


A SHORT GUIDE TO CHANGES TO THE COLLEGIAL REVIEW PROCESS, 2011-2012[footnoteRef:2] [2:  Pending final approval by the Board of Trustees and the Office of the President in Summer 2011. ] 

The Faculty Senate, the Collegial Review Council, the TPR Task Force and the Office of the Provost have worked together for the past year on measures that would improve the reappointment process, creating a simpler, more streamlined process of applications and dossiers, increasing clarity in the review process and improving feedback for candidates. The result is a new schedule and process for review, which has been called the “1-3-5 / 2-4-6” or “Odd / Even” system of review.

The following short guide highlights the upcoming major changes in the reappointment and review process. We hope that this guide may help colleges and departments plan for changes to collegial review documents and process that will come following the Office of the President’s (General Administration) approval of all modifications to the Faculty Handbook and the Collegial Review process. 

We encourage departments and colleges to discuss and implement necessary modifications to the review process and collegial review documents well in advance of the 1st working day of October, the submission deadline for most reappointment, tenure and promotion documents.  Toward that end, departments and colleges may consider: 
	
· clarifying, for the benefit of college committees, the criteria by which departments 
review 2nd and 4th year files. This may include amendment of DCRDs with a clearer articulation of criteria for those pre-tenure dossier review events.
· Discussing the application and how it will be reviewed in Departmental CRCs in 1st, 3rd, and 5th  years. 
· Discussing the “administrative review” process within departments, and what that means for candidates (particularly, what will trigger a review, when reviews might be helpful, and so forth).
· reinforcing and potentially revisiting departmental AFE process, as the Department Head’s AFE summary statement is now a more important component within the dossier, particularly in the year of tenure / promotion.  


1. CALENDAR:
The Office of the Provost will send out next year’s calendar for collegial review at the end of April and again at the beginning of the academic year. Please pay close attention to the new schedule for reviews, submission of applications and dossiers, and deadlines for initiation of administrative reviews. Significant changes have been made to the calendar.

The new calendar schedules submission of ALL applications and dossiers for 1st through 5th year candidates on the 1st working day of October (except if candidate is in his/her first full time year at WCU; see below, section 3). This will ensure that, regardless of probationary year, prior credit or years at Western, all candidates will be reviewed in the Fall term and will receive notification of reappointment decision by the end of Fall term. 

Likewise, candidates for tenure and promotion will also submit their dossiers on the 1st working day of October. 

Departments and colleges must be prepared for this change in process. Depending upon college by-laws, College collegial review committees may be reviewing 2nd, 4th, and 6th (tenure / promotion) year dossiers simultaneously. Please ensure that your department and college review meetings are able to accommodate this change to the calendar. See Faculty Handbook 4.07 C. 3, revised for 2011-2012 (available from Provost’s office), for the changes to review deadlines as you create your new review schedules.[footnoteRef:3] [3:  Faculty Handbook 2011-2012 pending final approval, as noted in footnote 1.] 



2. CANDIDATE CLASSIFICATIONS: PROBATIONARY YEAR VERSUS TIMELY NOTICE
The reappointment schedule will now be classified according to a candidate’s probationary year to tenure and not timely notice, as candidates have previously been classified and scheduled. For example, a 1st year tenure-track candidate with 2 years of prior service will appear on the 3rd year reappointment list; previously, he / she would appear on the 1st year reappointment list. The reappointment schedules sent out by the Office of the Provost will include a new column that indicates timely notice for each candidate. 


3.  PROBATIONARY YEARS 1-3-5: APPLICATION
In order to streamline the review and reappointment process, and to decrease the burden on reappointment candidates with the production of a full annual dossier, the 1st, 3rd and 5th year candidates will submit a short packet of information called the Application. In most cases (and colleges), this information will be produced by the department head and departmental administrative assistant.

Handbook 4.06 B states: “In the 1st, 3rd, and 5th year of the probationary period the candidate submits a reappointment application consisting of the completed AA-12 form with the accumulated AFE letters from the department head during each year of the probationary period attached.” In lieu of AFE letters, 1st year candidates will include a statement from the department head. 

A distinction is made regarding 1st year on tenure track candidates.  1st year on tenure track candidates who have been full time at WCU prior to this first year on tenure track will submit applications/dossiers as stipulated in regular reappointment/tenure schedules. 1st year at WCU candidates, regardless of prior credit, will submit their applications/dossiers later (as articulated below).

Calendar:  Faculty Handbook 4.06 B.4 states: 

“In the 1st  (except if candidate is in his/her first full time year at WCU), 3rd, and 5th year of the probationary period, all applications are due on the 1st working day of October.”

“All tenure track candidates in the 1st year at WCU, regardless of the probationary year, will submit applications (or dossiers if administrative review is initiated) by the 10th working day of January.”

If a dossier is required of the candidate in his/her 1st, 3rd, or 5th year toward tenure (in other words, an administrative review is initiated), he/she must be notified by the end of exam week in fall semester. See section 5 below for additional information.


4. PROBATIONARY YEARS 2-4: DOSSIER
Faculty Handbook 4.06 B states: “In the 2nd and 4th year of the probationary period the candidate submits a reappointment dossier as determined by the Provost and the Collegial Review Council of the Faculty Senate. The reappointment dossier is a cumulative record documenting progress toward tenure.” The dossier is the same binder of materials that we currently use for reviews. The Office of the Provost and the Senate Collegial Review Council develop guidelines each year that direct candidates on the production of dossiers, including its necessary sections and contents. 

Calendar: Faculty Handbook 4.06 B.4 states: “In the 2nd and 4th year of the probationary period, all dossiers are due on the 1st working day of October.”

Every college must determine the process for review of candidate dossiers. Colleges may choose to review candidates in the 2nd and 4th year under the same or different terms, or to not review 2nd and 4th year candidates.   


5. ADMINISTRATIVE REVIEW (REQUIRING A DOSSIER)
Administrative review is an option for department heads and deans to allow greater oversight over candidates who may require additional feedback on progress toward tenure. This option requires candidates not in their 2nd or 4th year to produce a full dossier, not an application.  An administrative review is not always negative; candidates coming to WCU with prior credit may seek additional feedback if they are closer to tenure and have not yet had a dossier reviewed.  

Faculty Handbook 4.06 B states: “The department head and dean may determine that the candidate needs to submit a cumulative reappointment dossier during the 1st, 3rd, and/or 5th year of the probationary period. Candidates requiring a cumulative reappointment dossier in the 1st, 3rd, or 5th year will complete the dossier within 30 calendar days of notification.”

Calendar:  For 1st year at WCU candidates, administrative reviews must be requested by the end of exam week in the Fall term, for dossier submission on the 10th working day of January. This exception allows 1st year candidates a full semester at WCU prior to initiation of an administrative review. 

Calendar:  For 1st  (previously employed full time at WCU), 3rd and 5th year candidates, administrative reviews must be requested by the 1st working day of September, for dossier submission on the 1st working day of October.  (See Faculty Handbook 4.06 B.4: “All candidates in the 3rd and 5th year of the probationary period who are asked to submit dossiers for administrative review must be notified by the 1st working day of September; these dossiers will be due on the 1st working day of October (however, department heads and deans are encouraged to notify candidates as soon as possible).”

6. TENURE AND PROMOTION
The documentation and process for tenure and promotion candidates remains unchanged from previous years. 

However, the calendar will be changed, with dossiers due on the 1st working day of October, instead of the 20th working day of September. 


7. GUIDELINES FOR APPLICATIONS AND DOSSIERS
Considerable changes have been made to the guidelines for dossiers this year, with the inclusion of a new section on applications. 

Significant changes include two major omissions, the Department Head Summary Statement and the candidate rebuttal after department decisions. Neither of these items had any procedural basis in the Faculty Handbook. 

Department heads: Please note that your AFE summary statements are now even more important with the omission of the Department Head summary statement. This is particularly true in the year before tenure. Please ensure that your AFE summary statement in the year prior to tenure forcefully makes your case regarding your candidate’s suitability for tenure and promotion.

Additional changes will be found in section C, the Candidate Narrative. These changes include page limitations on various narratives items, an emphasis on lists rather than narratives, the omission of a separate section for the seven dimensions of teaching, and an increased emphasis on the CV in Appendix B.  Please note also that candidates are encouraged to create tables of contents for major appendices. 


8. POST-TENURE REVIEW
Post-tenure review has been changed. Decisions on post-tenure review candidates are made at the department level. Deans will review candidates, but do not render decisions on post-tenure review. Deans or the Provost may choose to append letters to the AA-12. 
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