-funded Research (external to the College) 
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Group Three 

Internal (to the College) Funded Grant 

Regional Presentation 

State/Regional Editorial Board 

State Journal Article 

State Presentation 

Manuscript/Grant Review 

Book Review 

Local Presentation to a Professional Group 

 

The above hierarchy must be flexible enough to take into account that an activity's relative 

position may change. For example, a regional presentation may be more significant than a 

national presentation in some circumstances. However, it is the responsibility of the faculty 

member to demonstrate that this is indeed the case. 

 

4. Evidence of Service Activities 

 

As a citizen of the School, College, Community, and Profession, a faculty member is expected to 

maintain active membership which includes significant contributions toward achievement of 

common goals. The purpose of service is to promote the public good, the development of the 

School and the reputation of The Citadel. 

 

Service activities are essential to the health and vitality of the School of Education, due in large 

part, to the School's complexity. The School supports a large number of nationally accredited 

undergraduate and graduate programs with a relatively small number of faculty. Faculty within 

the School represent a variety of disciplines (i.e., administration, secondary education, 

counseling, reading education) within the field of education. The School also enters into 

collaborative partnerships with local and state education agencies. In addition to these activities, 

it is important that faculty of the School serve the college.  

 

Thus, service is recognized as an essential activity by faculty of the School.  Faculty in the School 

of Education engage in service activities in one or more of five areas: Accreditation, Service to 

School and Community, Service to the College, Service to the School, Service to the Profession.  

The Faculty Evaluation Committee will take into consideration a faculty member's advisement 

load which exceeds the typical load within the School.  Service activities are grouped 

hierarchically to indicate the relative importance of each activity: 

 

Group #1 

1. Primary role in preparation of NCATE or other major accreditation reports. Each member 

of the School is expected to contribute his or her fair share to obtaining program 

accreditation. However, faculty who assume primary responsibility for a major 

accreditation should be rewarded by earning more service credits. Without NCATE 

accreditation, for example, the School is out of business for all intents and purposes. 
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Group #2 

1. Contributing significantly to NCATE or other major accreditations. 

 

2. Chairing a major college-wide, departmental, or State education-related committee. 

Examples might include chairing Faculty Council or the College Promotion and Tenure 

Committee. It becomes the responsibility of the faculty member to provide evidence that 

the committee is "significant." 

 

3. Serving as President of a National or State Organization. 

 

4. Assuming an active and ongoing responsibility for a school-university collaborative, such 

as the Teacher Cadet program.  

 

5. Assuming primary responsibility for organizing a conference (or similar activity) at the 

national, regional, or local level. The importance of the conference may be documented 

through reporting numbers of attendees, renown of presenters, and so forth. 

 

6. Serving as a program coordinator. 

 

Group #3 

1. Serving as chair of a "less significant" college-wide or departmental committee. 

 

2. Serving as a member of a major college-wide or departmental committee. 

 

3. Serving as a member of a State education-related committee. 

 

4. Serving as sponsor of a student organization or as a Company Academic Advisor. 

 

5. Serving as a committee chair or officer in a national professional organization. 

 

Group #4 

1. Serving as a member of a "less significant" college-wide or departmental committee. 

 

2. Serving as a committee chair or officer in a state or local professional organization. 

 

The above list is not meant to be exhaustive, nor is the order of activity within a group hierarchical. 
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PROCEDURES FOR EVALUATION OF FACULTY 

IN THE SCHOOL OF EDUCATION 

 

The evaluation model of the School of Education is designed to reward faculty who support the mission 

of the School.  It is also designed to provide a relatively "seamless" process for summative as well as 

formative evaluation, to allow the School to support the ongoing professional development of each 

faculty member, as well as providing a means for evaluating a faculty member's achievements in the areas 

of professional development, teaching, research, and service relative to merit, promotion, tenure, and 

post-tenure review. The procedure will not be used for first year probationary faculty members. Criteria 

as outlined in the Policy Document form the basis for the evaluation of the faculty member. Application 

of these criteria will occur through the following procedures: 

 

1. Faculty Evaluation Committee 

The Faculty Evaluation Committee (FEC) is comprised of five tenured faculty of the School.  

One member is elected from each of the four divisions (i.e., Secondary Teacher Education, 

Reading Education, School Counseling, and Educational Leadership). The fifth member of the 

committee is the department's representative to The Citadel’s Faculty Tenure and Promotion 

Committee. The committee will be appointed in August and will assume a three-year term. The 

FEC will elect a chair from among its membership. Attempts will be made to balance committee 

membership across subspecialties. At least one member of the committee evaluating a faculty 

member will have approved that member's Professional Development Plan (PDP). The format for 

developing the PDP is found in Appendix E of the School’s Faculty Handbook. 

 

The two primary concerns of the Faculty Evaluation Committee are formative evaluation (i.e., 

faculty development) and summative evaluation of individual faculty members. The FEC will 

respond to these concerns through the following functions: 

 

(a) provide counsel to untenured faculty  of School of Education who seek probationary 

reappointment, tenure, and/or promotion. The FEC will review the faculty member's 

evaluation materials on at least an annual basis and provide the faculty member with 

written feedback regarding his/her strengths and needs. 

 

(b) provide counsel to all faculty of the School of Education following submission of 

Professional Development Plans (PDPs). The PDP is an individual faculty member's 

annual plan which outlines anticipated activities in the areas of professional development, 

teaching effectiveness, scholarly activities, and service activities. The PDP is filed Oct. 

15 for anticipated activities to occur the subsequent calendar year (i.e., January through 

December). The faculty member will assign weightings within the parameters established 

for each of the four criterion categories. Activities accomplished during the calendar year 

will form the basis of the FEC's annual evaluation of the faculty member. Although final 

authority rests with the Dean of the School of Education, these annual evaluation results 

will be used in consideration of merit pay increases, pay for performance increases, The 

Citadel Foundation Faculty Achievement Awards, and other similar types of recognition. 

 

A faculty member, or the FEC, has the discretion of deviating from suggested weighted 

parameters if a strong case can be made for doing so. For example, the faculty member or 

the FEC may decide that the service category may exceed 30% for a faculty member who 

assumes primary responsibility for a major accreditation activity. Similarly, a faculty 

member may make a case that scholarship should be weighted in excess of 40% during a 

year when a book is produced. 
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(c) provide input to faculty  of the School of Education making reappointment, tenure, and 

promotion decisions.  

 

(d) recommend merit evaluations to the Dean of the School of Education. 

 

2. Dean 

 

Annual evaluation of each faculty member in the School of Education is the ultimate 

responsibility of the Dean of the School of Education. The FEC acts in an advisory capacity in 

this regard. 

 

3. Faculty Members 

 

(a) Each faculty member will submit a Professional Development Plan (PDP) to the Dean 

and the Chair of the FEC by October 15. The PDP will outline activities for the upcoming 

academic year, as well as indicating the relative weighting of each of the four evaluation 

criteria. The content of the PDP may be modified after receiving feedback from the FEC 

and/or the Dean. The PDP is the "blueprint" for professional activities in the areas of 

professional development, teaching, scholarship, and service. Therefore, both the faculty 

member and the FEC recognize that plans, expected outcomes, and criterion weightings 

may change during the course of the calendar year. (The PDP form appears as Appendix 

E of the School’s Faculty Handbook.) 

 

Approval of the PDP does not guarantee a faculty member any particular level of award. 

Faculty will be evaluated based on quality of evidence in the Report of Faculty Activity 

(RFA). The RFA is the School’s realignment (but, with no changes in content) of The 

Citadel’s Personal Data Sheets (PDS) form distributed in the annual Faculty Evaluation 

Packet. The RFA form appears as Appendix F of the School’s Faculty Handbook. 

 

(b) A faculty member may wish to seek counsel from the Dean if “significant” changes are 

made to a PDP. 

 

(c) Each faculty member will use the Faculty Evaluation Document as a guide when 

preparing his or her Report of Faculty Activity (RFA). The RFA is organized according 

to the four criterion areas outlined in the document: Ongoing Professional Development, 

Effective Teaching, Scholarly Activities, and Service Activities. The faculty member 

assumes responsibility for making a case and providing strong evidence that criteria are 

met. 

 

(d) A faculty member on sabbatical leave shall not be excluded from participating in the 

evaluation process. 


