PART X
PERFORMANCE REVIEWS

Overview 
Primary Information Resources

Articles 11, 12, 13, 14 and 15 of the CBA
Academic Policy Manual 322, 323, 324, 325, 327, 328 and 331

The university is committed to a fair, open personnel process that emphasizes institutional support and mentoring with the goal of developing teaching excellence, professional growth and a commitment to service in every faculty member.

Even faculty members who have taught elsewhere will need to make adjustments to our university community. Every academic community has different customs and usages; a student body with different skill levels, expectations and backgrounds; and is set in a different cultural milieu. Faculty may find that teaching in a Midwestern or Southern environment is different than teaching in California.  Success in one academic environment does not guarantee success in another.

In order to provide a supportive environment for a new faculty member, the university mandates that every new probationary faculty member be assigned faculty mentors and develop a probationary plan. A new faculty member is expected to take full advantage of the support services offered by the university including the resources of Technology Innovations for Learning and Teaching, the Center for the Scholarly Enhancement of Teaching and Learning, and the Office of Research and Sponsored Programs. 

New faculty members are encouraged to review the information resources identified above for a fuller understanding of the performance review processes and their rights and responsibilities therein. 

Service Credit

At the time of appointment, service credit may be given to an individual. Such service credit is applied to the probationary period and to sabbatical and difference in pay leave eligibility. It cannot be applied towards retirement. The criterion for service credit is outlined in the Policy and Procedures for the Appointment of Tenure Track Faculty and the Award of Service Credit (APM 301). 
Normally, service credit is given for full-time teaching experience at a four-year institution of higher learning. Normally, one year of service may be granted for each two-year period of full-time non-tenure track teaching experience. One year of service credit may be granted for each year of tenure track teaching experience.

In the probationary process, service credit can be a double-edged sword. While it shortens the probationary period, it also significantly reduces the time period in which to accomplish the goals of the probationary plan. Once granted, service credit cannot be withdrawn or voluntarily surrendered.  

Open Personnel File (OPF)

The Open Personnel File (OPF) is the local equivalent of the Personnel Action File as defined in Article 11 of the Collective Bargaining Agreement. 

The OPF is the one (1) official personnel file for employment information that may be relevant to personnel recommendations or actions regarding a faculty member. Personnel recommendations relating to retention, tenure, and / or promotion based upon work performance, or any other personnel action, shall be based on the OPF.  Should the President make a personnel decision on any basis not directly related to the professional qualifications, or on work performance of the individual faculty member in question, those reasons shall be reduced to writing and entered into the OPF.

The Provost is the custodian of all OPFs. However, the OPF for the individual faculty member is maintained in the office of the appropriate dean who is responsible for the security of the file and its contents. It is the policy of the California State University to maintain accurate and relevant personnel files.

Every faculty member is encouraged to review the contents of their OPF at least once a year and to continually update its contents so that the faculty member has a permanent record of documented achievement readily available.

Retention, Tenure and Promotion File (RTP File)

The Retention, Tenure and Promotion File (RTP File) is the local equivalent of the Working Personnel Action File as defined in Article 11 of the Collective Bargaining Agreement.

During a performance review involving retention, tenure or promotion, a RTP File is constructed and becomes the sole basis for any recommendation or decision during that review cycle. The file contains sections for documenting teaching excellence, (in the case of library faculty and counselors, performance of professional responsibilities); professional growth and scholarly activities; and service at all levels of faculty governance. 

Workshops on the construction and use of the RTP File are provided each year by Academic Personnel Services as part of a workshop on the entire retention, tenure and promotion process. 

Evaluation of Instruction

Teaching is central to the mission of the University and, therefore, its effectiveness must be assessed. The dual purpose of the assessment of teaching effectiveness is to provide the individual instructor with specific information to enhance instruction and to provide information for use in personnel actions. The assessment of teaching effectiveness addresses at least three basic components of instruction: subject matter, organization, and delivery. The primary responsibility for assessing all aspects of teaching effectiveness rests with the faculty.
There are two types of evaluation mandated by the CBA. First, there is student evaluation of instruction. Secondly, there is peer review of classroom instruction. 

For probationary faculty, student evaluations are taken in every class, every semester. For probationary faculty, peer evaluations are conducted in two classes (to include as many courses as possible) every semester.

For details and a timetable of evaluations, consult with your department chair.

Probationary Period

The normal probationary period prior to a decision related to tenure is six years. Faculty may be appointed with up to two years of service credit reducing the probationary timeline. 

Faculty may be considered for early tenure. However, early tenure is rare. Faculty members considering a request for early tenure must discuss this with the Provost prior to the beginning of the review process. Faculty members considering a request for early tenure should also discuss this with the department chair. While neither the Provost nor anyone else can guarantee an outcome for such a request, these individuals should be able to provide an assessment of the advisability of such a request. 

Probationary Plan

The probationary period should be one of professional growth and development in addition to being a period of evaluation. The purpose of probationary plans is to communicate the standards, criteria and expectations of all levels of review (the department, college/school, and university ) during the probationary process and to provide clear, consistent, supportive, accurate, and dependable communication to the probationary faculty member. The department and the probationary faculty member share responsibility for establishing clearly the goals for the probationary period through the preparation of a mandatory probationary plan. 

To provide time to develop the plan, all probationary faculty members will be appointed to a two-year initial appointment with the first performance review occurring in the second year of the initial appointment. The campus policy describes the process by which this is accomplished. Normal evaluations by students and peers as well as other normal procedures for gathering evaluative data will occur in the first year. The responsibility for working with the mentor and taking full advantage of this process rests with the probationary faculty member. 

Since all levels of review involved in the probationary review process review the plan prior to its approval by the Provost, the probationary faculty member can be confident of that the criteria for retention and tenure established in the plan will be the basis for all reviews. Therefore, the documentation in the RTP File should emphasize how the faculty member is meeting the expectations and goals set forth in the probationary plan. 

You are encouraged to read the Policy on Probationary Plans and Faculty Mentoring so that you may more fully understand the process as well as your rights and responsibilities.  

Faculty Mentors

Each new probationary faculty member is assigned up to three tenured faculty mentors, from within and /or without the department to advise the new faculty member, answer questions, and assist with the probationary process. 

Generally, the mentor is there to assist the new faculty member develop a sense of belonging to the university community, to be a resource for answering questions, solving problems, providing support and giving advice on professional matters; and to assist the new faculty member in networking across the campus. The role of the mentor is not supervisory.

Due to changing commitments, incompatibility, or where the relationship is not otherwise productive, either the probationary faculty member or the mentor should seek advice from the department chair. It is recognized that changes in mentoring relationships can and may be made without prejudice or fault for either person. Such changes can be made without rewriting the probationary plan.
In addition to the formal mentoring process, the probationary faculty member is encouraged to seek out additional mentors among the tenured faculty within and without the department. 
Retention and Tenure Review

Appointment or reappointment with tenure is the most important personnel decision made by the university regarding an individual faculty member. Tenure is not a right of a probationary faculty member or solely a reward for services and accomplishments during the probationary period. A decision in favor of tenure will be based upon evidence that indicates a high probability that the faculty member will continue to be a valuable and productive colleague throughout their academic career. The university makes this decision with great care based upon documentation gathered and analyzed during the probationary period, and provided in the faculty member’s RTP File. 

Most probationary faculty members will have a six year probationary period. The first year is dedicated to getting “your feet on the ground and running.” The probationary plan is developed and reviewed by all levels of the university review process. The Provost approves the final plan and returns it to the department and faculty member and a copy should be placed in the OPF. 

Performance reviews then occur in the second, fourth and final probationary years. In the second and fourth year reviews, documentation in the RTP File is reviewed against the expectations set forth in the probationary plan to determine if and how much progress is being made to achieve the criteria set forth in the probationary plan. In the sixth and final year, documentation in the RTP File is reviewed against the expectations set forth in the probationary plan to determine if the criteria set forth in the probationary plan have been met. Recommendations and the Provost’s decision will be the outcome of that review. 

The probationary reviews take place at the department, college/school and university levels ending with the Provost, who makes the decision regarding your future status. Prior to the Provost, all review outcomes are recommendations. 

At the department level, the RTP file is normally reviewed by a committee of tenured faculty from within the department. Sometimes, it is a committee of all tenured faculty in the department while some departments elect to have a smaller committee handle the recommendations. The department chair may sit with the other tenured faculty or make a separate recommendation. The chair cannot do both. Once the deadline arrives for the departmental (and chair, if any) reviews to be completed, you will be given a copy of their recommendation(s) before they are forward to the college/school level. 

At the college/school level, the RTP File is reviewed separately by the unit Personnel Committee composed of tenured professors and the dean. Once the deadline for the college/school reviews to be completed arrives, you will be given a copy of the separate recommendations of the college/school committee and the dean. 

At the university level, the RTP File is reviewed by the University Board on Retention and Tenure (UBORT) for fourth and sixth year probationary faculty. Only in the rare instance when a second year probationary faculty member is recommended for termination will the Board review those files. The university committee will make its recommendation and forward it with the entire RTP File and recommendations to the Provost for a decision. You will be given a copy of the board’s recommendation before it is forwarded to the Provost. The process concludes with the Provost’s decision which is mailed to your home address. 

You are encouraged to read the Policy on Retention and Tenure so that you may more fully understand the process as well as your rights and responsibilities.
Promotion Review

Most probationary faculty are appointed as Assistant or Associate Professors. Library and counselor faculty have equivalent ranks. A probationary faculty member is not normally promoted during probation. Consideration for promotion to the next rank should normally occur concurrently with the final tenure review. 

The process for promotion review is the same as it is for retention and tenure, except that there is a separate university peer review committee, the University Board on Promotion (UBOP). Also there are no “promotion plans” but successful completion of the probationary plan usually assures promotion to the next rank. 

While there is no specific time in rank for promotion to Professor, consideration for promotion to the next rank may not include evidence of achievement used for a prior promotion. Usually faculty wait about five years to develop a new portfolio of accomplishments for promotion to the highest rank. Continued teaching excellence; a record of scholarship and professional development activities; and a record of service to the university and the community. 

You are encouraged to read the Policy on Promotion so that you may more fully understand the process as well as your rights and responsibilities.  

Periodic Evaluation of Tenured Faculty

Title 5, CSU Policy and the CBA require that tenured faculty not subject to promotion review be evaluated at least every five years. Tenured faculty have earned the right under California law to continued employment by virtue of probationary and tenured service during which both competence and performance have been rigorously reviewed and found to meet high professional standards. Therefore, in light of the special nature of tenured appointments, these post-tenure reviews are formative in that the focus is upon the enhancement of instructional performance.

Periodic evaluation of tenured faculty, which only occurs five years after the last promotion, serves as a means to stimulate the on-going professional development of faculty and to assure the overall quality of instruction. The evaluation shall include assessment by the peer review committee, the department chair, and the dean of faculty responsibility including teaching effectiveness, professional development, and university and community service.

You are encouraged to read the Policy on Periodic Evaluation of Tenured Faculty so that you may more fully understand the process as well as your rights and responsibilities.  

Tips

· Check the contents of your Open Personnel File at least once a year. 

· Work cooperatively with your faculty mentors and department chair to develop a workable probationary plan that can be reasonably achieved during the probationary period

· Attend workshops on probationary plans and the RTP process given annually by Academic Personnel Services

· Discuss with your chair the schedule for student and peer evaluations.

· Ask to see the questionnaire used by the department for student evaluations.

