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teaching/advising, scholarship, and service contributions relative to their workload 
agreements for the period under review. (See also: Section II.C.13.c.4) 

c. The narrative statement shall be clearly written in a style that promotes an understanding 
of the significance of the faculty �u���u�����Œ�[�•�����}�v�š�Œ�]���µ�š�]�}�v�•���š�}���š�������Z�]�v�P/advising, scholarship, 
and service. 

d. The narrative statement shall be no more than five, single spaced pages at no less than 11- 
point font. 

7. If confidential external reviews are solicited pursuant to departmental or college promotion and 
tenure policies, they will remain confidential and will not be made available to the faculty 
member. These reviews will not be included in the faculty evaluation portfolio, but will be 
forwarded under separate cover to each subsequent level of review. 

8. During the course of the evaluation process, the faculty member or their chairperson or 
participating in the evaluation process may add to the evaluation portfolio information. 
a. Added information must be related to work that was completed prior to June 2 that has 

only become available after the deadline stipulated in the Towson University Annual 
Review, Reappointment, Third-Year Review, Merit, Promotion, Tenure, and Comprehensive 
Review Calendar (Section VII). 

b. The added informatio�v���•�Z���o�o���Œ���o���š�����•�‰�����]�(�]�����o�o�Ç���š�}���š�Z�����(�����µ�o�š�Ç���u���u�����Œ�[�•���‰���Œ�(�}�Œ�u���v���������•��
presented by either the faculty member in their ���À���o�µ���š�]�}�v���‰�}�Œ�š�(�}�o�]�}���}�Œ���]�v���š�Z�������Z���]�Œ�‰���Œ�•�}�v�[�•��
���À���o�µ���š�]�}�v���}�(���š�Z�����(�����µ�o�š�Ç���u���u�����Œ�[�•���‰���Œ�(�}�Œ�u���v�����X 

c. Information added by the faculty member to update the evaluation portfolio must be 
included by the third Friday in September. 

9. The addition of said material and notification thereof shall not interfere with the time 
designated for review as described in the Towson University Annual Review, Reappointment, 
Third-Year Review, Merit, Promotion, Tenure, and Comprehensive Review Calendar (Section 
XIII). If the chairperson participating in the evaluation process includes information in the 
�(�����µ�o�š�Ç���u���u�����Œ�[�•�����À���o�µ���š�]�}�v���‰�}�Œ�š�(�}�o�]�}�U���}�š�Z���Œ���š�Z���v��their evaluation, that specific information 
shall immediately be made known to the faculty member undergoing evaluation and before any 
evaluation at the next level of review takes place. 

10. When materials are added to the portfolio, record �}�(���š�Z�����(�����µ�o�š�Ç���u���u�����Œ�[�•���v�}�š�]�(�]�����š�]�}�v���•�Z���o�o be 
tracked via the PTRM document review transmittal form (see Section VII of TU ART document). 
A failure to notify faculty within five (5) business days will result in the material being removed 
from the evaluation portfolio. 

11. Evaluators reviewing materials that have been added by the faculty member or administrators 
during the course of the review process shall note that they do so in their evaluation 
statements. 

12. ���}�‰�]���•���}�(���š�Z�������Z���]�Œ�‰���Œ�•�}�v�[�•�������š���]�o�������Œ���‰�}�Œ�š���Á�]�š�Z���Œ�����}�u�u���v�����š�]�}�v�����Œ�����]�v���o�µ���������]�v���š�Z�������À���o�µ���š�]�}�v 
�‰�}�Œ�š�(�}�o�]�}�����•���]�š���‰�Œ�}���������•���š�Z�Œ�}�µ�P�Z���š�Z�����‰�Œ�}�����•�•�X���d�Z�������}�u�u�]�š�š�����[�•���Á�Œ�]�š�š���v���Œ���‰�}�Œ�š���Á�]�š�Z��
recommendation shall provide a detailed rationale for the recommendation, as well as the vote 
count. 

13. In addition to the evaluation portfolio, faculty being reviewed for promotion, tenure and 
comprehensive review shall also prepare a summative portfolio for the Provost.
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1) Section I 

i. Curriculum vitae 
ii. A copy of one recent peer-reviewed publication or description of a comparable 

creative activity. 
2) Section II 

�h�v�]�À���Œ�•�]�š�Ç���&�}�Œ�u�•�W�����}�u�‰�o���š���������v�����•�]�P�v���������v�v�µ���o���Z���‰�}�Œ�š���~���Z���/���˜���/�/�•���}�Œ�����Z���]�Œ�‰���Œ�•�}�v�[�•�����v�v�µ���o��
Report (CAR I & II) Forms arranged from most recent to the time of last promotion or year 
of hire. 

3) Section III 
i. Summary of student evaluations across the evaluation period. 

1. Faculty using the university evaluation forms should submit the summary of 
quantitative and qualitative results for each course received from the assessment 
office. 

2. Include a one-�‰���P�����}�À���Œ�À�]���Á���}�(���}�v���[�•���š�������Z�]�v�P�����Àaluations across all courses. 
ii. For tenure, promotion, and comprehensive review, peer teaching evaluations shall be 

included. 
4) Section IV 

Supporting Statement: Summary statement describing: 1)



   

 

8 
 

E. Voting Procedures 
1. After careful review, each committee member will vote. All recommendations made by the 

committee must be made by a quorum of at least five members; the outcome will be decided by 
the majority vote. In the case of a tie vote, the case will be reviewed again by the entire committee 
and voted on a second time. If the vote remains deadlocked, a tie vote will be considered rejection 
of a motion. 

2. No committee member shall abstain from a vote for tenure or promotion unless the Provost 
authorizes such abstention based on good cause, including an impermissible conflict of interest. 

3. The committee chair shall forward a signed, dated report of the results of the vote and the 
���}�u�u�]�š�š�����[�•���Œ�����}�u�u���v�����š�]�}�v�•���š�}���š�Z�����v���Æ�š���o���À���o���}�(���Œ���À�]���Á�X 

 
F. Reporting to Candidates 
1. The College PTRM Committee shall prepare a concisely written but detailed statement supportive of 

its recommendation, with reference to each category evaluated including teaching/advising, 
scholarship, and University/civic/ professional service. 

2. �d�Z�����•�š���š���u���v�š���Á�]�š�Z���Œ�����}�u�u���v�����š�]�}�v�����v�������À���o�µ���š�]�}�v���Z�����}�Œ�����•�Z���o�o���������������������š�}���š�Z�����(�����µ�o�š�Ç���u���u�����Œ�[�•��
evaluation portfolio and submitted to the Dean by the first Friday in January. 

3. The recommendations of the College PTRM Committee and the Dean shall be conveyed in writing to 
the faculty member by the third Friday in January. Negative recommendations shall be delivered in 
writing in person by the Dean or sent by certified mail, return-receipt-requested to the faculty 
�u���u�����Œ�[�•���o���•�š���l�v�}�Á�v���������Œ���•�•, and post-marked no later than the date on which reports are to be 
distributed to the faculty member according to the university PTRM calendar. 

4. A copy of the decision letter concerning the promotion and/or tenure recommendation will be 
forwarded to the Chair of the Department and the Department PTRM committee chair. 

5. �d�Z���������v���]�����š���[�•���•�µ�u�u���š�]�À�����‰�}�Œ�š�(�}�o�]�}���]�•���(�}�Œ�Á���Œ���������š�}���š�Z�����W�Œ�}�À�}�•�š�����Ç���š�Z�����������v�����Ç���š�Z�����(�]�Œst Friday in 
February. 

 
G. Role of Committee Chair 

The Chairperson of the College PTRM Committee will submit an Annual Report to the Dean, 
Chairperson, and Vice-Chairperson of the College Council. The report will include any policy and 
procedure changes and a general summary of the work of the committee. The content and 
deliberations of individual promotion and tenure matters and appeals will not be included in the 
Annual Report. 

 
H. Review of College Document 

Beginning with the implementation of these revisions, the College shall review its PTRM document 
every three (3) years and submit evidence of such review to the Dean of the College and the 
University PTRM Committee. 

 
I. Role of the Dean 

The Dean of the College shall serve as a member of the College PTRM Committee, ex-officio, non-
voting. 
Additional Responsibilities 
1. The Dean of the College shall assure that the summative portfolio for the Provost is organized 

according to the guidelines described herein. 
2. The Dean of the College shall have the responsibility of returning the supporting material to the 

Department Chair, who shall then retain supporting material for three (3) years following the 
date of the recommendation to grant or deny promotion or tenure. 
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presentations; substantive funded grants; books; leadership in setting accreditation standards 
for academic programs; invitations to be a reviewer for national/international journals in the 
field; and/or other forms of scholarship with a major impact. This scholarship could be within 
�š�Z�����(�����µ�o�š�Ç���u���u�����Œ�[�•�����Œ�������}�(�����Æ�‰���Œ�š�]�•�����}�Œ�����}�µ�o����be interdisciplinary. 

4. Demonstration of mentoring of colleagues in their scholarship activities. 
5. Letters of evaluation from external reviewers, which will be solicited from outside the 

University pursuant to the Guidelines approved by the Faculty Senate (See Appendix C). 
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APPENDIX A: POTENTIAL EVIDENCE FOR TEACHING/ADVISING, SCHOLARSHIP AND SERVICE 
 
 

 Potential Evidence 
Teaching / Advising �x �^�š���š���u���v�š���}�(���}�v���[�•���š�������Z�]�v�P�l�����À�]�•�]�v�P���‰�Z�]�o�}�•�}�‰�Z�Ç 

�x Documents demonstrating significant changes to course syllabi 
over time 

�x Copies of course and program proposals 
�x Demonstration of participation in accreditation or program 

approval change 
�x Evaluations of instruction by current students 

�x �W���Œ�]�}���]�������v���o�Ç�•�]�•�����v�����]�v�š���Œ�‰�Œ���š���š�]�}�v�•���}�(���š�Z�����•�š�µ�����v�š�[�•�����À���o�µ���š�]�}�v�• 

�x Peer observation by faculty 

�x Evaluations obtained by means of focus groups 

�x Standardized tests scores or pre/post test results 

�x Refinement of teaching methods, materials, and strategies 

�x External or internal curriculum and instructional development 
grants 

�x Teaching awards and nominations 

�x International teaching exchange, sabbatical, or consulting 
contracts 

�x Articulation of mentoring relationships with junior faculty, 
clinicians, or other professional colleagues 

�x Consultation regarding teaching within and beyond University 

�x Advising evaluations 

�x Effective guidance and advising that enables students to 
complete their research projects 

�x Evid���v�������}�(���l�v�}�Á�o�����P�����}�(�����u���Œ�P�]�v�P���v�������•���]�v���}�v���[�•���(�]���o�� 

�x 
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Service �x Active involvement in faculty governance at the department, 
college or university level 

�x Leadership positions in the department, college or university 

�x Leadership or advocacy in student activities, organizations and 
programs 

�x Advocacy in addressing important issues or needs 

�x Provision of in-service education or technical assistance 

�x Professional consultations 

�x Membership in professional organizations at the national, 
regional, and state levels 

�x Committee membership in professional organizations 

�x Leadership in professional organizations and associations 

�x Service to licensure, certification or accreditation boards 
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Appendix B:  Guidelines for External Peer Review 

https://www.towson.edu/provost/academicresources/documents/externalevaluationguidelineswithletter_finaldra

ft.pdf  

EXTERNAL EVALUATION GUIDELINES 

Chapter 3 §I.B.3.f provides that departmental and college promotion and tenure policies may include an option for 

external reviews as part of the evaluation process for promotion and tenure. Departments and colleges are 

encouraged to solicit such external reviews and are directed to incorporate these guidelines into their promotion 
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Date  

 

Dr.  

Department of  

Towson University  

8000 York Road  

Towson, Maryland 21252  

 

Dear  
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Appendix C:  ANNUAL REPORT (AR) 
 

Part I 
 

Reporting On Activities For Academic Year June 1, 

20   - May 31, 20__ 

 

 
Name  Rank    

 
 

Department of    
 
 

Area of Specialization    
 

Appointed to TU faculty: at rank  in year . 
 

Promotion History: 
 

To rank  in year , 
 

To rank  in year , and 
 

To rank  in year . 
 

I. Formal Degrees 
 

A. Highest degree earned, with date and name of granting institution. If received since June 1, 20   , attach proof. 
 
 

B. If candidate for an advanced degree, indicate work completed since June 1, 20     and present status. 

Corroborative material and/or transcript must be attached. 

 

 

 

 

Teaching (percentage of workload: %) 
 

C. 1. Attach evaluations from all of your teaching assignments for the fall, mini, spring, all

c
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Correlation Statement. If your productivity did not match your projections for academic year 20   -20   , please explain. 
 

 
 
 
 
 
 
 

III. Service (percentage of workload: %) 
 

[Indicate any of these activities which are part of your workload] 
 
 
 
 
 

Community: 
 

 
 
 
 
 

Profession: 
 

 
 
 
 
 

University (all levels): 
 

 
 
 
 
 

Correlation Statement. If your productivity did not match your projections for academic year 20   -20   , please explain. 
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APPENDIX D 
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APPENDIX E 

Department of ____________________ 
Promotion, Tenure & Reappointment Committees and Annual Review and Merit Committees Votes 

Fall _______________  (based on Academic Year ________________) 
 

Faculty 
(Rank) 

 Tenure/ 
Reappoint 

Vote 

Promote 
Vote 

5 YR 
Review 

Merit 
Review 

Merit 
Teaching 

Vote 

Merit 
Scholarship 

Vote 

Merit 
Service 

Vote 

Merit 
Overall 

Decision 

 Yes    No MeN06.83 60
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