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SPECIAL CONSIDERATIONS



Special Considerations

*%Be cortatn to review all relevant documents and criteria

**Follow the administrative calendar (Remember: 1f management fails
to adhere to established time lines and guidelines, contact the
Unfon fmmediately).

*#* Exercise your right of response—Faifure to respond to fnaccuractes or
negative comments will appear as assent.

*Self-evaluation- A highly coherent and organized presentation, as well
as attention to detafl, are highly mportant. Substantiate your
assertions with examp(es




ADMINISTRATIVE CALENDAR

COLLEGE/SCHOOL PROMOTION
AND
SPECIAL CONTRIBUTIONS PROMOTIONS
PROCEDURES



Administrative Calendar

College/School Promotion and Special Contributions Promotions
Procedures

anym 22, 201 Applicatton ‘deadiine to DPAC

' ‘Januam 2 2010 Recorrmendatlon from DPAC to candidate
February §, 2010 -Las_t day for response by candidate to DPAC
Febriity 12, 2010 “.«4'L»-ast day for DPAC response to candidate

February 12,2010 - DPAC forwards all promotion files to chaimperson

'F bruary- 19;:2010 - Recomnendationsfrom chalrperson to candldate

February 26,2010 - Last day for response by canddate to chalrperson

March 62010 - Last day for response by chalrperson to candidate

‘March §, 2010 - Chalrperson forwards dl promotion files to dean

I\ﬁarch-24,:-2010"- Dean forwards.recommendation and evaluation to candidate

April 7, 2010 - Candidates ertten response to dean's recommendation and evaluation serit to the VPAA
April 7, 2009 - Dean forwards-all promofion files to the VPAA

April 28, 2010 - Recbmmenqation from VPAA to eaith candidate

May 7, 2010 - WAA forwards recommendations and all promotion files to thé'Presldent

May 21,2010 - Recommendation from the President to each candidate

May 26, 2010 Récommendaﬂon from the President to the Board of Trustees

June 7, 2010 - Candidates notified of Board of Trustees action



ARTICLE XIV - PROMOTION PROCEDURE

STATE-UNION AGREEMENT
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COMMITTEES REQUIRED TO IMPLEMENT
UNIVERSITY PRESONNEL PROCEDURES -

LOCAL SELECTED PROCEDURES AGREEMENT



MONTCLAIR STATE UNIVERSITY SELECTED PROCEDURES AGREEMENT
‘ JULY 1 2003 TO JUNE 30 2007

1. COMMITTEES REQUIRED TO IMPLEMENT UNIVERSITY PERSONNEL
PROCEDURES

1.1 DEPARTMENT LEVEL

1.1.1 DEPARTMENT PERSONNEL ADVISORY COMMITTEE (DPAC)

1.1.11 Membership

The members and length of term of office of the DPAC will be determined at the
department level by democratic process, except that no department chairperson
may serve, and all of the DPAC must be tenured. No candidate for promotion
may participate in the promotional procedures in the DPAC, but may serve with
regard to reappointment and tenure decisions. In the event that a department
decides that an insufficient number of eligible members is available for requisite
personnel actions, it may request that additional members be selected from other
departments within the College/School or the University. These requests shall be
submitted to the designee of the VPAA for review and written approval. No
person may serve at more than one level of review and recommendation for any
personnel action. No department chairperson may serve as a substitute for
another department chairperson for review and recommendation for any
personnel action.

1.1.1.2 Tem

The election of the DPAC or the filling of vacancies on the DPAC should take
place dturing the month of February. Persons elected should assume office by
May 1% '

No person may serve more than three (3) consecutive years.

1.1.1.3 Function

In addition to any duties assigned to it, the DPAC, whose function is limited to
personnel actions only, is responsible under the terms of this Agreement for
evaluation and recommendations concerning the following:

Appointments
Reappointments
Tenure
Promotion
Sabbaticals

LOCAL SELECTED PROCEDURES AGREEMENT JULY 12003 TO JUNE 302007 1



PROMOTION PROCEDURE

LOCAL SELECTED PROCEDURES AGREEMENT



4.1

4.1.1

412

4.1.3

PROMOTIONAL PROCEDURE

[The text of the negotiated items is in plain type. The text in italics in section 4.2.3
is not subject to negotiation. The texts in italics in Section 4.1 and Section 4.2.8
are quotes cited from the Statewide Agreement ]

STATE CONTRACT PROVISIONS [State Contract Article XIV)

ELIGIBILITY [State Contract Article XIV A ]

Full-time faculty members whose qualifications meet or exceed the requirements Jora
higher academic rank (See Appendix I in this Agreement) shall be eligible for
promotional consideration to that rank. Faculty members who are promoted shall
advance four (4) salary ranges.

APPLICATION FOR PROMOTION [State Contract Article X1V, B)

An eligible full-time faculty may make written application for promotional consideration
on or before February 1. The application may be accompanied by any substantiating
documentation which the individual cares 10 submit. Nomination of a

Jull-time faculty member for promotional consideration may be made by other than

the individual.

DEVELOPMENT OF PROCESS AND CRITERIA [State Contract Article XIV.C]

The procedures for promotional consideration utilized in the C ollege/University, if
universally applicable, or in the division, department or similar unit in which the Jaculty
member is employed, shall be fairly and equitably applied to all applicants and nominees.
The procedures shall provide Jor consideration based on criteria established by the
College/University, appropriate to the College/University and the work unit. The current
and applicable procedures, including a statement of such criteria, shall be provided in
written form for the understanding of all affected Jaculty members. This provision shall
not be construed as a waiver of the Colleges '/ Universities’ right to promote, under
procedures set by the Colleges/Universities, employees not included in the negotiating
unit. The Colleges/Universities, however, recognize the value of peer consultation and
except in unusual circumstances will consult with the involved department concerning the
procedures to be used in any particular case.

LOCAL SELECTED PROCEDURES AGREEMENT JULY 12003 TO JUNE 302007 28



42

421

422

4221

4222

4223

LOCAL REVIEW AND RECOMMENDATIONS PROCEDURES

Contents of Promotion Application

A promotion application shall consist of: 1) promotion application forms as
approved by the Administration and the Union; 2) a curriculum vita: 3) copies of
published materials, creative works, and any other appropriate supporting
documents and materials which the candidate wishes to submit; and 4) a table of
contents listing the materials submitted. A candidate for promotion may at his/her
option include as part of the application written evaluation of his/her performance
by one or more persons not employed by the University and chosen by the
applicant. Such evaluations, if any, may address any of the criteria. When an
applicant submits a large number of items as evidence of contributions for a
particular promotion category, the applicant will indicate the most significant items
in the category; not to exceed five in number. Each evaluator in the process is
responsible for reviewing the entire contents of the promotion file for each
candidate.

PROCEDURE FOR REVIEW

Application

A qualified faculty member may submit a request or be recommended at the
department level for promotion. A qualified person is one who meets all the
criteria set forth in Appendix I, 20.1 (20.1.1 through 20.1.4). Other candidates
seeking to establish eligibility must meet the provisions as outlined in Appendix I,
20.1.6 and 20.2. A faculty member must submit all application materials no later
than February 1.

An individual may apply for promotion in the usual manner even if a promotion
grievance from a previous year is still pending.

Student Input

A systematic procedure must be established at the department level to receive
student input. The provisions for student input must conform to the guidelines
outlined in the General Guidelines for Personnel Actions, Section 2.5. LSPA. The
summary of the student evaluations as well as the written analyses of student
input prepared by the DPAC and the chairperson (sections 4.2.2.3 and 4.2.2.4
respectively) must be included with the promotion application and a copy sent to
the candidate.

DEPARTMENT PROCEDURES AND DPAC EVALUATION

The full-time faculty in the department shall develop, approve by department
vote, publish and disseminate systematic procedures for promotion. The

LOCAL SELECTED PROCEDURES AGREEMENT JULY 1 2003 TO JUNE 30 2007 30



procedures shall provide for evaluation in accordance with the criteria set forth in .
the LSPA Appendix il and evaluation of non-teaching and teaching assignments
divided between two or more departments. The procedures may also, at the
option of the department, allow a candidate to present the application in person to
the DPAC. If any candidate so requests, all candidates shall be given that

opportunity.

The DPAC shall conduct its deliberations on each candidate for promotion and
prepare a written evaluation based upon the criteria in Appendix I of the LSPA
including an analysis of the student input referenced in 4.2.2.2 above. A specific
determination with respect to whether the candidate is being recommended or
not recommended for promotion shall also be made.

The DPAC shall submit the completed forms, including the recommendation and
written evaluation, to the candidate. Each candidate shall have five (5) working
days to respond to the recommendation in writing. The DPAC shall respond in
writing to the candidate’s response within five (5) working days. The written
responses of the candidate and DPAC, if any, shall be included in the promotion

materials before submission of those matetials tQ the department chairmersan.

4224 CHAIRPERSON EVALUATION

The department chairperson shall evaluate each candidate for promotion unless
the chairperson is a candidate for promotion. The chairperson shall not be
required to make a personal observation of the candidate's teaching. Howé\.ie.r,
the chairperson shall prepare a written evaluation based upon the criteria in
Appendix If of the LSPA including an analysis of the student input referenced in
4.2.2.2 above. A specific determination with respect to whether the candidate is
being recommended or not recommended for promotion shall also be made.

The chairperson shall submit the completed forms, including the recommendation
and written evaluation, to the candidate. Each candidate shall have five %)
working days to respond to the recommendation in writing. The chairperson shall
re§pond in writing to the candidate’s response within five (5) working days. The
yvntten responses of the candidate and the chairperson, if any, shall be included
in the promotion materials before submission of those materials to the dean. -

In the circumstance of the chairperson being a candidate for promotion, an official
designee shall be elected by the department after consultation with the dean.
This designee, who may not be a candidate for promotion, shall serve the same
function as the chairperson in the promotion process and complete all the
responsibilities set forth above. However, the chairperson, if tenured, shall serve
in all reappointment and tenure recommendations.
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4225

4226

4227

4.2.2.8

4229

423

RECOMMENDATION BY THE DEAN

The dean shall evaluate each candidate for promotion in writing, and either
recommend or not recommend the candidate for promotion. The dean shall
forward to the VPAA the evaluation, the recommendation and the promotion
materials of all candidates. The dean shall send the evaluation and
recommendation to the candidate. The candidate may make a written response
to the dean’s recommendation which response shall be sent by the candidate
directly to the VPAA for incorporation into the promotion file.

RECOMMENDATION BY THE VICE PRESIDENT FOR ACADEMIC AFFAIRS

The Vice President for Academic Affairs shall eithef recommend or not
recommend each candidate for promotion and forward the recommendation to
the President and the candidate.

PRESIDENT'S DECISION

The President shall make a determination on promotion for each of the
candidates and forward those recommended to the Board of Trustees. Each
candidate will be informed of the President's recommendation at least ten (10)
days prior to the BOT meeting. Only positive recommendations from the
President shall be presented to the Board of Trustees for action.

WITHDRAWAL OF APPLICATION -

At any point in the promotion process, the applicant miay elect to withdraw his/her
candidacy. If-the applicant so decides, he/she shall indicate that decision in
writing to the evaluator at the level to which the application has gone. That
person shall insure the return of the applicant's file.

RETURN OF FORMS

After the final Board of Trustees’ consideration, the promotion file of each
unsuccessful candidate will be returned to that candidate. Promotion files of
successful candidates are placed in his or her official personnel file.

SPECIAL CONTRIBUTIONS PROMOTIONS

A qualified faculty member may make written application for special contributions
promotional consideration. A candidate for a special contributions promotion will
be evaluated according to the criteria set forth in the Faculty Roles and
Responsibilities document in the MSU Faculty Handbook and the promotion
process shall be the same as for any other faculty member. A qualified faculty
member is one who: 1) meets all applicable criteria set forth in Appendix |, 2) was
employed by the University in a full-time position on or before September 30,
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