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Department Chair School 2017-2018 
College of Health Professions  
Updated May 24, 2017 
 
 
Note:  This schedule and topics are subject to change. 
 

June 1, 2017  Introduction to Chair School 
 Four Roles of the Chair/Program Director: Scholar,  Leader, Manager, Faculty and Staff 

Developer 
 Faculty Success – The Leader’s Role 

 Faculty and Staff Development 
 Career Development Plans 
 Evaluation 
 Feedback 
 Promotion and Tenure 

July 6, 2017  Faculty Success – The Department Chair’s Role (Continued) 

August 3, 2017  Organizing the Department for Efficiency and Effectiveness 
 Core Functions:  RASER – Recruiting, Advising, Supporting, Educating, Recognizing 
 Committees and Task Groups 
 Annual Calendar 
 Records, Security, and Files 
 Clinical Education Affiliation Agreements 
 Leadership and outreach to professions and healthcare industry 

September 7, 2017  Organizing the Department for Efficiency and Effectiveness (Continued) 

October 5, 2017  Students Matter 
 Student Policies and Regulations 
 Fair and Effective Policies 
 Dealing with Difficult Students 
 Handling Appeals and Grievances 
 Academic Integrity 

 Student Progression 
 Remediation Policies and Plan 
 Student Scholarships – Setting and Using Selection Guidelines, Process, Responsibility 

November 2, 2017  Students Matter (Continued) 

December 7, 2017  Budget and Other Resources – Under development 

January 4, 2017  Budget and Other Resources – Under development 

February 1, 2018  Leadership 
 Communication Skills 
 Conflict Management 
 Managing and Leading Change 
 Working with Donors 
 Professional Leadership 
 Fostering a Fulfilling, Engaging Department Culture 

 Dealing with Difficult People 
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March 8, 2018  Leadership (continued) 

April 5, 2018  Accreditation 
 Accreditation standards 
 Annual reports 
 Self-study reports 
 Dean’s office role and support in accreditation 

May 3, 2018  Department Annual Reports 
 Metrics and data sources 
 Interpreting and analyzing data 
 Department goals and objectives; goal-setting 
 Follow-up 
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Department Chair Position Description 
College of Health Professions, April 10, 2013 (Updated May 20, 2013) 
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Department Chair Position Description1
 

College of Health Professions 
University of Arkansas for Medical Sciences 
Approved May 9, 20132

 
 

 
Introduction 

 

The department chair provides leadership, direction, and continuity for long-term planning and operational 
execution in educational, scholarly, and administrative activities for academic programs and on behalf of 
students, staff, and faculty. The chair is the academic and executive officer of the department and reports 
to and advises the dean regarding the department. The chair provides leadership and direction in the 
planning, development, and delivery of academic programs and in the maintenance of excellence in 
teaching, scholarly productivity, clinical practice, and service. The chair directs and coordinates the 
academic, operational, personnel, budgetary, and student-oriented activities of the department. 

 
The chair also serves as a role model, counselor, and source of knowledge for faculty, students, and 
staff; participates in college leadership and on university committees as required; represents the 
department, college, and/or university externally, including national and international conferences and 
meetings; and teaches courses and conducts individual scholarly activities as appropriate. 

 
The chair must effectively manage and coordinate diverse services with other campus programs and 
affiliates and work effectively with a variety of people throughout the organization and external to the 
university. The position requires a collaborative leadership/management style, effective interpersonal 
skills, commitment to timely and dedicated service, outstanding oral and written communication skills, and 
the ability to manage budgets and to allocate resources: human, fiscal, and physical. 

 
Responsibilities of the Department Chair 

 
Scholar 

  Plan and deliver instruction 
  Remain current in academic or professional discipline 
  Maintain an active program of scholarship appropriate to the mission of the department and college, as 

well as the chair’s interests, abilities, and career trajectory 
 

Leader 

  Articulate long-term direction and vision for the department in accord with the department’s mission 
  Engage faculty and staff to assure curriculum quality and currency 
  Foster a department culture of collegiality, collaboration, and trust 
  Promote and demonstrate innovation and resourcefulness 
  Seek and promote partnerships within the department, college, university, and community 
  Advocate for the department and profession 
  Represent the department at all levels: college, university, community, national, and international 
  Adhere to highest standards of professional and personal ethics 

 
Manager 

  Effectively manage department resources: human, fiscal, and physical 
 

 
1 Portions of this document were adapted from or copied from: Western Michigan University, Office of the 
Provost and Vice President for Academic Affairs (2005). Policy statement: Academic chairs and directors: 

Position description, qualifications, length of service, evaluation and compensation. 
http://www.wmich.edu/provost/pdf/policy%20statement%20by%20Chairs-Comp-Final.smt.pdf. 

2 Approved by email vote of the College of Health Professions Executive Committee on May 9, 2013. 
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  Organize self and the department to accomplish goals and objectives 
  Allocate duties and responsibilities to meet the department’s needs 
  Communicate effectively orally and in writing 
  Maintain accurate department records 
  Plan and conduct department meetings 
  Prepare and propose budgets 
  Assure efficient and effective business processes in the department 
  Monitor and evaluate department performance 
  Adhere to and enforce policies 
  Maintain program compliance to accreditation standards 

 
Faculty and Staff Developer 

  Mentor and counsel faculty and staff to promote personal and professional development 
  Identify and allocate resources for faculty and staff development 
  Recruit and select faculty and staff 
  Evaluate personnel performance and provide meaningful feedback and guidance 
  Promote, mentor, model, and lead scholarly activity 
  Demonstrate and provide guidance to achieve excellence in teaching 
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Department’s Mission, Goals, 

and Needs
Promotion and Tenure Standards

Faculty Workload Plan Faculty Annual 

Evaluation

Faculty Member’s 

Promotion and/or 

Tenure

Faculty Member’s 

Professional 

Development

Faculty Member’s 

Career 

Development Plan
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Career Development Plan 
College of Health Professions 

University of Arkansas for Medical Sciences 
 
 
Background Information 
 
Name: 
 
Department: 
 
Current Rank: Tenure Track? Yes No 
 
Anticipated Date for Promotion and/or Tenure: 
 
Date of Initial Plan: 
 
Date to be Reviewed: 
 
Career Goals:  2-3 years 

Teaching:   
 
Scholarly Activity:   
 
Service:   
 
Other:   
 
 
 
Career Goals:  5-7 years 

Teaching:   
 
Scholarly Activity:   
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Service:   
 
Other:   
 
 
 
Strengths Relative to Goals 

Consider required competencies (knowledge, skills, values), interests, previous accomplishments, motivation, social and 
professional support, opportunities, mentorship, etc. 
 
 
 
 
Areas for Development Relative to Goals 

Consider gaps in competencies (knowledge, skills, values), mentorship, social and professional support, opportunities, mentorship, 
etc. 
 
 
 
 
Priorities – Build on Strengths and Address Development Needs 

Strength or Need 
 
 

Objective of Development Activity 
 
 

By When? 
 
 

 
 
Action Plan – Teaching Goal:   

Strategy/Action Expected Outcome/Impact Date to Complete 
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Action Plan – Scholarly Activity Goal:   

Strategy/Action Expected Outcome/Impact Date to Complete 

 
 

  

 
 
Action Plan – Service Goal:   

Strategy/Action Expected Outcome/Impact Date to Complete 

 
 

  

 
 
Action Plan – “Other” Goal: 

Strategy/Action Expected Outcome/Impact Date to Complete 

 
 

  

 
 
Mentorship Plan 
 
Name of Mentor:   
 
Mentor’s Department, Institution, etc.:   
 
Mentor’s Credentials, Qualifications, etc. (Rationale for Selecting the Mentor):   
 
Mentorship Goals and Objectives (Brief Description) 
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UNIVERSITY OF ARKANSAS 

 

FOR 

 

MEDICAL SCIENCES 

 

 

 

 

 

ANNUAL FACULTY SELF-ASSESSMENT 

 

IN THE 

 

COLLEGE OF HEALTH RELATED PROFESSIONS 

 

REVISED 1995 

 

 

 

 

 

This self-assessment is designed to assist the faculty in organizing their yearly 

accomplishments.  With the supporting documentation this self-assessment will be used 

by the faculty in preparation for their annual review and evaluation.  

 

 

 

 

 

 

 

NAME:     

 

DEPARTMENT:     

 

ACADEMIC RANK:     

 

CALENDAR YEAR:     
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Add additional data sheets as necessary 
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PROFESSIONAL AND SCHOLARLY IDENTIFICATION 

 

1.00 HIGHEST EARNED DEGREE 

 

Format: Degree (abbreviated).  Name of Granting Institution.  Location  

  (if not in U.S.).  Major Discipline, Year Granted. 

 

Example: D.I.C., Imperial College of Engineering and Technology (London) 

  Biomedical Engineering, 1964. 

             

             

             

             

             

             

 

2.00 CERTIFICATES AND LICENSES 

 

Please indicate each of the professional licenses or certificates you currently hold. 

 

Format:  Name of license or certificate.  Issuing Authority, Year Granted.  

 

2.01             

             

2.02             

             

2.03             

             

2.04             

             

 

3.00 CONTINUING/ADVANCED EDUCATION 

 

Please indicate the continuing or advanced education activities completed by you.  If a 

formal advanced course, give the course number and institution.  Use the following code 

to index the type of activity.  (Continue on the next page as necessary.) 
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 3.10 Continuing Education Course  3.30 Professional Seminar/ 

        Workshop 

 

 3.20 Advanced Course   3.40 Professional Meeting 

 

Index Code  Contact hours/days 
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Index Code  Contact hours/days 
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4.00 GOALS FOR THE COMING YEAR  

 

List the goals you would like to accomplish during the coming year.  

 

4.01   

   

4.02   

   

4.03   

   

4.04   

   

4.05   

   

4.06   

   

4.07   

   

4.08   

   

4.09   

   

4.10   

   

4.11   

   

4.12   

   

 

 

Page 14 of 87



TEACHING 

 

5.00 TEACHING ACTIVITIES 

 

Please list in the appropriate category below the credit and/or continuing education 

courses taught during the academic year.  

 

5.10 UNDERGRADUATE COURSES 

 

  

Semester 

  

Course # & Title 

 Credit 

Hours 

  

Enrollment 

 % of 

Instruction 

5.11          

5.12          

5.13          

5.14          

5.15          

 

5.20 GRADUATE COURSES 

 

          

          

          

          

 

5.30 CONTINUING EDUCATION COURSES 

 (Note that these are courses, not presentations) 

 

  

Date 

  

Title 

 Contact 

Hours 

  

Enrollment 

 % of 

Instruction 

5.31          

5.32          

5.33          

5.34          

5.35          
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6.00 EDUCATIONAL DEVELOPMENT ACTIVITIES WITHIN THE  

 ACADEMIC YEAR 

 

Please describe briefly your educational development activities within the academic year.  

Include the development of new academic programs, major changes in existing programs, 

application of new instructional technology, planning for new facilities or for the 

extensive renovation of existing facilities, grant applications.  In instances where 

developmental activity has not been completed, please indicate by writing “In Progress”. 

 

Format:  Date started.  Description of Activity, for Unit, Date Completed. 

 

Examples:  September 1980  Establishment of a computer laboratory. 

     For CHRP, In Progress. 

 

February 1979  Reorganization of curricula in Medical Technology.  

    For CHRP, In Progress. 

 

6.01   

   

6.02   

   

6.03   

   

6.04   

   

6.05   

   

6.06   

   

6.07   

   

6.08   
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7.00 STUDENT SERVICES 

 

Listed below are categories of student services.  Please list those services you have 

provided during the academic year.  Index by category. 

 

Index Code: 

7.10  Thesis chaired 

7.20  Thesis committee member 

7.30  Independent study directed 

7.40  Student project directed, e.g., 

  table clinic, exhibit, paper, etc. 

7.50  Advising 

7.60  Other 

 

Format: Index code.  Beginning date.  Brief description.  Title.  Completion of 

expiration date, if in progress please so indicate.  

 

Examples: 7.10  January 1984.  Thesis.  Faculty promotion as related to 

  quality of student services.  In Progress. 

 

  7.40  March 1984.  Table clinic.  Fluoridation in Little Rock,  

    April 1984. 
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8.00 AWARDS AND HONORS RECEIVED WITHIN THE ACADEMIC YEAR 

 

Please list below academic honors and prizes:  appointments to state, national and 

international academies, boards, councils, or panels; fellowships, honorary degrees, and 

other awards that are comparable indices of professional accomplishment which you 

received within the year.  Include in the list prestigious fellowships, e.g., Guggenheim, 

Fulbright, and Sloan; exclude your participation in grants and contracts awarded to the 

University.  

 

Format: Name of Award of Honor.  Awarding Agency.  Basis for Award. 

 

Examples: Genevieve Gorst Herfurth Award University of Wisconsin. 

  For Book:  The Chicago Board of Trade,  1859-1905; 

  The Dynamics of Self-Regulation, New York:  John Wiley, 1979. 

 

Pi Tau Sigma Gold Medal.  American Society of Mechanical Engineers.  

For outstanding achievement in Mechanical Engineering within ten years 

after graduation. 

 

 

8.01   

   

8.02   

   

8.03   

   

8.04   

   

8.05   

   

8.06   

   

8.07   
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SERVICE 

 

9.00 SERVICE TO THE UNIVERSITY 

 

Please list below service you performed for the University within the academic year.  

Please select from the table below the code representing the level (e.g., 4 = Department)  

at which the service was performed, then continue the citation following the suggested 

format.  If term of service is continuing please indicate by writing “In Progress”. 

 

Codes:  9.10  System-wide  9.30  College 

  9.20  Campus   9.40  Department 

 

Format: Code.  Beginning date.  Brief description.  Completion date.  

 

Example: 9.30  September 1977.  Member, Appointments & Promotions Committee.   

  In Progress. 

 

Index 

Code 
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Please list only those public service activities related to your area of professional 

expertise which do not earn remuneration or do not earn remuneration beyond an 

honorarium. 

 

10.00 ACTIVITIES IN PROFESSIONAL AND HONORARY SOCIETIES 

 

Please list below those activities within the academic year.  Those activities may include 

memberships, committee participation, and offices held in professional and/or honorary 

societies.  Please follow the suggested format.  

 

Format: Date appointment or election became effective.  Brief description of 

activity.  Name of organization or society.  Date of expiration; if in 

progress, please so indicate.  

 

Examples: January 1980.  Annual Convention Program Chairman, Eastern 

Psychological Association, June 1980.  March 1980.  Member, Delegate 

Assembly, United Chapter, Phi Beta Kappa.  In Progress, March 1985. 

 

10.01   

   

10.02   

   

10.03   

   

10.04   

   

10.05   

   

10.06   

   

10.07   

   

10.08   
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11.00 MEMBERSHIP/ACTIVITIES AND /OR PUBLICATION BOARDS OF  

 PROFESSIONAL SOCIETIES 

 

Please list below memberships on advisory and/or publication boards held within the 

academic year.  Please follow the suggested format.  

 

Format: Date appointment or election became effective.  Brief description of role.  

Date of expiration. 

 

Examples: January 1980.  Member, Educational Board, Annals of the Society for 

Experimental Biology and Medicine.  January 1985.  

 

11.01   

   

11.02   

   

11.03   

   

11.04   

   

11.05   

   

11.06   

   

11.07   

   

11.08   

   

11.09   
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12.00 SERVICE TO PUBLIC BODIES 

 

Please list below service which you performed within the academic year (e.g., service on 

peer review panels or study sections of governmental or philanthropic foundation, 

technical assistance, evaluation of documents, in-service training of personnel, staffing of 

committees) in which the beneficiary was a public or governmental body.  Please select 

from the table below the code representing the group requesting the service; then continue 

the citation following the suggested format.  

 

INDEX CODE 12.10  Local government 12.50  Academic community 

12.20  State government  excluding UAMS 

12.30  U.S. government 12.60  Non-reimbursed voluntary  

     statewide organization 

12.40  Other government 12.70  Community 

 agencies 

 

Format: Index Code.  Beginning date.  Brief description.  Agency or body.  

Completion or expiration date; if in progress please so indicate.  

 

Examples: 12.30  January 1980.  Member, Urban Affairs Advisory Committee. 

Office of the President of the United States.  In Progress, 

December 1984. 

 

12.20  September 1977.  Member.  Board of Examiners in Professional 

 Psychology.  Department of Law & Public Safety. 

 State of New Jersey, September 1980.   

 

12.40  November 1979.  Member.  Urban Development Planning 

 Authority, City of Hachensack.  In Progress, November, 1984. 

 

Index 

Code 
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SCHOLARLY ACTIVITY 

 

13.00 PRESENTATIONS 

 

Please list below the papers, abstracts, and/or invited lectures you presented at 

professional conferences (or at other universities) during the academic year.  Please 

follow the format and indicate by code: 

 

R = Refereed  I = Invited 

 

Format: Code, “Title of Paper or Abstract of Lecture”, Name of Audience,   

  Location, Date, Co-presenters, if applicable.  

 

Examples: R - “Heroin and Hedonism”, New England Regional Council on World  

  Affairs, Boston, May 1980. 

 

I - “Intra-Family Human Capital Transfers”, Seminar on Sex Roles and 

Social Change, Columbia University New York, March 1980. 

With H. Zellner. 

 

 

13.01   

   

13.02   

   

13.03   

   

13.04   

   

13.05   

   

13.06   
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13.07   

   

13.08   

   

 

14.00 PUBLICATIONS 

 

Listed below are categories of publication.  A reference index and a format are provided 

for each category along with examples.  Abbreviations of the names of journals should 

conform to the Index Medicus.  Unlisted journals should not be abbreviated.  Please list 

on the next page your publications which appeared in print during the academic year.  

Index each category, then enter the citation following the format below. 

 

Index 

Code 

 

14.10 Books, other than textbooks, including scholarly monographs 

 

  Format: Title of Book.  Place of publication: Publisher, year of  

    publication.  Co-authors, if applicable. 

  Examples: The Core of Geriatric Medicine.  St. Louis: C.V. Mosby 

    Company, 1981.  Leslie S. Libow, Frederick T. Sherman. 

 

    The Social Role of the Person of Knowledge. 

    Lexington, MA:  Lexington Books, 1980. 

 

14.20 Textbooks 

 

  Format: Title of Book.  Place of publication: 

    Publisher, year of publication. 

    Co-authors, if applicable. 

 

14.30 Edited books, anthologies, collections, bibliographies 

 

  Format: Title of Book.  Place of publication: Publisher, year of  

    publication.  Co-editors, if applicable. 

 

  Example: Current Research in Microbial Ecology, 1975-79.   

    San Francisco:  American Association for Microbial  

    Ecology, 1980.  With L. W. Jones. 
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14.40 Articles in refereed journals 

 

  Format: “Title of Article”, Title of Journal, volume, year of   

    publication, inclusive pages.  Co-authors, if applicable. 

 

  Example: “The Problems of Linguistic Assimilation Among College  

    Students of Ukrainian Background”,  

    Ukrainian Weekly Review, 6, 1980.  11-13. 

    With M. Greenberg. 

 

14.60 Chapters in books or monographs 

 

  Format: “Title of Chapter: in Title of Book (Edited by name or  

    names of editor or editors).  Place of publication: Publisher, 

    Year of publication.  Inclusive pages.   

    Co-authors, if applicable.  

 

  Example: “Tomography” in Studies in Radiology  

    (Edited by L.K. Smith).  Little Rock: University Press  

1983, pp. 240-301. 

 

14.70 Computer Assisted Institutional Programs 

 

  Format: Title of Program, Publisher, year. 

    Co-authors, if applicable. 

 

  Example: Registry Review, Multi-Media Inc., 1983. 

 

14.80  Format: Title of Production, type, publisher, year. 

    Co-authors, if applicable. 

 

  Example: The Physics of C.T., videotape,  

    Multi-Media Publishing, Inc., 1983. 

 

14.90 Other Publications, e.g., case study, abstract, review. 

 

  Format: Characterization of type of publication, “Title”, publication  

    information similar to that for books or articles. 

    Co-authors, if applicable.  

 

  Example: Review:  Title of Work Reviewed by author of work  

    reviewed.  Title of Journal, date of publication, inclusive  

    pages.  Co-authors, if applicable. 
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Please provide below, the index code and citation for each of your publications which 

appeared in print within the academic year.  

 

Index  

Code   Citation 
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15.00 PATENTS RECEIVED 

 

Please list below patents issue in your name within the academic year.  Please follow the 

format indicated:  P = Patent  C = Copyright 

 

Format: Code, “Title of Patent”, County in which issued, Patent Number. 

  Co-inventors, if applicable. 

 

Example: P - “Derivatives of olyene Macrolidc Antibiotics”, Sweden, 7207419-8, 

  With McChlinski. 

 

15.01   

   

15.02   

   

15.03   

   

15.04   

   

15.05   

   

 

 

16.00 FUNDED RESEARCH AND/OR TRAINING GRANTS 

 

Please list below the externally-funded research and or training grants with which you 

were associated as director or principal investigator.  Please follow the format indicated.   

 

Format: Sponsoring organization, Inclusive dates, Amount of awards, Topic or  

  focus.  Co-investigators, if applicable.  

 

Example: National Science Foundation, February 1980-August 1982.  S105, 100. 

  Control of Growth Hormone Secretion in the Domestic Fowl. 

  With E. Greenstein. 
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16.01   

   

16.02   

   

16.03   

   

16.04   

   

 

17.00 INDEXING YOUR INTERESTS 

 

Please list below up to five key words or phrases that might be used in indexing and 

cross-referencing your research and scholarly or creative interests (e.g., “Bilingual 

Education”, “Cellular Actions of Hormones”, “History of Social Thought”). 

 

17.01   

   

17.02   

   

17.03   

   

17.04   

   

17.05   

   

17.06   

   

17.07   

   

17.08   
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17.09   

   

 

Add appropriate documentation to complete this Self-Assessment. 
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FACULTY EVALUATION FORM 
Academic Year 2017-2018 

 
“X” Self-Assessment or Supervisor Assessment 

 SELF-ASSESSMENT  SUPERVISOR ASSESSMENT 

 
 

     
Name  Academic Rank  Department 

     

     
Date Weights Assigned    Date of Evaluation 

     
 
 

     

 
WEIGHT 
FACTOR  

QUALITATIVE 
EVALUATION  

PERFORMANCE 
RATING 

      
TEACHING      

Lecture/Laboratory 
(description)  X  =  
      
Clinical 
(description)  X  =  
 
 
  

 
 

 
 

SCHOLARLY 
ACTIVITY  X  =  

(description)      
 
 
  

 
 

 
 

SERVICE 
  X  =  

(description)      
 
  

 
   

 
 

 TOTAL RATING 
   

      
 
 
 
 

  
Dean’s Signature  Date 

 
 

  
Chair’s or Assistant/Associate Dean’s Signature  Date 
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To: Lindy Bollen, Jr., DDS 

 Assistant Professor, Department of Dental Hygiene 

From: Susan Long, R.D.H., Ed.D. 

 Professor and Chairman, Department of Dental Hygiene 

Date: June 3, 2015 

Re: Annual Faculty Evaluation 

In accordance with college policy for the annual evaluation of faculty, I am writing to summarize our 
discussion of [insert date] regarding your performance from 3 January 20XX to present as well as provide 
some guidance for 20XX-20XX.  Attached is a copy of the 20XX-20XX form showing the weight factors for 
the coming year to which we have agreed. This form will be placed in your faculty folder in the department 
and will be utilized for your evaluation at the end of the next academic year, 20XX-20XX.   

We conducted the evaluation using the Evaluation of Faculty Form whose weight factors established at 
your last evaluation meeting on X June 20XX:   

  . 70 Teaching  (0.35 lecture/laboratory teaching & 0.35 clinical teaching)  
   .15 Scholarly Activity 
   .15 Service 
 
Using this document, you achieved a total rating of 7.75. I commend you for your improvement over the 
academic year as assessed by course evaluations, peer evaluations, and senior exit interviews. Your 
classroom and clinical course evaluations showed improvement from mid-course to the end of the course.  
Your overall mean scores were typically +/- 0.2 from the comparative course mean. Student comments 
were overall supportive and complimentary of your teaching efforts. I appreciate your eagerness to 
investigate all opportunities to improve and expand your teaching, and I encourage you to continue your 
work with the UAMS Office of Educational Development.  
 
I appreciate your efforts in clinical supervision, and I am very pleased with your ability to make both 
patients and students comfortable in the clinical environment. Comments on course evaluations and 
senior exit interviews are positive and reflect your dedication to student learning. Your continued efforts in 
working with students one-on-one on their radiographic interpretation skills are appreciated and seem to 
be very effective. Student performance in this area on both the national board and clinical board 
examinations has improved.  
 
Your service contributions are developing. I very much appreciate your willingness to assume additional 
responsibilities. You are typically among the first to volunteer, and it is always with a smile on your face.  
 
As to academic year 2006-07, I concur with the goals you have provided, but encourage you to continue 
to look for other avenues to broaden your academic experiences and expertise as you work toward 
obtaining promotion and tenure in the College of Health Professions. In this pursuit, we discussed and 
agreed upon broadening your service contributions to the Department, College, and University as well as 
initiating scholarly activities. I can assist you in these pursuits, so please let me know how I may assist 
you in these endeavors.  
 
In summary, I am pleased with your work, and I know it will continue into the next academic year. I 
especially commend you on your efforts to improve your teaching. Thank you for your dedication and 
hard work this year. 
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10 Tips for Giving and Receiving Feedback 
Effectively 
by Kristin Baird, RN, BSN, MHA 
 
 
Last month we talked about “on‐the‐spot” coaching and the importance of connecting 
with employees in real‐time to give them feedback. This month I want to get more 
specific about how to give—and receive—effective feedback.  

Multiple studies have shown, and I’m sure your own personal experiences will attest 
to, the relationship between effective feedback and employee engagement. Receiving 
regular, pertinent and specific feedback from their direct supervisors and managers is 
a key driver of engagement. On the flip side, when that feedback is absent, it creates a 
great deal of distress for employees because they don’t know where they stand or how 
they’re doing. One of the greatest gifts that leaders can give to their direct reports is 
clear, consistent and honest feedback. Here’s how:  

1. Ask yourself: “What useful information do my people need? What 

information would help them be more successful in their jobs?” Your goal for 

giving feedback is to encourage future positive behaviors and also to let your 

staff know how they’re doing and the impact they have on others or on the 

organization.  

2. Avoid focusing on feedback as either positive or negative. Feedback is 

feedback—get rid of those descriptors because they can actually interfere 

with your ability to get your point across. Your feedback is just as important in 

giving recognition as it is in correcting behavior.  

3. Assume positive intent. Approach your staff from the standpoint that you 

recognize their desire to perform effectively in their jobs. Whatever it is that 

they have done, consider your response from the standpoint that their intent 

was positive. So, you might start out by saying: “Chris, I know that you’re 

committed to providing exceptional customer service.” Or, “Pat, I know that 

efficiency is very important to you.” 
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4. Address specific, observable behaviors instead of making broad judgments. 

Consider the difference between: “Chris, I just observed you walk past a 

patient who clearly looked lost,” and “Chris, you’re insensitive to patients’ 

needs.”  

5. Act immediately. Feedback should be provided as soon as possible after the 

behavior was observed. The closer to the actual situation, the more pertinent 

and relevant your feedback will be.  

6. Attain confirmation that your message was received. As part of your 

discussion with your employee you should make sure that they heard, and 

understood, the message you sent. So you might say something like: “Just so I 

know we’re on the same page, could you tell me what you understand our 

next steps to be?”  

 In addition to giving feedback, there are also times when we will receive feedback. 
Here are some guidelines for when you’re on the other end of the conversation: 

1. Suspend any defensive responses that you might naturally feel. Frankly, most 

of us had had negative experiences with receiving feedback so our initial 

reaction may be a “fight or flight” response. Work to keep your emotions in 

check! 

2. Say to yourself: “This is information.” Remember, we are not going to label 

feedback as either positive or negative. It is simply feedback—useful 

information that can provide you with new insights or understandings about 

how you or your behaviors are perceived by others. You are always in control 

of your own response so you get to choose whether you are going to respond 

emotionally, defensively, or whether you will focus on the feedback as useful, 

character‐building information. 
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3. Seek specifics. Using a non‐defensive tone and body language, seek additional 

information, particularly if the person giving you feedback hasn’t provided 

you with specific details. “I’m sure you know that providing exceptional 

customer service is very important to me, so I want to make sure I understand 

more about how I came across in this situation. Could you give me a specific 

example about what you observed?” 

4. State your understanding of the conversation. Just as you want to seek 

confirmation of your message when you’re the sender, when you’re the 

receiver you want to confirm that you understood the message. “What I hear 

you saying is…Is that correct?”  A gracious recipient of feedback will also 

thank the person giving the feedback, understanding that it is a growth 

opportunity.   

 Of course there will be some give and take in your conversations with others, whether 
you are on the giving or receiving end of the feedback. A technique that can be helpful 
to ensure that the conversation doesn’t escalate or become defensive is empathetic 
assertion. Empathetic assertion involves making a statement (assertion) that expresses 
your understanding (empathy) for the other person’s point of view.  

Let’s take a look at a few examples: 

 A nursing staff member whose attendance at an administrative meeting is 

requested resists and says she just doesn’t have the time to attend. “I know 

that it’s hard for you to leave your patient care responsibilities, yet I want you 

to know how important your participation in this meeting is.”  

 You spot a housekeeping employee who stops in the hallway to comfort an 

obviously upset visitor. “I couldn’t help but observe your interaction with that 

visitor just now and wanted to let you know how impressed I am with your 

compassion. Thank you for taking the time to express concern and offer 

assistance to that family. That was a shining example of our mission in 

action.” 
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 You observe two IT employees on an elevator with patients complaining 

about their workloads and the “unreasonable requests” they’re receiving 

from internal customers. Pull them aside once off the elevator and out of 

patient earshot and say: “I know that your break team is a time for you to 

connect with co‐workers and sometimes to vent, yet the elevator is public 

space and we all need to make sure we’re aware of our patients and visitors 

and that we don’t say or do anything that will reflect poorly on the 

organization. When you complain about your workload, you give the 

impression that this isn’t a good place to work.”  

 One important point about these examples— there are no “buts.”  Especially when 
inserted after a compliment or positive remark, the word “but” negates the entire first 
part and may actually increase defensiveness when giving feedback. Replacing “but” 
with “yet,” can help to soften the impact of what you’re saying. So remember to keep 
your big but out of the discussion. 

Feedback is important and, as both research and personal experience suggests, a vital 
contributor to employee engagement. Whether you’re on the giving or receiving end, 
the tips above can help ensure that your feedback serves to engage, rather than 
alienate, your team members. 

In addition to employee engagement, creating a culture where feedback is openly 
given and received can also impact patient safety. An article in HealthLeaders Media 
recently shared the results of a survey indicating that far too many nurses are afraid to 
speak up and share feedback based on a recent survey by AORN–The Silent Treatment. 
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“Cheat Sheet” – Promotion and Tenure Guidelines 
College of Health Professions 
Updated May 24, 2017 
 
 
Promotion – Promotion is advancement to a higher rank or title based on merit.  The College of Health 
Professions’ faculty ranks are: 

 Instructor 
 Assistant Professor 
 Associate Professor 
 Professor 

 
Tenure – The granting of tenure implies that the faculty member has successfully completed a 
probationary period.  Faculty at the rank of Instructor are not eligible to apply for tenure.  According to the 
University of Arkansas Board of Trustees’ Policy 405.1 and UAMS Policy 2.3.2: 

The granting of tenure by the university president is a high honor bestowed upon faculty 
members who have displayed substantive and continuous contributions that advance the mission 
of the college and the university. . . only full-time faculty members appointed on tenure-eligible 
pathways with the ranks of assistant professor, associate professor, professor, distinguished 
professor, and university professor may be awarded tenure.  The granting of tenure implies that 
the individual has completed successfully his or her probationary period and has become a 
permanent member of the university community.  Faculty who are granted tenure have the right 
of continuous appointment and have additional procedural rights if the faculty member is 
dismissed. 

 
Criteria for Promotion and Tenure – As at most universities, the criteria for promotion and tenure are 
categorized into accomplishments in the following areas: 

 Teaching 
 Research (Scholarly Activity) 
 Service 

To be candid, teaching and research tend to be valued more in the academy than service.  Criteria for 
evaluating a faculty member’s accomplishments in teaching and research pertain primarily to quality, 
quantity, and impact.  For example, if a faculty member wishes to demonstrate excellence in teaching, 
he/she will need to provide documentation of high quality teaching:  outstanding course evaluations, high 
quality teaching materials, a teaching workload that fits the faculty member’s appointment, and impact on 
learners.  For research, or scholarly activity, the faculty member will need to show a record of consistent 
publication in peer-reviewed journals, peer-reviewed presentations at national or international 
conferences, research agenda that is organized around an evolving line of inquiry, research grant 
acquisition, scholarship that meets the criteria for Boyer’s framework1, etc. 
 
Tenure or Non-Tenure Track? – Historically, tenure was developed as a mechanism to protect free 
inquiry, i.e., inquiry that perhaps was not popular or seen as worthy by the larger academy.  In addition, 
producing new knowledge is considered one of the most valued missions of a research university, such 
as UAMS.  Therefore, faculty members on the tenure track are expected to be actively engaged in inquiry 
and the production of new knowledge.  Generally, the distinctions between tenure track and non-tenure 
track faculty members are: 
  

1 Boyer, E. L. (1990).  Scholarship reconsidered: Priorities of the professoriate.  Lawrenceville, NJ:  
Carnegie Foundation for the Advancement of Teaching. 

 Glassick, C. E. (2000).  Boyer's expanded definitions of scholarship, the standards for assessing 
scholarship, and the elusiveness of the scholarship of teaching.  Academic Medicine, 75(9), 877-
880. 
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Tenure Track Non-Tenure Track 

Usually hold advanced, research doctorate 
(Ph.D.) or, sometimes, a research master’s 
degree (Master of Science) 

Usually hold a master’s or doctoral degree in a 
clinical discipline, e.g., Doctor of Audiology, 
Doctor of Physical Therapy, Master of Physician 
Assistant Studies, etc. 
 

Greater expectations of scholarly productivity, i.e., 
conducting original research, publishing research 
findings in peer-reviewed journals, presenting 
scholarly work at national or international 
conferences, submitting grant applications, etc. 
 

Expected to be involved in scholarly activities, but 
to a lesser degree than tenure-track faculty 

Generally, career aspirations include teaching and 
scholarly activity 
 

Generally, career aspirations focus primarily on 
teaching 

Ideally, smaller teaching load, to allow more time 
and effort for scholarly activities 
 

Usually a heavier teaching load than tenure-track 
faculty 

Better procedural guarantees for the faculty 
member in the event of “non-reappointment” or 
termination (dismissal) 
 

Minimal procedural guarantees for the faculty 
member in the event of “non-reappointment” or 
termination (dismissal) 

 
Tenure and Promotion? – Usually a tenure track assistant professor applies for tenure at the same time 
that he/she applies for promotion to associate professor.  However, the granting of tenure and promoting 
a faculty member are separate considerations, so it may be possible to apply for tenure at a different time 
from applying for promotion.  It is unlikely for an assistant professor to be granted tenure while in the 
assistant professor rank, although that does happen on occasion. 
 
How to Apply for Tenure and/or Promotion – A faculty member may not apply independently for tenure 
and/or promotion without the recommendation of the department chair.  When the department chair and 
the faculty member believe that the faculty member has accrued a record of accomplishments that 
warrants tenure or promotion, the department chair will submit the faculty member’s credentials 
(sometimes called a “packet” or “dossier,” along with the department chair’s recommendation, to the 
Promotion and Tenure Committee for review.  The dossier is a collection of documents that substantiate 
the faculty member’s accomplishments relating to the request for tenure and promotion.  Such documents 
include the faculty member’s curriculum vitae, along with others:  summaries of teaching evaluations and 
annual performance appraisals; self-evaluations by the faculty member or statements of the faculty 
member’s philosophies on teaching, clinical practice, scholarly activity, etc.; letters of support from 
objective colleagues at other institutions; copies of publications; copies of honors or awards; letters of 
support from former students or mentees; etc. 
 
The dossier should be accompanied by three other documents:  (1) Application letter from the faculty 
member that summarizes his/her accomplishments related to the college’s guidelines for tenure and 
promotion and refers the members of the Promotion and Tenure Committee to the pertinent documents in 
the dossier.  (2) Recommendation letter from the department chair that attests to the faculty member’s 
accomplishments and his/her contributions to the department, university, and profession.  (3) Completed 
Promotion and Tenure Evaluation Form that summarizes the “excellent” or “significant” accomplishments 
for each area of consideration, i.e., teaching, research, and service. 
 
When to Apply for Tenure and/or Promotion – There is only one opportunity to apply for tenure and/or 
promotion each academic year: 
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 Prior to the first Tuesday in July – Faculty member and department chair discuss 
accomplishments and eligibility for promotion and/or tenure; department chair provides guidance 
and oversight for the creation of the dossier, filling out required paperwork, etc. 

 First Tuesday in July – Faculty member submits his/her credentials to the department chair 
 First Tuesday in September – Department chair forwards credentials to the Promotion and 

Tenure Committee along with the chair’s recommendation 
 First Tuesday in November – Promotion and Tenure Committee forwards credentials to the dean; 

Promotion and Tenure Committee notifies the candidate of the action taken (recommended for 
promotion and/or tenure or not) 

 January 15 – Dean forwards credentials, along with the dean’s recommendation, to the provost; 
dean notifies the candidate of the action taken (recommended for promotion and/or tenure or not) 

 
What is the LAST Opportunity to Apply for Tenure? – According to the College of Health Professions’ 
Promotion and Tenure Guidelines (2002), tenure track faculty members MUST apply for tenure “during 
their sixth appointment” (p. 5).  Further, the guidelines stipulate that the faculty member’s credentials must 
be submitted to the department chair by the first Tuesday in July (p. 9).  The application for tenure will be 
reviewed during the 6th year appointment (P&T Guidelines, Section II.G.) and tenure may be granted at 
the beginning of the 7th year appointment.  In academic jargon, the 6th year is known as the “penultimate” 
year.  A typical promotion and tenure schedule for a new, tenure track assistant professor appointed in 
2016-2017 is shown below. 
 

Appointment 
Year 

Academic 
Year 

Promotion and Tenure Activity 
for Tenure Track Assistant Professor 

1 2016-2017 Appointed as tenure track assistant professor; begin collecting 
documentation for promotion and tenure dossier 

2 2017-2018 Continue collecting documentation for promotion and tenure dossier 
3 2018-2019 Request mid-probation review by Promotion and Tenure Committee – 

January 15, 2019; continue collecting documentation for promotion and 
tenure dossier 

4 2019-2020 Continue collecting documentation for promotion and tenure dossier 
5 2020-2021 Work with department chair to prepare credentials for tenure 

application, due 1st Tuesday in July, 2021 
6 2021-2022 Submit credentials to department chair – 1st Tuesday in July, 2021; 

Department chair forwards credentials and application to the Promotion 
and Tenure Committee for tenure and promotion to associate professor 
– 1st Tuesday in September, 2021; Promotion and Tenure Committee 
reviews credentials and forwards to dean – 1st Tuesday in November, 
2021; dean forwards to chancellor – January 15, 2022  

7 2022-2023 Promotion to associate professor with tenure, if granted; or terminal 
appointment if tenure is not granted – July 1, 2022 

 
Do I Have to Wait Until the 6th Year to Apply for Tenure? – No; a tenure track faculty member does not 
have to wait until the 6th year appointment to apply for tenure.  However, most new assistant professors, 
especially those with no or little experience in education, will need 5 full years to accrue a record of 
accomplishments that qualifies for tenure and promotion.  The reason is simple:  it takes considerable 
time to develop expertise in teaching and service and to establish a solid, consistent record of scholarly 
activity. 
 
What Happens if a Faculty Member is not Granted Tenure? – If a faculty member is not granted 
tenure, the faculty member has one more year of employment following the review of credentials. 
 
Pre-Promotion and Pre-Tenure Review – A department chair and faculty member may request a “pre-
promotion” or “pre-tenure” review by the Promotion and Tenure Committee of the faculty member’s 
credentials.  The review can be useful in determining whether the faculty member is “on track” for 
promotion and/or tenure, and the Promotion and Tenure Committee may offer guidance on what the 
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faculty member and chair can do to better prepare for applying for promotion and/or tenure.  The review is 
entirely voluntary, but department chairs and faculty members are strongly encouraged to apply for the 
review.  It is important to note that getting a “good” pre-promotion or pre-tenure review does not mean 
that the faculty member is ready to apply for promotion or tenure.  Nor is it a guarantee that the faculty 
member will be promoted or granted tenure when she/he submits an application.  It means only that the 
faculty member may be in a good position to apply for promotion and tenure in 2 or 3 years if she/he 
keeps doing what she/he is doing or follows the committee’s suggestions.  The deadline for submitting 
credentials for the “pre-reviews” is January 15. 
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PROMOTION AND TENURE GUIDELINES 
 

College of Health Related Professions 
University of Arkansas for Medical Sciences 

 
 
 

In keeping with the promotion and tenure policies established by the University of Arkansas 
(Board of Trustees Policy 405.1-revised: 2 October 2001), promotion and tenure in the College 
of Health Related Professions will be based upon merit and academic excellence. 
 
This policy, adopted by the Board of Trustees on February 8, 1980, to become effective on     
July 1, 1980, supersedes all existing policies concerning appointments, promotion, tenure, non-
reappointment, and dismissal of faculty (specifically, Administrative Memorandum No. 43, 
dated August 31, 1962; University-wide Administrative Memorandum 421.1, dated December 6, 
1976; University-wide Administrative Memorandum 450.1, dated November 17, 1975; and 
Board Policy 405.1, dated September 1, 1962, and revised).  The Board of Trustees has the right 
to amend any portion of this policy at any time in the future.  The applicable Board Policy 405.1 
will govern, as will any applicable campus-wide policies.  In the event of any conflict between 
these guidelines and Board or campus-wide policies, the Board or campus-wide policies shall 
govern. 
 
The College of Health Related Professions (CHRP) Promotion and Tenure Committee shall be 
responsible for reviewing faculty merit for promotion and tenure. 
 
Two tracks exist within CHRP:  a tenure track, and a non-tenure track.  The guidelines for 
promotion are parallel for both tracks. 
 
I. Promotion 
 

A. Promotion is advancement to a higher rank or title based on merit.  All 
promotions must be approved by the Board of Trustees and become effective with 
the next year's appointment following action of the Board of Trustees, unless a 
different effective date is approved by the Board for a specific case. 

 
B. Promotion in academic rank shall be based primarily on the accomplishments of 

the individual while in the most recent rank.  No minimum time in rank is 
required before a faculty member is eligible for promotion, nor is there a 
maximum time an individual may remain in a given rank except as limited by 
Board Policy (405.1 Sections IV.A.4 and IV.A.11); however, individual 
accomplishments and potential for continued value to the University are required 
for promotion.   

 
Recommendations for promotion shall originate with the department chairman, 
who shall inform the faculty members who are being considered for promotion.  
Each recommended faculty member shall be given the opportunity to submit 
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material which he/she believes will facilitate consideration of his/her 
accomplishments and potential.  This will be done according to the steps outlined 
within this document (Section IV:  Faculty Review). 
 
Appeals for those desiring reconsideration of a negative recommendation shall be 
accomplished in accordance with this document (Section IV: Faculty Review) and 
with the criteria and general standards in the UAMS Faculty Handbook. 

 
C. Pre-promotion Review 

 
Upon the request of any faculty member who has served for a minimum of two 
and one-half years in rank, the Promotion & Tenure Committee will provide the 
faculty member with a written, nonbinding, critique of his/her promotion 
portfolio.  Materials must be submitted to the Chairman of the Committee by 
January 15 or the next work day if January 15 is not a normal work day.  The 
Committee will provide the individual the requested portfolio critique by the last 
day in February.  The chairman of the Committee may, in his or her discretion, 
discuss the results of the pre-promotion review with the department chairman 
and/or the dean.  Otherwise, the Promotion and Tenure Committee will hold the 
critique in confidence. 
 
Since the promotion guidelines state that no certain time must elapse before 
eligibility of promotion, the critique could be termed "pre-promotion review".  A 
faculty member may submit no more than two (2) requests for a pre-promotion 
review while serving in a given rank. 

 
II. Tenure 
 

A. The granting of tenure implies that the faculty member has successfully 
completed a probationary period and has the right of continuous appointment to 
the University community.  As such, the faculty member acquires additional 
procedural rights in the event of dismissal proceedings. 

 
B. Only full-time faculty in tenure track positions with ranks of assistant professor, 

associate professor, and professor are eligible to be awarded tenure.  Faculty and 
other employees with the following titles are ineligible to be awarded tenure:  
clinical, research, adjunct, visiting or executive in residence faculty, research 
associates or research assistants, graduate associates or graduate assistants, 
instructors, assistant instructors, lecturers, and faculty in non-tenure track 
positions with ranks of assistant professor, associate professor, and professor. 

 
Academic administrators not appointed to a teaching or research unit may be 
awarded academic rank in addition to their administrative titles, with the 
concurrence of the faculty and administrative officer of the academic unit in 
which such rank could lead to tenure, in which case they may acquire tenure as 
faculty, but not as administrators.   
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Other administrators and staff whose primary duties do not involve teaching 
regularly scheduled credit-hour courses, but who occasionally teach courses are 
not eligible for tenure and do not acquire credit for service toward tenure for such 
teaching activities. 

 
C. Tenure rights apply to the area or areas of the faculty member's expertise and in 

the academic unit(s) in which his or her position is budgeted (Examples:  
Department of Radiologic Technology, Little Rock; Department of Radiologic 
Technology, Texarkana; Department of Medical Technology, Little Rock; 
Department of Respiratory Care, Pine Bluff).  Tenure rights are confined to a 
particular campus and are not applicable on another campus of the University of 
Arkansas.  With approval from the receiving department and college (i.e., the 
department and college to which the faculty member wishes to transfer), a tenured 
faculty member may transfer from one academic unit to another.  Tenure, 
however, does not automatically transfer with the faculty member.  The transfer 
of tenure requires approval by the receiving department chairman, college dean 
(or Area Health Education Center-AHEC-Director and Executive Director in the 
case of an AHEC), and campus Chancellor, and the University of Arkansas 
President. 

 
D. The probationary period may not extend beyond seven years, except as 

specifically provided herein.  An initial appointment of one-half year (academic 
or fiscal) or less will not be included in the probationary period.  If more than 
one-half of any year is spent in leave of absence without pay status, that year shall 
not apply toward the probationary period. 

 
During the first six years of the probationary period, a tenure-track faculty 
member may request for reasons set forth below, that the probationary period be 
suspended by one (1) year.  The reasons for such a request are the same as are 
provided under the Family and Medical Leave Act of 1993 and are as follows:   
(a) the birth of a child to the faculty member or his spouse and its care during the 
first year; (b) the adoption of a child by the faculty member or placement in a 
faculty member's home of a foster child; (c) the care of the faculty member's 
spouse, child, or parent with a serious health condition; (d) the serious health 
condition of the faculty member. 
 
A request to suspend the probationary period for these reasons shall first be 
directed in writing to the department chairman for approval and must also be 
approved by the dean (or approved through other established administrative 
channels), the vice chancellor for academic affairs, the chancellor, and the 
president, under such procedures as the president shall approve.  These 
procedures may include, but shall not be limited to, the manner in which the 
faculty member's duties and salary, if any, are determined during such year, the 
information which is required to substantiate a request, and the extent to which a 
faculty member's performance during such year may be considered in awarding 
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tenure.  A faculty member who has been notified that he or she will not be 
reappointed may not subsequently request to suspend the probationary period 
under this policy. 
 
Upon the recommendation of the department chairman, after consultation with the 
departmental faculty and with the concurrence of the dean, the vice chancellor for 
academic affairs, and the president, new appointees at the rank of associate 
professor and professor may be granted immediate tenure. 
 

E. Recommendations for tenure shall originate with the department chairman, who 
shall inform the faculty members in tenure-track positions who are being 
considered for tenure and shall give them the opportunity to submit material 
which they believe will facilitate consideration of their accomplishments and 
potential. 

 
F. A faculty or staff member, on acquiring tenure rights, shall receive a notice from 

the chief executive officer of the UAMS affirming the acquisition of such rights.  
No person shall lose tenure rights by acceptance of leave-of-absence with or 
without salary or by appointment to a University of Arkansas administrative 
position. 

 
G. Tenure becomes effective at the beginning of the appointment period following 

the Board of Trustees' action granting tenure. 
 

H. An individual in a tenure-track position who was not awarded tenure with any of 
the first six academic year or fiscal year appointments must be evaluated as 
specified in Section IV.A.6 of Board Policy 405.1-revised, during the sixth 
appointment.  If he or she is not approved for tenure, the seventh appointment 
shall be a terminal appointment. 

 
I. A faculty member holding tenure rights may be dismissed for cause only after the 

procedures prescribed in Section IV.C. of Board Policy 405.1 have been followed.  
A tenured person notified that he or she will be so dismissed will, except in cases 
of moral turpitude, be given notice of dismissal twelve months prior to 
termination of employment.  This provision does not create an award of severance 
pay, but assumes the full performance of University responsibilities and duties 
assigned for the period between dismissal notice and final termination. 

 
J. Mere expressions of opinions, however vehemently expressed and however 

controversial such opinions may be, shall not constitute cause for dismissal.  The 
threat of dismissal will not be used to restrain faculty members in their exercise of 
academic freedom or constitutional rights.  No faculty member shall be dismissed 
or denied reappointment in violation of the following principles of academic 
freedom, but the observation of the limitations stated herein are a responsibility of 
each faculty or staff member.   
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1. The faculty member is entitled to full freedom in research and in the 
publication of results, subject to the performance of his or her other 
academic duties, but personal research for pecuniary return requires prior 
approval by the appropriate University authorities and must be in 
accordance with Board Policy 405.1. 

 
2. The faculty member is entitled to freedom in the classroom in discussing 

the subject of the course, but should not introduce topics having no 
relation to that course. 

 
3. The University faculty member is a citizen, a member of a learned 

profession, and a member of an educational community.  Speaking or 
writing as a citizen, the faculty member is free from institutional 
censorship or discipline.  As a person of learning and a member of an 
educational community, however, the faculty member has a responsibility 
for awareness that the public may judge the profession and the institution 
by his or her utterances.  Hence, faculty should at all times make an effort 
to be accurate, exercise good judgment and appropriate restraint, show 
respect for the opinions of others, and indicate that they are not 
spokespersons for the institution. 

 
K. Changing Tracks 

 
1. With approval of the respective department chairman and the dean, faculty 

appointed to a tenure-track position may change to the non-tenure track.  
Similarly, with approval of the respective department chairman and the 
dean, faculty in the non-tenure track may change to the tenure-track.  
Faculty at any one or a combination of the ranks of assistant, associate, 
and full professor may serve no more than five years in the non-tenure 
track before transferring to the tenure track (i.e., after five years their 
eligibility to transfer is ended).  The transfer of individuals between tracks 
shall be effected on a voluntary basis only.  A faculty member can make 
only one change between the tenure-track and non-tenure track.  A faculty 
member who has been denied tenure by the CHRP Promotion and Tenure 
Committee or at any other level of review may not transfer to the non-
tenure track.  

 
a) Non-tenure track faculty who transfer to the tenure track must 

apply their prior years of service at the rank of assistant, associate, 
and/or full professor to the probationary period requirement for 
tenure review.  Since faculty in the tenure track must undergo 
tenure review no later than during their sixth year of appointment, 
non-tenure track faculty who have served five years as an assistant 
professor (and/or higher) transfer all five years to the tenure track 
probationary period if they move to the tenure track.  These 
faculty, therefore, must be reviewed in the first year following their 
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transfer of tracks.  Non-tenure track faculty who transfer tracks 
after fewer than five years of prior service at a professorial rank 
(i.e., assistant, associate, and/or full professor) in the college carry 
forward the actual number of years they have served prior to the 
transfer (i.e., 1-4).  

 
b) An appointment between January 1 and June 30 will not be 

considered a year of service in determining the maximum number 
of years in probationary status;  however, an appointment between 
July 1 and December 31 will be considered as a full year in 
determining the maximum number of years in probationary status.  

 
2. With approval of the respective department chairman and the dean, a 

faculty member who is promoted from instructor to assistant professor 
may select (in writing) the tenure-track or non-tenure track before the 
effective date of the promotion.  This faculty member may subsequently 
change tracks (i.e., non-tenure track to tenure track or tenure track to non-
tenure track) with the approval of the respective department chairman and 
the dean.  This faculty member, however, cannot subsequently change 
tracks again (i.e., a change in track can only occur once).  

 
L. Although part-time faculty are not eligible for tenure, a full-time, tenured faculty 

member may request a change to part-time status (but at least a 50% or greater 
appointment) with retention of tenure.  Granting the request shall be the 
institution's prerogative with approval by the dean and department chairman.  A 
part-time, tenured faculty member does not have the right to return to full-time, 
tenured status.  Such a change would be the institution's prerogative.  

 
M. Pre-tenure Review 

 
After a minimum of two and one-half years of service, tenure track faculty may 
submit a portfolio for Promotion & Tenure Committee review.  Materials must be 
submitted to the chairman of the Committee by January 15 or the next work day if 
January 15 is not a normal work day.  The Committee will provide the faculty 
member with a written, nonbinding, critique of his/her tenure portfolio by the last 
day in February.  The chairman of the Committee may, in his or her discretion, 
discuss the results of the pre-tenure review with the department chairman and/or 
the dean.  Otherwise, the Committee will hold the critique in confidence. 
 
Reviews will occur only in the spring semester.  A faculty member may submit up 
to two (2) requests for a pre-tenure review during the probationary period. 
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III. Promotion and Tenure Committee 
 

A. Purpose of the Committee 
 
The Promotion and Tenure Committee shall be a standing committee of the 
CHRP and shall endeavor to maintain and improve the quality of its faculty. 
 

B. Structure 
 

1. The Committee will be composed of six (6) members. 
 

2. No member may serve for consecutive terms. 
 

3. Committee members must be tenured in the CHRP and hold the rank of 
assistant professor or higher; a rank of associate professor or professor is 
preferred. 

 
4. Any faculty member holding the position of dean, associate dean, or 

assistant dean cannot be a member of the Promotion and Tenure 
Committee. 

 
C. Procedures 

 
1. Two members will be elected each year for a three-year term.  All eligible 

faculty members will be listed on the ballot and elected by a ranking 
procedure in which each voter shall list two persons.  The first listed shall 
receive two points and the second listed shall receive one point.  The two 
individuals receiving the highest total of points shall be declared elected. 

 
2. The election of Committee members will be held in the spring of each 

year.  Ballots will be mailed by March 1, to be returned within ten (10) 
working days.  Eligible voters shall include all regular and clinical faculty 
whose promotion and/or tenure process is conducted through the CHRP. 

 
3. The existing Promotion and Tenure Committee shall be responsible for 

receiving and counting the ballots and announcing the results of the 
election to the faculty.  Within ten (10) working days of the announcement 
of the election results, the Chairman of the Promotion and Tenure 
Committee shall convene the newly elected committee for the purpose of 
electing a new chairman. 

 
4. Upon the loss of a Committee member, the dean will call a special election 

to select a replacement for the remainder of the term. 
 

5. A department chairman on the Committee will disqualify himself or 
herself if a faculty member in his or her own department is being 
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considered, or if any other conflict of interest arises.  Other members of 
the Committee shall also disqualify themselves if a potential conflict of 
interest is evident (e.g., a member of the Committee is a relative or a 
business associate of a faculty member being reviewed).  A Committee 
member who is being considered for promotion by the Committee shall 
take a leave of absence from the Committee for the year during which 
he/she is under review.  Should this occur during the last year of the 
member's term of committee appointment, the member will not be eligible 
for reelection to the Committee the year immediately following (under the 
consecutive term rule). 

 
IV. Faculty Review 
 

A. Credentials workshop 
 
In April, following the election of the new Promotion and Tenure Committee and 
subsequent new chairman, a credentials workshop will be held by the Promotion 
and Tenure Committee.  This will signal the beginning of the review process and 
may be attended by all interested faculty.  
 

B. Faculty notification 
 
The Dean's Office will provide the appropriate department chairman and the 
chairman of the Promotion and Tenure Committee the names of those tenure track 
faculty who are nearing completion of their fourth probationary year.  The 
Committee chairman will notify these individuals, before the credentials 
workshop is held, that they must apply for tenure no later than the next year's 
review cycle.  
 

C. Review Process 
 

1. A department chairman considering recommendation of a faculty member 
for promotion or tenure shall require such faculty member to submit 
his/her credentials to the department chairman by the first Tuesday in July.  
If the first Tuesday in July is an official State of Arkansas holiday (i.e., 
July 4), the credentials shall be submitted by the end of the next day (i.e., 
July 5). 

 
2. The department chairman will provide written notice to each candidate of 

the action taken and shall forward the credentials of those candidates 
being recommended to the Promotion and Tenure Committee by the first 
Tuesday in September. 

 
3. The Promotion and Tenure Committee will provide written notice to each 

candidate of the action taken and shall forward the credentials of those 
candidates being recommended to the dean by the first Tuesday in 
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November.  Recommendations of the Committee shall be based on a 
majority vote of all eligible voting members. 

 
4. The dean will provide written notice to each candidate of the action taken 

and shall forward the credentials of those candidates being recommended 
to the chancellor by January 15. 

 
5. The faculty member may elect to withdraw from further consideration at 

any time prior to the time the recommendations are sent to the chancellor.  
A request for withdrawal from consideration must be provided in writing 
to the chairman of the Promotion and Tenure Committee, the dean, and the 
faculty member's department chairman.  Following this request, all 
materials submitted by the faculty member will be returned to him/her. 

 
D. Appeals Process 

 
1. Negative recommendations at any level within the College may be 

appealed to the next higher level in the review process within ten (10) 
working days of receipt of notification of action taken. 

 
2. Negative recommendations by the department chairman may be appealed 

to the Promotion and Tenure Committee.  Negative recommendations by 
the Promotion and Tenure Committee may be appealed to the dean.  
Negative recommendations by the dean may be appealed to the chancellor. 

 
V. Appointment and Promotion Criteria (Table) 
 

A. All faculty must hold appropriate professional certification/licensure, except 
assistant instructors in the graduate programs.  

 
B. Reappointment to a given rank requires that the individual meet the requirements 

of that rank and demonstrate appropriate year-to-year progress.  An individual's 
work will be evaluated not only for the merit of particular accomplishments but 
also for commitment to and participation in achieving department goals. 

 
C. To be promoted, a candidate's credentials should demonstrate relevancy to the 

objectives and goals of the College, the University of Arkansas for Medical 
Sciences, and the University of Arkansas as a whole. 

 
Promotion to a given rank requires that the individual has demonstrated 
substantial progress and has attained the qualifications of the next rank.  It is not 
based on time in rank.  In certain cases an individual might be considered a 
valuable faculty member at a certain rank for many years, yet without showing 
sufficient progress to merit promotion. 
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In general, however, most faculty members in the instructor ranks will need three 
to five years to earn promotion to assistant professor, and most assistant 
professors will need five to seven years to earn promotion to associate professor.  
For the individual who compiles an extraordinary record, promotion may be 
awarded earlier, while other individuals may remain at one rank for longer 
periods of time.  Promotion to full professor is reserved for exceptional faculty 
who have established a long record of sustained excellence;  seven to ten years of 
service as an associate professor prior to promotion to full professor is not 
considered unusual. 
 

D. The criteria in the accompanying table reflect minimum standards.  Achievement 
of these requirements does not guarantee appointment or promotion.  Faculty shall 
meet the criteria for the graduate program in departments offering both 
undergraduate and graduate studies.  

 
E. The decision concerning the appointment and promotion of an individual will be 

based an evaluation of work in three broad categories:  (1) teaching, (2) 
scholarship, and (3) service.  The specific areas of accomplishments to be 
evaluated should reflect the tasks assigned to the faculty member.  
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Table 
 Tenure-Track Non-tenure Track Tenure-Track Non-tenure Track 

Rank Undergraduate Undergraduate Graduate/Post-Baccalaureate Graduate/Post-Baccalaureate 
 
 

Professor1 
 
 
 

1.  Doctoral degree 
2.  Excellence in scholarship, 
excellence in one of the two 
following areas and significant 
achievement in the second:  
teaching and service  

1.  Doctoral degree 
2.  Excellence in two of the 
following areas and significant 
achievement in the third area:  
teaching, service, and  
scholarship 

1.  Doctoral degree 
2.  Excellence in scholarship, 
excellence in one of the two 
following areas and significant 
achievement in the second:  
teaching and service 

1.  Doctoral degree 
2.  Excellence in two of the 
following areas and significant 
achievement in the third area:  
teaching, service, and 
scholarship 

 
 
 

Associate 
Professor1 

 
 
 

1.  Master's degree + 30 
additional relevant graduate 
hours OR relevant graduate 
hours and/or equivalent 
scholarship  
2.  Excellence in one of the 
following areas and significant 
achievement in a second area:  
teaching, service, and 
scholarship 

1.  Master's degree + 30 
additional relevant graduate 
hours OR relevant graduate 
hours and/or equivalent 
scholarship 
2.  Excellence in one of the 
following areas and significant 
achievement in a second area:  
teaching, service, and 
scholarship 

1.  Doctoral degree 
 
 
 
 
2.  Excellence in one of the 
following areas and significant 
achievement in a second area:  
teaching, service, and 
scholarship 

1.  Doctoral degree 
 
 
 
 
2.  Excellence in one of the 
following areas and significant 
achievement in a second area:  
teaching, service, and 
scholarship 

 
 
 

Assistant 
Professor 

 
 
 
 

Promotion to this rank
1.  Master's degree + experience 
as defined by the department 

: 

2.  Excellence in one of the 
following areas: teaching, 
service, scholarship 
Initial Appointment
  Master's degree + experience as 
defined by the department 

: 

Promotion to this rank
1.  Master's degree + experience 
as defined by the department 

: 

2.  Excellence in one of the 
following areas: teaching, 
service, scholarship 
Initial Appointment
  Master's degree + experience as 
defined by the department 

: 

Promotion to this rank
1.  Master's degree + experience 
as defined by the department 

: 

2.  Excellence in one of the 
following areas: teaching, 
service, scholarship 
Initial Appointment
  Master's degree + experience as 
defined by the department 

: 

Promotion to this rank
1.  Master's degree + experience 
as defined by the department 

: 

2.  Excellence in one of the 
following areas: teaching, 
service, scholarship 
Initial Appointment
Master's degree + experience as 
defined by the department 

: 

 
Instructor 

 

 Master's degree or Baccalaureate 
degree with experience as 
defined by the department 

 Master's degree 
 

Assistant 
Instructor 

 Baccalaureate degree2  Master's degree 
 

1Minimum criteria for initial appointment or promotion to this rank. 
2Under unusual circumstances where the continued functioning of a department is seriously impaired because of the lack of faculty, the dean may, 
with the recommendation of the department chairman, waive the criteria for the rank of Assistant Instructor.  In such case, the individual to be 
appointed must have earned at least the highest degree or certification which is awarded by the specific department.  In addition , the individual 
must attain the usual criteria for Assistant Instructor within three (3) calendar years of the initial appointment.  Failure to do so will result in 
automatic termination from the CHRP.

12 
UAMS/CHRP P & T Guidelines:  Approved 13 February 2002 
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VI. Examples of Excellence and Significant Achievement 
 
The following examples of excellence and significant achievement within each major 
area of endeavor are provided to guide the assessment of the performance of faculty 
members.  These examples are intended to serve as a general guideline to illustrate the 
value of selected activities.  This list of examples is not all-inclusive.  Faculty members 
and CHRP's Promotion and Tenure Committee may consider other similar activities to 
satisfy the requirements for excellence and significant achievement.  Examples of 
activities are not listed in order of importance or priority.  Generally, activities with a 
wide range of influence (e.g., national or international impact) will be given greater 
weight in the promotion/tenure evaluation process.  Also, some activities may include 
elements of two or more categories (e.g., some student service activities might be placed 
appropriately in the teaching or service category).  No single activity on this list should 
be considered either necessary or adequate to establish excellence or significant 
achievement.  In some cases an activity listed as "significant achievement" may be 
considered to signify "excellence".  It is the responsibility of the faculty member applying 
for promotion to indicate the areas in which, and the criteria by which, he or she has 
demonstrated excellence and significant achievement.  

 
A. Teaching 

 
1. Excellence 

a) Demonstrates leadership in course and curriculum development, 
implementation, and evaluation 

b) Effectively mentors less experienced faculty in the use of teaching 
strategies and course development, implementation, and evaluation 

c) Designs, tests, and evaluates innovative teaching strategies (e.g., 
multi-media program, problem-based learning) 

d) Is recognized as a master teacher by faculty, students, and/or 
professional colleagues 

e) Provides key leadership in program planning, implementation, and 
evaluation  

f) Creates new curriculum and/or courses with a majority of new 
content (not merely by combining existing courses) 

g) Integrates educational theories into curriculum and course-related 
activities  

 
2. Significant Achievement 

a) Makes important contributions to course and curriculum 
development, implementation, and evaluation  

b) Successfully mentors students 
c) Implements innovative instructional strategies (e.g., multi-media 

program, problem-based learning) 
d) Is recognized as an expert in his/her academic discipline 
e) Consistently and effectively contributes to program planning, 

implementation, and evaluation 
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f) Develops effective collaborative interdisciplinary relationships 
within the College and/or with others 

g) Consistently applies current research and theory development in 
classroom and/or clinical teaching 

 
B. Scholarship 

 
1. Excellence 

a) Demonstrates consistent success in obtaining external funding for 
research, education, or service 

b) Publishes, as author or co-author, in leading journals peer-
reviewed scholarly papers 

c) Presents peer-reviewed or selected scholarly papers at national or 
international meetings 

d) Serves on a journal editorial board 
e) Edits or publishes, as author or co-author, a book in the 

professional discipline 
f) Publishes, as author or co-author, a chapter in a book in the 

professional discipline 
g) Is the author of a peer-reviewed workbook or laboratory manual, 

which is adopted by other programs/institutions 
h) Develops peer-reviewed computer-assisted instructional program, 

audiovisual program, etc., which is adopted by other 
programs/institutions 

2. Significant Achievement 
a) Publishes, as an author or co-author, in non-refereed publications 

(e.g., editorials, commentaries, columns, articles, etc.)  The item 
must not be self-published (i.e., it must be published by others). 

b) Consistently presents scholarly papers at local, state, or regional 
meetings 

c) Is a peer reviewer for a book 
d) Edits local or state professional publications 
e) Submits quality grant proposals (e.g., grant proposal approved but 

not funded) 
 

C. Service 
 

1. Excellence 
a) Demonstrates leadership on campus or University of Arkansas 

committees 
b) Recognized for exceptional contributions to the advancement of 

the University or College 
c) Leads professional accreditation teams 
d) Consulted by other institutional or governmental agencies at the 

state or national level 
e) Participates as a member of state or national advisory boards 
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f) Holds a position of leadership in an appropriate professional 
society at national or international level 

g) Recognized for clinical expertise at state or national level 
h) Provides outstanding department or college leadership that results 

in significant achievements by faculty and students 
 

2. Significant Achievement 
a) Effectively chairs College committees 
b) Effectively serves on campus committees or completes special 

assignments 
c) Recognized for important contributions to the advancement of 

his/her department or college 
d) Serves on professional accreditation teams 
e) Consulted by other institutions or governmental agencies at local 

level 
f) Participates as a member of a local advisory board 
g) Holds a position of leadership in an appropriate professional 

society at the state or local level 
h) Recognized for clinical expertise at local level 

 
VII. Post-Master's Degree Requirements 
 

Individuals with a master's degree (and without a doctorate) must accumulate 30 post-
master's degree points before they are eligible for consideration for promotion or 
appointment to the rank of Associate Professor.  Achievement of 30 or more points shall 
not in itself be considered a sufficient basis for promotion or appointment.  Points may be 
accrued after a master's degree has been earned by completing relevant graduate courses 
and/or equivalent scholarship.  The following list delineates the point value for selected 
scholarly activities.  Because new scholarly activities may develop in the future, the 
Promotion and Tenure Committee may add items to this list. 
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Item Points 

1 •Relevant graduate semester credit (1 point per 1 SC achieved with a grade of B or 
higher) 

  
3 •Chapter in a book in the profession 
  
3 •Computer-based instructional program adopted by other programs/institutions.  

Content must be equivalent to a professional book chapter 
  
6 •Refereed original research publication in a leading journal - principal author or co-

author among no more than a total of three authors 
  
4 •Refereed original research publication in a leading journal - co-author among more 

than 3 authors 
  
3 •Other refereed publication in a leading journal - principal author or co-author among 

no more than a total of three authors 
  
2 •Other refereed publication in a leading journal - co-author among more than three 

authors 
  
1 •Non-refereed publication - author or co-author 
  
3 •National or international presentation (not a panel discussion):  Invited or refereed (at 

least 50 minutes in length) 
  
1 •State or regional presentation:  Invited or refereed (at least 50 minutes in length) 
  
1 •Continuing education presentation (at least 50 minutes in length) that is purchased or 

utilized by other programs/institutions.  Points are not awarded for repeat presentations 
(e.g., if the same presentation is given twice, one point is earned). 

  
2 •Poster presentation, invited member of discussion panel, or refereed abstract at a 

national or international professional meeting 
  
1 •Poster presentation, invited member of discussion panel, or refereed abstract at a state 

or regional professional meeting 
  
3 •Accepted/approved grant proposal (not funded) - principal investigator or principal 

co-investigator 
  
6 •Funded grant proposal - principal investigator or principal co-investigator 
  
2 •Documented significant contribution to a funded grant 
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VIII. Tenure Guidelines 
 

A.   In almost all cases, individuals seeking tenure will have earned the rank of 
associate professor (or professor) or will be promoted to associate professor 
concurrently with the award of tenure.  Under unusual circumstances, assistant 
professors who have not earned the rank of associate professor or who do not 
meet the criteria for promotion to associate professor, but who have compiled 
otherwise truly exemplary records may be considered for tenure. 

 
B. The individual must establish a record of excellence that demonstrates both the 

potential and likelihood that he/she will make additional significant contributions 
to his/her program and college. 

 
C. Specific areas in which the individual will be evaluated are:  past accomplishments 

in teaching, service, scholarship, and the ability to work productively and 
cooperatively with colleagues. 

 
D. Candidates for tenure should understand that tenure is never granted on length of 

service alone; however, tenure should not usually be expected before the sixth or 
seventh year of the appointment.  Exceptions may occur for those individuals who 
have had academic experience prior to their appointment in the CHRP or who 
have made outstanding records in less than six or seven years at the CHRP. 

 
IX. Implementation 
 

This document was approved by the faculty of the CHRP on 8 December 2000 and by the 
dean of CHRP on 18 January 2001.  Adoption of these Guidelines, replacing the 
Guidelines adopted 29 March 1985, was approved by the President of the University of 
Arkansas on 13 February 2002.  The following describes the agreed-upon process for 
implementation of these Guidelines. 

 
A. The Promotion and Tenure Committee will conduct its reviews of faculty 

candidates for promotion and/or tenure utilizing the Guidelines adopted 29 March 
1985 for all faculty hired before the date of approval of this (new) document by 
the President (i.e., before 13 February 2002).  This and subsequent committees 
will continue to utilize the 1985 Guidelines for these faculty until 30 June 2006, 
or until the given faculty member is promoted or tenured, whichever comes first. 

 
B. A faculty member hired before presidential approval of these Guidelines (i.e., 

before 13 February 2002) and promoted or tenured under the 1985 Guidelines 
after presidential approval, or after 30 June 2006 whether or not he/she has been 
promoted and/or tenured under the 1985 Guidelines, will be reviewed under these 
Guidelines for all subsequent promotion and tenure decisions.  
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C. After approval of these Guidelines by the President (i.e., on or after 13 February 
2002) and before 30 June 2006, a faculty member who is not under any level of 
review for promotion and/or tenure under the 1985 Guidelines may elect prior to 
his/her next credential submission deadline that his/her subsequent review(s) be 
conducted under either these Guidelines or the 1985 Guidelines, unless he/she has 
been promoted or tenured under the 1985 Guidelines after the President's approval 
of these Guidelines, in which case these Guidelines shall apply as specified above.  

 
D. Once reviewed under these Guidelines, a faculty member may not elect to have a 

subsequent review under the 1985 Guidelines. 
 

E. Faculty hired on or after the day the President approves these Guidelines will 
immediately be subject to this document without exception.  

 
F. Adoption of these guidelines shall not be construed to change the tenure status of 

any faculty member already holding tenure.  
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APPOINTMENT, PROMOTION, AND TENURE GUIDELINES 

College of Health Professions 

University of Arkansas for Medical Sciences 

 

Preamble 

The faculty of the College of Health Professions are dedicated to promoting the mission of the 
University of Arkansas for Medical Sciences: improving the health, healthcare and well-being of 
Arkansans and of others in the region, nation, and world by educating current and future health 
professionals and the public; providing high quality, innovative healthcare, and also providing 
specialty expertise not routinely available in community settings; and advancing knowledge in 
areas of human health and disease and translating and accelerating discoveries into health 
improvements.  Faculty are recognized for their accomplishments in teaching, scholarship, and 
service through attainment of promotion and tenure.  The purpose of these Guidelines is to 
establish the criteria and processes with regard to promotion and tenure. 

In keeping with the promotion and tenure policies established by the University of Arkansas 
(Board of Trustees Policy 405.1-revised October 2, 2001; henceforth referred to as UA Board 
Policy 405.1, 2001), promotion and tenure in the College of Health Professions is based on merit 
and academic excellence.  In the event of any conflict between these Guidelines and Board or 
campus-wide policies, the Board or campus-wide policies will govern.  

Article I: Promotion and Tenure Committee 

The College of Health Professions Promotion and Tenure Committee shall1 be responsible for 
reviewing faculty merit and making recommendations for promotion and tenure.  

I. Purpose of the Committee 

The Promotion and Tenure Committee is a standing committee of the college whose 
primary purpose is to maintain and improve the quality of its faculty through activities 
related to the promotion and tenure processes: 

A. Review and evaluate applications and portfolios for promotion and tenure; 

B. Make written recommendations for appointments, promotion and tenure to the 
dean; 

1 Throughout these Guidelines, the term “shall” is used to mean “has the duty to.” 
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C. Provide a promotion and tenure portfolio workshop annually; 

D. Produce and disseminate documents that educate and provide guidance about the 
criteria, required documentation, preparation of credentials (i.e., portfolio) and 
process for promotion and/or tenure application. 

II. Structure of the Committee 

A. The committee is composed of six voting members who serve for three-year 
terms. 

B. No member may serve for consecutive terms. 

C. Committee members must be tenured in the college and hold the rank of 
Associate Professor or higher.  

D. Any faculty member holding the position of dean, associate dean, or assistant 
dean cannot be a member of the Promotion and Tenure Committee. 

III. Election of Committee Members2 

A. The election of committee members will be held in the fall of each year.  Ballots 
will be distributed by November 1, to be returned within 10 working days.  All 
regular and clinical faculty whose promotion and/or tenure process is conducted 
through the college are eligible to vote in the election. 

B. Committee service begins on July 1 concurrent with the fiscal year.  Committee 
orientation is offered to newly elected committee members. 

C. Two voting members will be elected each year for a three-year term.  All eligible 
faculty members will be listed on the ballot and elected by a ranking procedure in 
which each voter shall select two persons.  The first selected will receive two 
points and the second listed will receive one point.  The two individuals receiving 
the highest total of points will be declared elected.  

D. The dean’s office identifies faculty eligible to serve on the committee, conducts 
the election, counts votes, and announces the results of the election to the faculty.  
Within 10 working days of the announcement of the election results, the 
chairperson of the Promotion and Tenure Committee shall convene the newly 
elected committee for the purpose of electing a new chairperson.   

2 As with all personnel matters, deliberations of the committee are to be held in the strictest confidence.  
Committee members who violate confidentiality may be subject to disciplinary actions. 
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E. Within 30 days of the loss of a committee member, the dean shall call a special 
election to select a replacement for the remainder of the term. 

F. A department chairperson on the committee shall disqualify himself/herself if a 
faculty member in his/her own department is being considered, or if any other 
conflict of interest arises.  Other members of the committee shall also disqualify 
themselves if a potential conflict of interest is evident, (e.g., program director, 
colleague within the department, business associate or family member of the 
applicant being reviewed, etc.).     

G. A voting member who is being considered for promotion by the committee shall 
take a leave of absence from the committee for the year during which he or she is 
under review.  Should this occur during the last year of the member's term of 
committee appointment, the member will not be eligible for re-election to the 
committee the year immediately following (under the consecutive term rule). 

IV. Promotion and Tenure Portfolio Preparation Workshop 

A. No later than April of each year, a portfolio preparation workshop will be offered 
by the promotion and tenure committee to provide guidance regarding the 
preparation of materials for promotion and tenure application. 

B. Announcement of the spring workshop will signal the beginning of the review 
process and may be attended by all interested faculty.  

C. The committee will offer two other public question and answer forums regarding 
portfolio preparation. 

Article II: Appointment, Promotion and Tenure 

I. Progression 

A. Academic Rank 

The College of Health Professions recognizes various faculty ranks which have 
significance with regard to qualifications, benefits, rights, and 
responsibilities.  These ranks, from lower to higher rank, are:  Instructor, Assistant 
Professor, Associate Professor, and Professor.  Appointment to a rank is based on 
criteria specified in these Guidelines.  Promotion from a lower rank to a higher 
rank is based on criteria specified in these Guidelines and the faculty member’s 
qualifications, accomplishments, and contributions to the university’s missions in 
education, research, and service.  It would be unusual for a faculty member to be 
promoted to the rank of Associate Professor before having completed five years 
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of service at the rank of Assistant Professor.  Promotion to the rank of Professor is 
a high honor reserved for faculty members who demonstrate outstanding 
contributions to their respective disciplines and typically will have established a 
national and/or international reputation. 

B. Special Ranks 

Three additional academic ranks are recognized by the University of Arkansas 
System. These special honorary ranks are bestowed upon tenured and non-tenured 
faculty by the college following a nomination process and prior approval of the 
department chairperson, Promotion and Tenure Committee, the dean, and 
chancellor.  

Distinguished Professor – The rank of Distinguished Professor may be requested 
of the Board of Trustees by the president with prior approval of the committee, 
dean and chancellor. The rank of distinguished Professor is to be reserved for 
those individuals who are recognized nationally and internationally as intellectual 
leaders in their academic disciplines for extraordinary accomplishments in 
teaching; published works, research, or creative accomplishments in the 
performing arts; or other endeavors, and who have gained such recognition for 
distinction at this or another university prior to appointment as distinguished 
Professors.  Appointments to this rank shall be made only when clear indication 
exists that individuals so appointed will provide exemplary academic and 
intellectual leadership and continue their professional activities in such a way as 
to maintain national and international recognition and a commensurate level of 
accomplishment (UA Board Policy 470.1, 1980, p. 1).  

University Professor – The rank of University Professor may be requested of the 
UA Board of Trustees by the President with prior approval of the committee, dean 
and chancellor.  This rank, earned by few, is the highest honor possible in the UA 
System.  

Emeritus Status – “In recognition of distinguished service to the University of 
Arkansas, retiring employees may be awarded emeritus status at the rank or title 
held at the time of retirement. This status is not routinely awarded, but represents 
an honor for a career characterized by the highest academic abilities and devotion 
to the college and university.  Emeritus faculty members are expected to assist 
and support the college and university in their areas of competence, particularly in 
an advisory capacity, when requested to do so” (UAMS College of Medicine, 
2011, p. 8). In order for emeritus status to be conferred by the Board of Trustees, 
the individual must be recommended to the President by the department chair, the 
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college promotion and tenure committee, the dean, and the chancellor (UA Board 
Policy 475.1, 1989).  

C. Definitions3 

Appointment – “An appointment is employment by written contract ("Notice of 
Appointment") by the Board of Trustees of an individual in a given capacity for a 
specified time period at a stated salary.”  

Dismissal – “Dismissal is severance from employment for cause after 
administrative due process as specified in Section IV-C. Non-reappointment is not 
a dismissal . . . ” 

Portfolio – The term portfolio refers to the compilation of documents submitted 
by a faculty member to support his/her application for promotion and/or tenure.  
The portfolio typically includes the faculty member’s letter requesting promotion 
and/or tenure; the department chairperson’s recommendation; current curriculum 
vitae; evidence and support for achievements in teaching, scholarship, and 
service; summaries of performance appraisals, course evaluations, or peer 
evaluations; letters of support for the application; etc. 

Pre-promotion and/or Pre-tenure Review – The process of submitting a faculty 
member’s portfolio to the Promotion and Tenure Committee at a specified time to 
obtain a critique by the Committee of the faculty member’s qualifications and 
accomplishments relative to the criteria for promotion and/or tenure.  The 
purposes of the review are to (1) provide guidance and feedback on how the 
faculty member is progressing in the areas of teaching, scholarship, and service; 
and (2) to offer recommendations to the faculty member on how to allocate time 
and effort to best position himself/herself for promotion and/or tenure. 

Probationary Period – “The probationary period is the time a faculty member 
spends under appointments for full-time services in a tenure-track position on one 
campus of the University of Arkansas prior to being awarded tenure.” 

Promotion – “Promotion is advancement based on merit to a higher rank or title. 
All promotions must be approved by the Board of Trustees and become effective 
with the next year's appointment following action of the Board of Trustees, unless 
a different effective date is approved by the Board for a specific case.” 

3 Definitions in the section titled Appointment, Promotion, and Tenure and enclosed in quotation marks 
are from the University of Arkansas Board Policy 405.1 (2001). Appointments, promotion, tenure, non-
reappointment, and dismissal of faculty. p. 1-3.   
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Tenure – “Tenure is the right of continuous appointment. It is awarded by the 
President to eligible members of the faculty upon successful completion by each 
of a probationary period and, once granted, it ceases to exist only by dismissal for 
cause according to the procedures in Section IV.C., demonstrably bona fide 
financial exigency, reduction or elimination of programs, retirement, or 
resignation.”  

Tenure-Track Positions – “Tenure-track positions are ranks of Assistant 
Professor, Associate Professor, Professor, Distinguished Professor, and University 
Professor.” 

D. Academic Expectations and Faculty Responsibilities  

1. Teaching – Teaching is the effective organization, adaptation, 
implementation and innovation of  instructional techniques and 
pedagogical practices to facilitate student learning  (Allan, Clarke & 
Jopling, 2009).  

2. Scholarship – Scholarship is defined as the thoughtful discovery, 
transmission, application, and dissemination of knowledge (Hyman, 
Gurgevich, Alter, Ayers, Cash, Fahnline, Gold, Herrmann, Jurs, Roth, 
Swisher, Whitting, & Wright, 2001-2002).  

3. Service – Service is the act of bringing knowledge to bear in addressing 
academic, professional, and societal issues through education, application, 
and discovery. Service has the objective of transmitting or using 
knowledge and academic skills in problem solving rather than discipline 
specific goals and often requires integration of knowledge from several 
fields (Hyman et al., 2001-2002). 

4. Collegiality – All faculty are expected to be collegial members of their 
units, and to perform appropriate service that contributes to the 
effectiveness of their departments, colleges, and the University, and of 
their professions. Collegiality represents an expectation of a professional 
relationship among colleagues with a commitment to sustaining a positive 
and productive environment as critical for the progress and success of the 
university community (University of Northern Illinois, 2011).  

II. Appointment 

A. Faculty appointments are for a specified period of time not to exceed one fiscal 
year.  Except for appointments for summer term, appointments do not extend 
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beyond the end of a fiscal year. 

B. Recommendations for appointments to the faculty will be made by the department 
chairperson after consultation with the faculty concerned, and subject to the 
approval of the dean, chief academic officer, and chief executive officer, who 
alone shall make the final recommendation for appointment (UA Board Policy 
405.1, 2001).   

C. Criteria for initial appointments are detailed in these Guidelines, which specify 
appropriate degrees, professional experience, experience in teaching and scholarly 
activity, and service at educational institutions and/or in non-academic settings. 

D. Initial appointments at the rank of Instructor and Assistant Professor may be made 
without the review of the Promotion and Tenure Committee.  Initial appointments 
at the rank of Associate Professor or Professor, following recommendation by the 
department chairperson, must be reviewed and recommended by the Promotion 
and Tenure Committee.   

E. Conditions of hire regarding appointment terms, rank, and tenure or non-tenure 
track shall be clearly stated in the letter of appointment. 

III. Promotion4 

A. Promotion is advancement to a higher rank or title based on merit.  All 
promotions must be approved by the Board of Trustees and become effective with 
the next year's appointment following action of the Board of Trustees, unless a 
different effective date is approved by the board for a specific case. 

B. Promotion in academic rank is based primarily on the accomplishments of the 
individual while in the most recent rank.  No minimum time in rank is required 
before a faculty member may be eligible for promotion, nor is there a maximum 
time an individual may remain in a given rank except as limited by UA Board 
Policy (405.1 Sections IV.A.4 and IV.A.11).  However, individual 
accomplishments and potential for continued value to the university are required 
for promotion. 

C. Recommendations for promotion will originate with the department chairperson, 
who shall inform the faculty members who are being considered for promotion.  
Each recommended faculty member will be given the opportunity to submit 

4 Unless otherwise noted, policy statements are replicated and/or adapted from the University of Arkansas 
Board Policy 405.1 (2001) and/or the UAMS College of Health Related Professions (2002) Promotion 
and Tenure Guidelines. 
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material which he/she believes will facilitate consideration of his/her 
accomplishments and potential.  Procedures for this process are outlined in this 
document (Section V: Faculty Portfolio Review).  

D. Appeals for those desiring reconsideration of a negative recommendation will be 
accomplished in accordance with this document (Section V: Faculty Portfolio 
Review) and with the criteria and general standards in the University of Arkansas 
for Medical Sciences Administrative Guide. 

IV. Tenure3 

A. The granting of tenure implies that the faculty member has successfully 
completed a probationary period and has the right of continuous appointment to 
the university community.  As such, the faculty member acquires additional 
procedural rights in the event of dismissal proceedings. 

B. Only full-time faculty in tenure-track positions with ranks of Assistant Professor, 
Associate Professor, and Professor are eligible to be awarded tenure.  Faculty and 
other employees with the following titles are not eligible to be awarded tenure: 
clinical, research, adjunct, visiting or executive in residence faculty, research 
associates or research assistants, graduate associates or graduate assistants, 
instructors, assistant instructors, lecturers, and faculty in non-tenure track 
positions with ranks of Assistant Professor, Associate Professor, and Professor. 

Academic administrators not appointed to a teaching or research unit may be 
awarded academic rank in addition to their administrative titles, with the 
concurrence of the faculty and administrative officer of the academic unit.  In 
such a case, the academic administrator with academic rank may acquire tenure as 
faculty, but not as an administrator. 

Other administrators and staff who occasionally teach courses but whose primary 
duties do not involve teaching regularly scheduled courses are not eligible for 
tenure and do not acquire credit toward tenure for such teaching activities. 

C. Tenure rights apply to the area or areas of the faculty member's expertise and in 
the academic unit(s) in which his/her position is budgeted (e.g., Department of 
Physical Therapy).  With approval from the receiving department and college, 
(i.e., the department and college to which the faculty member wishes to transfer) a 
tenured faculty member may transfer from one academic unit to another. 
Retention of tenure status is determined by the receiving department (see UA 
Board Policy 405.1, 2001 for more information).  
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D. The tenure probationary period for a tenure-track faculty member begins with the 
first full-time tenure-track appointment at the rank of Assistant Professor or 
higher.  The tenure probationary period may not extend beyond seven years, 
except as specifically provided herein.  An appointment between January 1 and 
June 30 will not be considered a year of service in determining the maximum 
number of years in probationary status; however, an appointment between July 1 
and December 31 will be considered as a full year in determining the maximum 
number of years in probationary status (UA Board Policy 405.1, 2001). 

E. During the first six years of the probationary period, a tenure-track faculty 
member may request for reasons set forth below, that the probationary period be 
suspended by one year.  The reasons for such a request are the same as are 
provided under the Family and Medical Leave Act and are as follows:  (a) the 
birth of a child and its care during the first year; (b) the adoption of a child by the 
faculty member or placement in a faculty member's home of a foster child; (c) the 
care of the faculty member's spouse, child, or parent with a serious health 
condition; or (d) the serious health condition of the faculty member. 

A request to suspend the probationary period for these reasons will first be 
directed in writing to the department chairperson for approval and must also be 
approved by the dean, the chief academic officer, the chancellor, and the 
president, under such procedures as the president shall approve.  These 
procedures may include, but not be limited to, the manner in which the faculty 
member's duties and salary, if any, are determined during such year, the 
information which is required to substantiate a request, and the extent to which a 
faculty member's performance during such year may be considered in awarding 
tenure.  A faculty member who has been notified that he or she will not be 
reappointed may not subsequently request to suspend the probationary period 
under this policy. 

F. Recommendations for tenure will originate with the department chairperson, who 
shall inform the faculty members in tenure-track positions who are being 
considered for tenure and shall give them the opportunity to submit material 
which they believe will facilitate consideration of their accomplishments and 
potential. 

Promotion and/or tenure consideration of a chairperson who is not tenured will be 
initiated by the dean or direct supervisor (UA Board Policy 405.1 Clarification, 
April 16, 2016).  
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G. Upon the recommendation of the department chair, after consultation with the 
departmental faculty and with the concurrence of the Promotion and Tenure 
Committee, dean, the vice chancellor for academic administration, the chancellor, 
and the president, new appointees at the rank of Associate Professor, Professor, 
Distinguished Professor, or University Professor may be granted immediate 
tenure (UA Board Policy 405.1, 2001). 

H. On acquiring tenure rights, a faculty member will receive a notice from the 
university chancellor affirming the acquisition of such rights.  No person will lose 
tenure rights by acceptance of leave-of-absence with or without salary or by 
appointment to a University of Arkansas administrative position. 

I. Tenure becomes effective at the beginning of the appointment period following 
the Board of Trustees' action granting tenure. 

J. An individual in a tenure-track position who was not awarded tenure with any of 
the first six appointments (academic year or fiscal year) must be evaluated as 
specified in Section IV.A.6 of Board Policy 405.1 (2001) during the sixth 
appointment.  If he or she is not approved for tenure, the seventh appointment will 
be a terminal appointment. 

K. A faculty member holding tenure rights may be dismissed for cause only after the 
procedures prescribed in Section IV.C of Board Policy 405.1 (2001) have been 
followed.  A tenured faculty member notified that he or she will be so dismissed, 
except in cases of moral turpitude, will be given notice of dismissal 12 months 
prior to termination of employment.  This provision does not create an award of 
severance pay, but assumes the full performance of university responsibilities and 
duties assigned for the period between dismissal notice and final termination. 

L. Mere expressions of opinions, however vehemently expressed and however 
controversial such opinions may be, shall not constitute cause for dismissal.  The 
threat of dismissal will not be used to restrain faculty members in their exercise of 
academic freedom or constitutional rights.  No faculty member will be dismissed 
or denied reappointment in violation of the following principles of academic 
freedom, but the observation of the limitations stated herein are a responsibility of 
each faculty or staff member. 

1. The faculty member is entitled to full freedom in research and in the 
publication of results, subject to the performance of his/her other academic 
duties, but personal research for pecuniary return requires prior approval 
by the appropriate university authorities and must be in accordance with 
UA Board Policy 405.1 (2001). 
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2. The faculty member is entitled to freedom in instructional settings in 
discussing the subject of the course, but should not introduce topics having 
no relation to that course. 

3. The faculty member is a citizen, a member of a learned profession, and a 
member of an educational community.  Speaking or writing as a citizen, 
the faculty member is free from institutional censorship or discipline.  As 
a person of learning and a member of an educational community, 
however, the faculty member has a responsibility for awareness that the 
public may judge the profession and the institution by his/her utterances.  
Hence, faculty should at all times make an effort to be accurate, exercise 
good judgment and appropriate restraint, show respect for the opinions of 
others, and indicate that they are not spokespersons for the institution. 

M. Changing Tracks 

1. With approval of the respective department chairperson and the college 
dean, faculty appointed to a tenure-track position may change to the non-
tenure track.  Similarly, with approval of the respective department 
chairperson and the dean, faculty in the non-tenure track may change to 
the tenure-track.  Faculty at any one or a combination of the ranks of 
Assistant, Associate, and Professor may serve no more than four years in 
the non-tenure track before changing to the tenure track, i.e., after five 
years their eligibility to change tracks is ended.  The change of tracks will 
be effected on a voluntary basis only.  A faculty member can make only 
one change between the tenure track and non-tenure track and vice versa.   

2. A faculty member who has been denied tenure by the Promotion and 
Tenure Committee or at any other level of review may not change to the 
non-tenure track. 

3. With approval of the respective department chairperson and the dean, a 
faculty member who is promoted from Instructor to Assistant Professor 
shall request in writing, an appointment to the tenure-track or non-tenure 
track, before the effective date of the promotion.  If the faculty member 
does not request appointment to a track, the appointment will be made to 
the non-tenure track.  This faculty member may subsequently change 
tracks, i.e., non-tenure track to tenure track or tenure track to non-tenure 
track, with the approval of the respective department chairperson and the 
dean.  This faculty member, however, cannot subsequently change tracks 
again, (i.e., a change in track can occur only one time). 
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N. Part-time Appointments for Tenure-Track Faculty Members 

Although part-time faculty are not eligible for tenure, a full-time tenured faculty 
member may request a change to part-time status (at least a 50% or greater 
appointment) with retention of tenure.  Granting the request will be the 
institution's prerogative with approval by the department chair and dean.  A part-
time, tenured faculty member does not have the right to return to full-time, 
tenured status.  Such a change would be the institution's prerogative (UAMS 
Policy 2.3.2, April 21, 2015). 

V. Faculty Portfolio Review  

To facilitate identification of faculty members eligible for promotion and tenure the 
dean’s office shall provide each department chairperson and the chair of the Promotion 
and Tenure Committee the names of those faculty members eligible for promotion and/or 
tenure and/or pre-promotion or pre-tenure review by January 15. 

A. Pre-promotion and/or Pre-tenure Review 

1. Before or during the third appointment year in the college, and with the 
recommendation of the department chairperson, a faculty member may 
submit a portfolio for Promotion and Tenure Committee review.  The pre-
promotion and/or pre-tenure review is the faculty member’s opportunity to 
receive feedback from the Promotion and Tenure Committee about 
preparation of credentials (i.e., portfolio) and progress toward promotion 
and/or tenure.  

2. The portfolio must be submitted to the committee chairperson by January 
15 or the next work day if January 15 is not a work day. 

3. Pre-tenure/pre-promotion reviews will occur only in the spring semester.  
A faculty member may submit up to two requests for a pre-tenure review 
during the probationary period. 

4. The committee shall provide the faculty member and department 
chairperson with a written, nonbinding, critique of his/her pre-tenure 
and/or pre-promotion portfolio by the last work day in February. The 
committee chairperson may, in his/her discretion, share the results of the 
pre-tenure and/or pre-promotion review with the dean. Otherwise, the 
committee will hold the critique in confidence. 
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B. Faculty Notification  

1. The department chairperson will notify tenure-track faculty nearing 
completion of their fourth probationary year, before the portfolio 
preparation workshop is held in April, that they must apply for tenure no 
later than the second year following notification.  As a general rule, the 
department chairperson and the candidates eligible for promotion and/or 
tenure will attend the portfolio preparation workshop.  

2. A department chairperson considering recommendation of a faculty 
member for promotion or tenure shall require the faculty member to 
submit his/her portfolio to the department chairperson by the first Tuesday 
in July.   If the first Tuesday in July is an official State of Arkansas 
holiday, i.e., July 4, the portfolio will be submitted by the end of the next 
day, i.e., July 5. 

C. Portfolio Review Process 

1. The department chairperson shall initiate the promotion and/or tenure 
process. The department chairperson shall provide written notice to each 
candidate of the action taken and forward the portfolios of the candidates 
being recommended to the Promotion and Tenure Committee by the first 
Tuesday in September. 

2. Recommendations of the Committee will be based on a majority vote of 
all eligible voting members.  In the event of a tie vote, the application for 
appointment, promotion, or tenure will not be recommended, and the 
Promotion and Tenure Committee shall provide a letter of justification for 
the decision to the candidate, department chairperson, and the dean. 

3. The Promotion and Tenure Committee shall provide written notice to each 
candidate and the candidate’s department chairperson of the review of 
evidence, action taken, and forward the portfolios of those candidates 
being recommended to the dean by the first Tuesday in November. 

4. The dean shall provide written notice to each candidate and the 
candidate’s department chairperson of the action taken and forward the 
portfolios of those candidates being recommended to the chancellor by 
January 15. 

5. The faculty member may elect to withdraw from further consideration at 
any time prior to the time the recommendations are sent to the chancellor.  

Page 73 of 87



A request for withdrawal from consideration must be provided in writing 
to the chairperson of the Promotion and Tenure Committee, the dean, and 
the faculty member's department chairperson.  

6. Materials submitted will be returned to the faculty member at the 
conclusion of the process. 

VI. Appeal Process 

A. A faculty member who is not recommended for promotion by his/her chairperson 
or other responsible individual (i.e., in letter of recommendation) may request that 
his/her file be forwarded for consideration at the next level of administrative 
review, in which case the individual's application will be considered as having 
received a negative recommendation from the chairperson or other responsible 
individual.  A copy of the chairperson’s recommendation shall remain as part of 
the application when forwarded to the next level for review (UA Board Policy 
405.1 Clarification, April 16, 2016). 

B. Negative recommendations at any level within the college may be appealed to the 
next higher level in the review process within 10 working days of receipt of 
notification of action taken. 

C. Negative recommendations by the department chairperson may be appealed to the 
Promotion and Tenure Committee.  Negative recommendations by the Promotion 
and Tenure Committee may be appealed to the dean.  Negative recommendations 
by the dean may be appealed to the chief academic officer. 

VII. Appointment and Promotion Criteria 

A. All faculty must hold the appropriate professional certification/licensure to fulfill 
their obligation to college job requirements. 

B. Reappointment to a given rank requires that the individual meet the requirements 
of that rank and demonstrate appropriate year-to-year progress.  An individual's 
work will be evaluated not only for the merit of particular accomplishments but 
also for commitment to and participation in achieving department goals. 

C. To be promoted, a candidate's portfolio should demonstrate relevancy to the 
objectives and goals of the college, the University of Arkansas for Medical 
Sciences, and the University of Arkansas as a whole. 

Promotion to a given rank requires that the individual has demonstrated 
substantial progress and has attained the qualifications of the next rank.  
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Promotion is not based on time in rank.  In certain cases an individual might be 
considered a valuable faculty member at a certain rank for many years, yet 
without showing sufficient progress to merit promotion. 

In general, however, most faculty members at the rank of Instructor will need 
three to five years to earn promotion to Assistant Professor, and most Assistant 
Professors will need five to seven years to earn promotion to Associate Professor.  
For the individual who compiles an extraordinary record, promotion may be 
awarded earlier, while other individuals may remain at one rank for longer 
periods of time.  Promotion to Professor is reserved for exceptional faculty who 
have established a long record of sustained excellence; seven to ten years of 
service as an Associate Professor prior to promotion to full Professor is not 
considered unusual. 

D. The decision concerning the appointment and promotion of an individual will be 
based an evaluation of work in three broad categories:  (1) teaching, (2) 
scholarship, and (3) service.  The specific areas of accomplishments to be 
evaluated should reflect the tasks assigned to the faculty member.  In addition, the 
Promotion and Tenure Committee shall consider a faculty member’s record in the 
category of collegiality (see definition p. 6). 

“Collegiality represents an expectation of a professional relationship 
among colleagues with a commitment to sustaining a positive and 
productive environment as critical for the progress and success of the 
university community.  It consists of collaboration and a shared decision-
making process that incorporates mutual respect for similarities and for 
differences – in background, expertise, judgments, and points of views, in 
addition to mutual trust. 

“Central to collegiality is the expectation that members of the university 
community will be individually accountable to conduct themselves in a 
manner that contributes to the university's academic mission and . . . 
reputation.  Collegiality among associates involves a similar professional 
expectation concerning constructive cooperation, civility in discourse, and 
engagement in academic and administrative tasks within the respective 
units and in relation to the institutional life of the university as a whole. 

“Collegiality is not congeniality nor is it conformity or excessive 
deference to the judgments of colleagues, supervisors and administrators; 
these are flatly oppositional to the free and open development of ideas.  
Evidence of collegiality is demonstrated by the protection of academic 
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freedom, the capacity of colleagues to carry out their professional 
functions without obstruction, and the ability of a community of scholars 
to thrive in a vigorous and collaborative intellectual climate.”5 

E. The criteria in Table 1 reflect minimum standards for appointment, promotion and 
tenure.  Achievement of these requirements does not guarantee appointment, 
promotion, or tenure. 

  

5 University of Northern Illinois, Department of Academic Affair (2011).  Statement of professional 

behavior of employees: University collegiality policy. 
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6 Under unusual circumstances where the continued functioning of a department is seriously impaired 
because of the lack of faculty, the dean may, with the recommendation of the department chair, waive the 
criteria for initial appointment to the rank of Instructor.  In such cases, the individual to be appointed to a 
regular, full-time position must attain the usual criteria for Instructor within three calendar years of the 
initial appointment.  Failure to do so will result in automatic termination. 

Table 1 – Summary of Criteria for Appointment, Promotion, and Tenure 

Rank Tenure Track Non-tenure Track 

Emeritus 

Status 

Appointment to This Rank 

See definitions and UA Board Policy 475.1 
Appointment to This Rank 

See definitions and UA Board Policy 475.1 

Distinguished 

Professor 

Appointment to This Rank 

See definitions and UA Board Policy, 470.1 
Appointment to This Rank 

See definitions and UA Board Policy, 470.1 

Professor 

 

Initial Appointment or Promotion to This Rank 

1. Degree requirements for appointment to 
Associate Professor 

2. Established scholarship agenda and record of 
scholarly activity 

3. Excellence in teaching and scholarship; 
significant achievement in service 

4. Established national or international 
reputation in teaching, scholarship or service 

5. Demonstrated collegiality 

Initial Appointment or Promotion to This Rank 

1. Degree requirements for appointment to 
Associate Professor 

2. Excellence in teaching and one other area 
(scholarship or service); significant 
achievement in the third area 

3. Established national or international reputation 
in teaching, scholarship or service 

4. Demonstrated collegiality 

Associate 

Professor 

Initial Appointment or Promotion to This Rank 

1. Degree requirements for appointment to 
Assistant Professor 

2. Doctoral degree with significant scholarly 
activity 

3. Excellence in teaching and scholarship 
4. Emerging national reputation in teaching, 

scholarship or service 
5. Demonstrated collegiality 

Initial Appointment or Promotion to This Rank 

1. Degree requirements for appointment to 
Assistant Professor 

2. Master’s or doctoral degree  
3. Excellence in teaching and significant 

achievement in scholarship or service 
4. Emerging national reputation in teaching, 

scholarship or service 
5. Demonstrated collegiality 

Assistant 

Professor 

Initial Appointment or Promotion to This Rank 

1. Terminal professional degree required for 
clinical practice, if relevant to the faculty 
member’s appointment 

2. Master’s or doctoral degree with significant 
preparation for scholarly activity 

3 Demonstrated potential for scholarly activity 
4. Demonstrated collegiality 

Initial Appointment or Promotion to This Rank 

1. Terminal professional degree required for 
clinical practice, if relevant to the faculty 
member’s appointment 

2. Master’s or doctoral degree relevant to clinical 
practice or education with 3 to 5 years of 
experience 

3. Demonstrated collegiality  

Instructor6 Not Applicable Initial Appointment 

1. Terminal professional degree required for 
clinical practice  

2. Demonstrated collegiality  
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VIII. Examples of Excellence and Significant Achievement 

The following examples of excellence and significant achievement within each major 
area of endeavor are provided to guide the assessment of the performance of faculty 
members.  These examples are not all-inclusive and are intended to serve as a general 
guideline to illustrate the value of selected activities. 

Faculty members and the Promotion and Tenure Committee may consider other similar 
activities to satisfy the requirements for excellence and significant achievement.  
Examples of activities are not listed in order of importance or priority.  Generally, 
activities with a wide range of influence (e.g., national or international impact) will be 
given greater weight in the promotion/tenure evaluation process.  Also, some activities 
may include elements of two or more categories, e.g., some student service activities 
might be placed appropriately in the teaching or service category.  No single activity 
should be considered either necessary or adequate to establish excellence or significant 
achievement.  In some cases an activity listed as "significant achievement" may be 
considered to signify "excellence."  It is the responsibility of the faculty member applying 
for promotion and/or tenure to indicate the areas in which, and the criteria by which, he 
or she has demonstrated excellence and significant achievement. 

A. Teaching Examples 

The teaching of students and other learners is central to the mission of the College 
of Health Professions.  Faculty members eligible for promotion and/or tenure 
must demonstrate their accomplishments as teachers and continuous efforts to 
improve their effectiveness as teachers. “Teaching” includes activities related to 
instruction and learning that occur in the classroom, laboratory, clinic, and other 
settings, including community-engaged teaching, international experiences, etc.  
In all cases, quality and impact of teaching are key considerations in promotion 
and tenure recommendations.  

1. Excellence 

a. Demonstrates leadership in discipline specific course and curriculum 
development, implementation, and evaluation 

b. Obtains extramural or intramural funding for educational projects, 
programs, or other teaching-related activities 

c. Effectively mentors less experienced faculty in the use of teaching 
strategies and course development, implementation, and evaluation 

d. Designs, tests, and evaluates innovative teaching strategies, e.g., 

Page 78 of 87



multi-media program, problem-based learning 

e. Is recognized as a master teacher by faculty, students, and/or 
professional colleagues 

f. Provides key leadership in program planning, implementation, and 
evaluation 

g. Creates new curriculum and/or courses with a majority of new 
content (not merely by combining existing courses) 

h. Integrates educational theories into curriculum and teaching-related 
activities 

2. Significant Achievement 

a. Makes important contributions to course and curriculum 
development, implementation, and evaluation 

b. Successfully mentors students 

c. Implements innovative instructional strategies, e.g., multi-media 
program, problem-based learning 

d. Is recognized as an expert in his/her academic discipline 

e. Consistently and effectively contributes to program planning, 
implementation, and evaluation 

f. Develops effective collaborative interdisciplinary or 
interprofessional relationships within the college and/or with others 

g. Consistently applies current research and theory development in 
classroom and/or clinical teaching 

B. Scholarship Examples 

Scholarly activity is central to the responsibilities of faculty members, especially 
those who are tenured or on the tenure track.  Scholarly activity includes a wide 
variety of inquiry endeavors that advance knowledge, apply innovation, and 
promote the application of knowledge for the benefit of society. 

Faculty members eligible for promotion and tenure should demonstrate their 
accomplishments as scholars and the impact of their inquiry.  For the purposes of 
promotion and tenure, scholarship includes a variety of activities including those 
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related to the discovery, synthesis, integration, and application of new knowledge; 
evidence-based innovations in clinical practice and education; analysis and 
dissemination of knowledge; critical analyses; etc.  Of particular value is a body 
of scholarly activity, or scholarly agenda, that systematically builds on itself and 
the work of other scholars and makes substantial contributions to the body of 
knowledge in a discipline or line of inquiry. 

1. Excellence 

a. Demonstrates consistent success in obtaining external funding for 
scholarly activities 

b. Publishes, as first, second, senior or co-author, peer-reviewed 
scholarly papers in leading journals  

c. Presents peer-reviewed or selected scholarly papers (with published 
abstracts in the program) at national or international meetings 

d. Edits or publishes, as first, second senior or co-author, a book in the 
professional discipline 

e. Publishes, as author or co-author, a chapter in a book in the 
professional discipline 

f. Authors peer-reviewed instructional materials such as workbooks, 
laboratory manuals, or software applications that are adopted by 
other programs/institutions 

g. Develops peer-reviewed computer-assisted instructional program, 
audiovisual program, etc., that is adopted by other 
programs/institutions 

h. Consistently presents scholarship at national and/or international 
meetings 

i. Successfully submits quality grant proposals for scholarly activities 
(e.g., funded proposals)  

2. Significant Achievement 

a. Publishes as an author or co-author in publications (e.g., editorials, 
commentaries, columns, articles, etc.); the item must not be self-
published, i.e., it must be published by others 
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b. Consistently presents scholarship at local, state, and/or regional 
meetings 

c. Submits grant proposals for scholarly activities (e.g., grant proposal 
approved but not funded) 

d. Publishes peer-reviewed abstracts for presentation at national or 
international meetings 

C. Service7 Examples 

Faculty service is essential to the University's success in addressing its central 
missions and is a responsibility of all faculty.  Faculty members perform a broad 
array of services that are vital to supporting and sustaining the quality and 
effectiveness of the college and its program, the university, and their disciplines.  
Professional service may include service in faculty governance; academic and 
student-support units; international activities; in community and state programs; 
department, college, and university committees; and service or leadership in 
professional organizations, including service as an editor or on an editorial board.  

Faculty members eligible for promotion and tenure should demonstrate that 
service activities contribute to the functioning and development of the 
organization, community, or profession and that the service is related to the 
faculty member’s discipline and unique professional expertise.   

Many faculty members make important service contributions to university 
relations or to the community that are not directly related to their responsibilities 
as faculty members.  Though valuable in their own right, and ideally a 
responsibility of all citizens, these efforts are considered in promotion and tenure 
decisions only to the extent that they contribute to the mission of the college and 
university. 

1. Excellence 

a. Demonstrates effective and productive leadership on campus or 
University of Arkansas committees 

b. Recognized for exceptional contributions to the advancement of the 
university or college 

7  Copied or adapted from Oregon State University Academic Affairs (2016).  Faculty handbook:  

Promotion and tenure guidelines.  http://oregonstate.edu/admin/aa/faculty-handbook-promotion-and-
tenure-guidelines#criteria 
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c. Obtains extramural or intramural funding for service programs, 
projects, or activities 

d. Serves on a peer-reviewed journal editorial board 

e. Leads professional accreditation teams 

f. Consulted by other institutional or governmental agencies at the state 
or national level 

g. Participates as a member of state or national advisory boards 

h. Holds a position of leadership in an appropriate professional society 
at national or international level 

i. Recognized for clinical expertise at state or national level 

j. Provides outstanding department or college leadership that results in 
significant achievements by faculty and students 

2. Significant Achievement 

a. Effectively chairs college committees 

b. Effectively serves on campus committees or completes special 
assignments 

c. Recognized for important contributions to the advancement of 
his/her department or college 

d. Serves as a peer-reviewer for a journal or book 

e. Edits local or state professional publications 

f. Serves on professional accreditation teams 

g. Consulted by other institutions or governmental agencies at local 
level 

h. Participates as a member of a local advisory board 

i. Holds a position of leadership in an appropriate professional society 
at the state or local level 

j. Recognized for clinical expertise at local level 
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IX. Indicators and Evidence of Collegiality 

A. As a consideration for promotion and tenure, collegiality must not be applied in 
such a way that would impinge on or threaten academic freedom; suppress 
dissent, criticism, or opposition; or discourage free, open, and passionate debate 
and discussion among colleagues.  To that end, collegiality is operationally 
defined as collaborating with other members of the faculty and administration; 
speaking in a professional and respectful manner toward others; agreeing to serve 
on work groups (committees, etc.) or performing tasks for the good of the group; 
following through on professional tasks, meeting deadlines, and carrying out all 
relevant responsibilities; respecting the decision-making processes of the unit; 
communicating with others respectfully; and relating to others in ways that are 
constructive, supportive, and professional.8 

B. Evidence of collegiality for the purposes of promotion and tenure may be 
demonstrated in numerous ways:  annual performance evaluations, peer and 
student evaluations, testimonials and letters of support, offers to lead key 
committees and task groups, etc. 

X. Tenure Guidelines 

A. In almost all cases, individuals seeking tenure will have earned the rank of 
Associate Professor or Professor, or will be promoted to Associate Professor 
concurrently with the award of tenure.  Under unusual circumstances, an Assistant 
Professor who has not earned the rank of Associate Professor or who does not 
meet the criteria for promotion to Associate Professor, but who has compiled an 
otherwise truly exemplary record may be considered for tenure. 

B. The individual must establish a record of excellence that demonstrates both the 
potential and likelihood that he or she will continue to make additional substantial 
contributions to his/her program and college. 

C. Specific areas in which the individual will be evaluated are past accomplishments 
in teaching, service, scholarship, and collegiality. 

D. Candidates for tenure should understand that tenure is never granted on length of 
service alone; however, tenure should not usually be expected before the sixth or 
seventh year of the appointment.  Exceptions may occur for those individuals who 
have had academic experience prior to their appointment in the college or who 

8  Cipriano, Robert E.  (2011).  Facilitating a collegial department in higher education:  Strategies for 

success.  San Francisco:  Jossey-Bass. 
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have made outstanding records in less than six or seven years in the college. 

XI. Implementation 

This document was approved by the faculty of the College of Health Professions on May 1, 
2017 and by the dean on May 2, 2017.  Adoption of these Guidelines, replacing the guidelines 

adopted January 18, 2002, was approved by the President of the University of Arkansas on 
DATE.  The following describes the agreed-upon process for implementation of these 
Guidelines. 

A. The Promotion and Tenure Committee will conduct its reviews of faculty 
candidates for promotion and/or tenure utilizing the guidelines adopted February 
13, 2002 for all faculty hired before the date of approval of this (new) document 
by the President, i.e., before DATE).  This and subsequent committees will 
continue to utilize the 2002 guidelines for these faculty until June 30, 2021 or 
until the given faculty member is promoted or tenured, whichever comes first. 

B. A faculty member hired before presidential approval of these Guidelines, i.e., 
before DATE, and promoted or tenured under the 2002 guidelines after 
presidential approval, or after June 30, 2021 whether he or she has been promoted 
and/or tenured under the 2002 Guidelines, will be reviewed under these 
Guidelines for all subsequent promotion and tenure decisions. 

C. After approval of these Guidelines by the President (i.e., on or after DATE) and 
before June 30, 2021, a faculty member who is not under any level of review for 
promotion and/or tenure under the 2002 guidelines may elect prior to his/her next 
portfolio submission deadline that his/her subsequent review(s) be conducted 
under either these Guidelines or the 2002 guidelines, unless he/she has been 
promoted or tenured under the 2002 guidelines after the President's approval of 
these Guidelines, in which case these Guidelines shall apply as specified above. 

D. Once reviewed under these Guidelines, a faculty member may not elect to have a 
subsequent review under the 2002 guidelines. 

E. Faculty hired on or after the day the President approves these Guidelines will 
immediately be subject to this document without exception. 

F. Adoption of these Guidelines shall not be construed to change the tenure status of 
any faculty member already holding tenure. 
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Sample Performance Action Plan 
College of Health Professions 
 

 

Performance Action Plan for   
developed _______ 

 
GOAL:  To bring and sustain deficiencies noted on the 2017 faculty evaluation to an acceptable level 
(score of 4 or better) for these particular behaviors during the current academic year. 
 
EXPECTATIONS:  To meet this goal, your behavior in the following areas requires modification and the 
expected behavior is described.  
 
Behavioral Standards:  Professionalism 

1. Is professional in working with faculty, staff, and administrators. 
5. Deals in a straightforward manner with students, faculty and chairman. 
6. Treats others with compassion, respect, dignity and courtesy. 
7. Contributes to collaborative projects and/or the general culture of helpfulness and cooperation. 

 

Standard # Action Items 

 
1, 6, 7 

ACTION:  Follow UAMS policy 4.4.01 on Basic Code of Conduct. 

1. Interprofessional Relations:  Employees should observe the principle of mutual respect 
in their contacts with patients, visitors, and students, and in their working relationships 
with faculty and other employees. 
Examples include: 
 Observe the principle of mutual respect in your working relationships with faculty 

and other employees.  
 Be respectful and courteous in your communication with peers.  

Examples include: 
o Return greetings from co-workers in an appropriate and courteous manner 
o Use appropriate expressive communication such as maintaining appropriate 

eye contact and facial expressions. 
 Follow the appropriate chain of command when addressing issues and concerns. If 

possible, speak to the person or persons with whom the issue involves before 
bringing the issue to your/their supervisor. 

2. Attendance:  Employees must obtain permission from their supervisors when it 
becomes necessary to leave their work areas during working hours.  
Examples include: 
 Obtain approval from your supervisor when it becomes necessary to leave your 

work area during working hours  
 If you are leaving campus during working hours, please wait to receive approval 

prior to leaving campus.  
3. Attendance:  Employees are expected, whenever possible, to respond to work 

assignments outside of regularly scheduled hours as may be necessarily to provide 
essential staffing or support services. 
 Attend and participate in department and professional activities. If asked to 

participate, you should make an effort to accommodate the request. 
  Obtain prior approval for your supervisor for flex time.   
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Standard # Action Items 

 
5 

ACTION:  Follow UAMS Policy 7.1.12 on E-mail Access and Usage. 

1. E-mail Etiquette:  E-mail should contain appropriate language and be rational, 
reasonable, and respectful. 
Examples include: 
 Send e-mail and other written communications that contain appropriate language 

and are rational, reasonable, and respectful  
 Refrain from sending sarcastic, inappropriate, and offensive e-mails and other 

written communications.  
 

2. E-mail Etiquette:  E-mail is not a forum to discuss significant events, opinions affecting 
health care in the institution, length debates or arguments. 
Examples include: 
 Utilize face-to-face communication when discussing issues or expressing 

discontent. This form of communication allows for an active exchange of 
information and allows for interpretation of important body language. It also allows 
you to observe important nonverbal cues from the other party  

 Do not send e-mails or other forms of written communications as a means to avoid 
face-to-face interaction with faculty and supervisor. 

 
 
 
ASSESSMENT: 
Your supervisor will meet with you monthly to assess the degree to which you have met these behavioral 
standards.  These meetings will take place on the last Thursday of each month from October 2017 to May 
2018 (with the exception of December) unless a mutually agreed upon alternative date is determined.  
You will be expected to provide evidence or documentation that the objectives listed under Action Items 
have been attained or that progress toward them has been made. 
 
OUTCOMES: 
Failure to maintain compliance with the behaviors requested may result in a reduction in annual salary up 
to 5%. 
 
I have received this action plan, and understand that I am being asked to modify my behavior to comply 
with those detailed in the plan. I will not discuss the existence of this plan with students, faculty, staff, or 
outside of the department. 
 
 
 
 
 
  
Signature Date 
 

 

 

 

Page 87 of 87


	chair school outline 2017 05-24
	department chair roles
	career-development-plan-draft-2012-04-18 for chair school
	Annual Faculty Self-Assessment rev 1995
	Attachment C - Faculty Evaluation Form 2017-2018
	Example Evaluation Summary Memo
	effective feedback handout 2017 06-01
	feedback handout 2017 06-01
	PT Guidelines Approved FINAL LB + Seal 2-13-02
	Approved by the President of the 
	III. Promotion and Tenure Committee

	PT guidelines 2017
	memo re revised APT policy to provost 2017 05-02
	Promotion and Tenure Guidelines APPROVED 2017 05-01

	performance action plan example 2017 06-01
	Blank Page
	Blank Page



