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APPENDIX G 
PRELIMINARY TENURE REVIEW PROCEDURES 

 
The Preliminary Tenure Review is an important step in the progression toward tenure. The purpose of the review is to assess the 
development of the faculty member and to assist her/him in making plans for future development in the years remaining prior to the 
tenure decision. 
 
Outline of the Third Year Preliminary Tenure Review Process 
1. Faculty member assembles and submits an electronic copy of the Preliminary Tenure Review Journal and the annotated vita (using 

the format of the Tenure / Promotion Review Journal) to the Department Chair by the designated date in the fall semester.   The 
Department Chair should send the electronic materials to the Faculty Support Team in the Provost’s Office.  

 
The Faculty Support Team in the Provost’s Office creates a Smartsheet containing the candidate’s materials and provides a link to 
the tenured faculty members in the department. All tenured members, excluding the chair, will provide both cumulative and 
formative feedback in a single letter to the chair. That letter will be forwarded to the Faculty Support Team in the Provost’s Office 
for the Pre-Tenure Review Committee (comprised of the Department Chair and two members of the TPC) to review via Smartsheet. 
 

2. Pre-Tenure Review Committee reviews materials and makes an assessment. 

3. Committee discusses assessment with faculty member. 
 
4. Committee submits report to Provost, Tenure and Promotion Committee, and the junior faculty member.  As standard procedure, 
the Pre-Tenure Review Committee Report (including the letter from the tenured members of the department) and the junior faculty 
member's response to the Report should go on file in the Provost's Office and be provided to the Tenure and Promotion Committee at 
the time of the tenure review. Pre-tenure faculty may choose to provide their Pre-Tenure Review Committee Report to other faculty 
for mentoring purposes. 
 
5. Faculty member submits three-year development plan to Department Chair and Provost, and the Chair of the Tenure and Promotion 
Committee by the designated date. 
6. Plan is updated in annual meetings of faculty member and Department Chair. 
 
I. The Review, Conference, Written Report, and Follow-up 
The Review will be conducted by a committee composed of the Department Chair and two members of the Tenure and Promotion 
Committee and should be scheduled early in the spring semester. It will cover three areas: Scholarly / Creative Activity, Teaching 
Effectiveness, and College Service. Each member of the Committee will carefully review the journal prior to the meeting. The 
Committee will also review a letter from the tenured faculty and written feedback from any appropriate program director or supervisor 
(e.g., in the case that the faculty member has active teaching or program assignments outside of his/her department). The Committee 
will draw conclusions concerning the strengths and weaknesses of the faculty member in the three areas, rate the faculty member's 
performance as inadequate, adequate, good, or excellent in each area, and give substantiated evidence for the rating. The assessment 
will be based on both qualitative and quantitative criteria. The Committee should also comment on the value of the faculty member's 
contributions to the Department and College. The Committee will then outline specific ways in which the faculty member might 
improve his/her progress toward tenure with respect to the three areas and the four criteria for promotion in rank as listed in this 
Handbook. One of those criteria, "evidence of substantial professional involvement in one's field," should be articulated and 
emphasized in each section of the journal where it is relevant. 
 
Directly following its review, the Committee will meet with the faculty member to present its findings, including information from the 
tenured department faculty, and make practical suggestions for improvement. The faculty member is expected to participate in the 
discussion and to ask questions. 
 
The Department Chair should draft the report and send it to committee members for review and revision.  The report should give a 
careful evaluation of the faculty member's work and indicate clearly whether the Committee judged the faculty member's performance 
to be inadequate, adequate, good, or excellent in each of the three areas. It is important that ratings be substantiated to show how the 
committee came to the decision on the rating selected. A summary of the committee's recommendations in each of the three areas 
should be included. An indication should be given of any problems identified so that the faculty member can address them in his/her 
three-year plan. After all revisions have been made, the committee members should sign the final report. The Department Chair will 
send the final report to the junior faculty member with copies to the Provost and chair of the Tenure and Promotion Committee by the 
designated date.  A copy of the letter from the tenured faculty will be kept on file in the Office of the Provost. After reviewing the 
report, the faculty member may address any disagreement(s) with its contents to the Provost. 
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The faculty member in consultation with the Department Chair will prepare a three-year development plan based on the conference 
and will submit an approved plan to the Department Chair, the Provost and the Chair of the Tenure and Promotion Committee by  
designated date of the following academic year. The faculty member and Department Chair will meet yearly to assess progress and to 
make necessary revisions of the plan until the tenure review. This meeting may coincide with the College's annual faculty evaluation 
review.  
 
Please note:  Access to the candidate’s journal and confidential Smartsheets will be removed by the Faculty Support Team in the 
Provost’s Office after the deadline for review of the materials. 
 
II. Overview of the Preliminary Tenure Review Journal 
 
The journal should be submitted by the designated date. The following materials should be included in the order outlined. A detailed 
description of the journal may be found at the end of this document. 
 
A. Annotated Vita 
 
1. A detailed current annotated vita that includes education, employment history, list of courses taught, publications, presentations and 

service to the College and other relevant information.  
 
B. Section on Teaching Effectiveness 
 
1. A personal assessment of strengths, weaknesses, major contributions, short- and long-term goals and how the person's strengths 
complement the goals of the department and/or College as they relate to teaching. 
 
2.  Summary of activities relating to teaching for the past three years. Include courses taught and special efforts, such as the design of 
a new interdisciplinary course or the development of resource materials for the department. 

3. Materials such as selected course syllabi, examinations and hand-outs developed by the candidate, and other course materials 
developed by the candidate. 
 
C. Section on Scholarly/Creative Activity 
 
1. A personal assessment of strengths, weaknesses, major contributions, short and long-term goals, and how the person's strengths 
complement the goals of the department and/or College as they relate to scholarship. 
 
2. Summary of activities and accomplishments for the past three years. The summary should cover two areas: (i) Research and/or 
Creative Activity, and (ii) Professional Involvement. 
 
3. Materials in support of #2 above, such as articles published, and articles in press or submitted since employment at Spelman 
College. These may also include a list of off-campus workshops conducted, copies of scholarly or creative presentations given, cover 
pages from research grants submitted and/or funded, and confirmation of invitations to collaborate on scholarly/creative projects. 
 
D. Section on Service 
 
1. A personal assessment of strengths, weaknesses, major contributions, short- and long-term goals, and how the person’s strengths 
complement the goals of the department and/or College and/or the profession as they relate to service. 

 
2. Summary of activities for the past three years. Include student advising, department and college committees, proposal writing etc., 
noting those items that are especially time-consuming. Note any leadership roles. 

 
3. Evidence such as proposal cover pages, letters, awarding grants, and a list of students supervised in independent study may be 
included. 

 
4. Summary of activities related to community service (optional) as indicated in the detailed journal description. 

 
E. Other 
 
Thank-you letters, notes of congratulations, notes, letters and cards from students, letters of appointment, etc., are usually  

inappropriate attachments, and therefore should not be included. 
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The Committee reserves the right to request revisions of the journal. 
 
III. The Review Conference and Written Report 
 
Before meeting with the Preliminary Tenure Review Committee, the Department Chair should: 
 
• request the annual student evaluation scores from the Office of Institutional Research prior to the scheduled review meeting 
 
• encourage tenured members of the department, relevant program directors or supervisors as well as the two Tenure and Promotion 
Committee members to review the candidate’s materials via SmartSheet and provide written feedback and input prior to the 
scheduled review meeting; the link to SmartSheet will be provided by the Faculty Support Team 

 
• have available the completed class visitation and evaluation of teaching report of the junior faculty member 

 
• ensure the Faculty Support Team receives copies of the annual faculty evaluation review, including any amendments and any 
programmatic participation assessments, letters from other relevant program directors or supervisors (e.g., as a result of teaching 
courses such as African Diaspora and the World 111& 112), and written feedback from the tenured faculty in the department; the 
Faculty Support Team will load the documents to SmartSheet 

 
• schedule and call the meeting of the Preliminary Tenure Review Committee. 
 

The review should take place in two parts. Part I consists of the review and discussion by the Review Committee based on the 
materials submitted to the Department Chair. During Part II the faculty member under review joins the committee to discuss its 
findings and recommendations. 
 
Part I: Committee Deliberation 
 
The Chair should present general information on the faculty member under review at the beginning of the session. Each member of the 
Committee may then be assigned to present a review of the candidate in one of the three areas based on their prior reading of the 
journal and other items. [Questions below may be used as a guide in these deliberations. The same person might lead the discussion on 
that area during the follow-up meeting with the faculty member being reviewed (in part II) of the review process]. 
 
The following questions may be used by the Committee to guide the discussion in each area. These are in no way exhaustive: 
 
A. Teaching Effectiveness 

1. Do the faculty member’s classes reflect high academic quality? 
 

2. Is the faculty member recognized as an effective teacher by departmental colleagues? 
 

3. Are the course syllabi well designed? Are course objectives, requirements, and grading standards clearly stated? Do the 
requirements match the level of the course? 
 

4. What are the student evaluation ratings? Are they consistently of high quality? If not, have they shown improvement over 
time? 
 

5. Are the written student comments favorable? Do they indicate that the courses are rigorous? 
 

6. Does the faculty member mentor students? 
 

7. Is the faculty member accessible beyond class time? Does he or she keep regular office hours and fulfill advising 
responsibilities? 
 

8. Is the faculty member punctual and dependable about meeting classes? How does the faculty member handle his/her absences? 
 

9. Has the faculty member designed new courses or participated in the revision of courses? 
 

10. Has the faculty member been engaged in efforts to improve his/her teaching pedagogies? 
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B.  Scholarly/Creative Activity 
 
The items in this area fall into two categories: a) research and creative activity and b) professional involvement development. 
 
1.  Has the terminal degree been earned? Is there evidence of continuing scholarly growth? 

2.  Is there a high level of scholarly/creative activity as indicated by both the quality and quantity of the evidence documented? (e.g., 
publication of books and articles in referred journals or comparable edited compilations; book reviews in scholarly publications; 
scholarly presentations at regional, national, or international professional conferences; translations; performances; commissions; 
catalogue entries, exhibits;  recitals; plays, etc.). 

3.  What is the nature of the faculty member's scholarly reputation (as evidenced by his/her demand as a journal reviewer, program 
reviewer, critic, consultant, ability to attract grant funds for research, etc.)? 

4.  What are the chair and departmental colleagues' assessments of the quality of scholarly work? 

5.  Is the area of scholarly work considered valuable by the department? 

6.  Is there evidence that the faculty member's expertise is valued by the larger community (e.g., board memberships, media 
interviews, etc.)? 

7.  Is there active involvement in professional organizations? 

 
C. College Service 

1. Does the faculty member give support to the ongoing programs in the department in addition to 
advising? Does he or she serve the department in some special capacity? 
 

2. Is the overall departmental service sufficient? 
 

3.   Is there evidence of involvement, and in some instances leadership, in college-wide activities? 

4.   Does the faculty member show evidence of advising mentoring students and supporting their development beyond that which is 
related to the courses taught? 

  5.   Docs the faculty member assist in attracting and/or effectively administering grants and/or gifts to the college? 

  6.  Does the faculty member represent the College well in local and national communities? 

D. Overall Value to the Department/Program and the College 
 

1. How does the faculty member's teaching expertise meet the needs of the department? 
 

2. Can the faculty member teach all courses desired of him/her? 
 

3. Are there foreseeable curricular changes into which this faculty member may not fit? 
 

4. Is the person dependable in sharing responsibilities? 
 

5. Does the person interact effectively with departmental colleagues? 
 

6. Do the faculty member's strengths enhance institutional priorities? 

In closing part I of this review the Committee should summarize the strengths and weaknesses of the faculty member, determine the 
rating to be assigned in each of the three areas and provide clear reasons for the rating given. Finally, the committee should discuss 
strategies that might be recommended to the faculty member to use in the years remaining prior to the tenure review. 
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Part II: Committee Discussion with the Candidate 
 
During this session, which directly follows the above deliberation, the faculty member should join the Review Committee for a 
discussion of its findings, including a discussion of strengths and weaknesses. In each area the Committee should report its assessment 
and its final ratings. 
 
The Chair might report on general criteria, such as the match between the departmental needs and the expertise of the faculty member, 
and recommendations for the future. The faculty member should have input throughout this session, either by raising questions or 
providing clarification as necessary.  
 
At the close of the session the Chair should remind the faculty member of the subsequent steps:  
1)  the department /program chair will give the faculty member a copy of the Pre-Tenure Committee’s written report, and the faculty 
member is allowed to submit an optional response if he/she wishes to do so; 2) the Faculty Member should prepare a written plan for 
development in the remaining years prior to tenure review by the designated date, submit it to the Department Chair, and make 
revisions as necessary.  The final copy of the Pre-Tenure Committee’s written report and faculty member’s written plan for 
development should be submitted to the Provost and the chair of the Tenure and Promotion Committee by the designated date. 

 
 

THE PRELIMINARY TENURE REVIEW JOURNAL 
 
This document provides the format for the journal to be used for pre-tenure. The journal, consisting of an annotated vita and three 
short sections on teaching, scholarly/creative productivity, and service, should be submitted electronically to the Faculty Support 
Team in the Provost’s Office by the designated date. The materials will be uploaded to Smartsheet. The vita should be organized to 
include: 
 
Annotated Vita 
 
1.  Name and Department 
 
2.  Education: degrees, dates, institutions, department/program, titles of master's thesis and doctoral Dissertation. 
 
3.  Employment History: title, institution, date, major responsibilities. 
 
4.  Teaching:  List by semester the courses taught, credit hours, contact hours, and student evaluation scores.  Also list advances in 
pedagogy, innovations, special considerations, and new developments as appropriate. 
 
5. Scholarly/Creative Activity 
 
This section should contain: 
a. Refereed publications (artistic performances as appropriate) with full citations. 
b. Non-refereed publications - give publication information and significance. 
c. Invited presentations - date, title, audience. 
d. Other presentations in professional settings - date, title, audience. 
e. Consultations (those not listed as service) - they must be clearly identifiable as invitations to consult based upon an individual's 

professional reputation. 
f. Grants received - title, funding agency, amount, dates. 
g. Grants submitted - title, funding agency, amount requested, date submitted. 
h. Awards, recognitions - indicate the nature of award, purpose, criteria and date. 
i. Citations, reviews of scholarly and creative works. 
j. Professional service such as chairing panels, serving on editorial boards. etc. 
k. Other appropriate information beyond the categories outlined. 
 
6. Service 
a. College Service 
 
This section should contain: 

i. Committee service, role of the committee, frequency of meetings, special contributions. 
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    Service not committee-based such as representation of the College to an external agency, advisor student groups, etc. 
ii.  Advising: normal advising load, special assignments, innovation. 

 
      b. Non-scholarly professional service 

      This section should highlight involvement in general professional association activity, boards, committees, panels, consulting, etc. 
      This should be distinguished from 5j. in that these activities (e.g., serving as the treasurer of a professional organization) are 

probably not dependent upon one's research specialty. 
 

c. Community service 
This section should include activities that have enhanced the reputation of the College as an important agency in the community. 
It should focus on service to the public related to one's role as an academician.  This includes involvement in activities such as 
United Way Board. Mayor's Commission, etc. It does not include community involvement of a "good citizen" nature. 

 
Three Supporting Sections of the Journal 
 
1. Teaching 
 
This section should contain: 
a. A summary statement of self-assessment on strengths and weaknesses in teaching, goals set and achieved, and anticipated future 
contributions to the department and College. 
 
b. Brief discussion of course innovations, new developments, role as mentor etc. 
 
c. Two syllabi that have been developed by the faculty member. 
 
d. Any other particularly significant material related to teaching (should be kept to a minimum). 
 
 
2. Scholarly/Creative Productivity 
 
This section should contain: 
 
a. A summary statement of self-assessment on professional and scholarly development (discuss ongoing and completed projects). 
 
b. Copies of at least two of the most significant pieces of scholarly or creative work the faculty member wishes evaluated. 
 
c. Any other particularly significant material related to scholarly or creative productivity (should be kept to a minimum). 
 
3. Service 
This section should contain: 
 
a. A summary statement of self-assessment of contributions to the College and general activities in the professional arena and the 
community. 
 
b. An explanation of the significance of service activities if it is not apparent. 
Thank-you letters, notes of congratulations, notes, letters and cards from students, letters of appointment, etc., are all inappropriate 
attachments, and therefore, should not be included. Properly developed, it is expected that this journal will fit into a one and a half 
inch binder. Examinations, lab manuals and other teaching materials should be evaluated by Department Chairs on an annual basis and 
by the committee of tenured faculty. They therefore should not be included in this journal. Questions of suitability of materials for 
inclusion should be addressed to the TPC Chair. If the journal comes to the TPC in a state of disorganization that significantly inhibits 
the review process, the TPC reserves the right to return the journal to the candidate for re-organization. 

 
 
 
 

 


