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INFORMATION FOR PROBATIONARY FACULTY

This guide is intended to provide information regarding the procedures and deadlines for tenure-track
and tenured faculty who are taking part in the RTP (retention, tenure, promotion) process.

WHEN WILL YOU BE REVIEWED?

Ordinarily, faculty hired as Assistant Professors have a six (6) year probationary period, during which
they will be reviewed for retention annually for the subsequent year. Each year during the probationary
period, faculty will submit a Working Personnel Action File (WPAF) for review. In the first probationary
year, faculty will undergo an informal review with their Department Chair. In each subsequent year,
faculty will submit their WPAF during the fall semester for retention review. After receiving tenure and
promotion to Associate Professor, faculty will be reviewed in five (5) year cycles (Post-Tenure Review,
or PTR). The first of these cycles is the review for promotion to Full Professor.

For faculty hired with credit toward tenure and promotion, the probationary period is shortened
accordingly. Those with one (1) year credit are effectively in their second probationary year. Those who
arrive with two (2) years’ credit are in their third probationary year. In both of these cases, the first year
involves an informal review by the chair.

WHO EVALUATES THE WPAF?
After the first year the WPAF is evaluated by:
e Your Department Primary ARTP Committee
e Your Department Chair (if specified in your department’s ARTP policy)
o College of Arts and Letters Secondary ARTP Committee, which is elected by the College
faculty
e College Dean

Additionally, in the 4" and 6™ probationary years the Provost conducts an independent review.

THE EVALUATION:
Each level of review results in a written evaluation, which becomes a permanent part of the WPAF.

For each written evaluation, the faculty member under review will have ten (10) calendar days to
provide an optional written response. This rebuttal will also become a permanent part of the WPAF.

For each review cycle, the highest-level official makes the final decision regarding retention and/or
promotion.

PROBATIONARY FACULTY CLASSIFICATION
Ordinarily, the probationary period is six years.

P-1:  This classification designates newly hired probationary faculty members without credit towards
tenure. These faculty members will receive an informal periodic evaluation by the Department in
the spring semester.

P-2:  This classification designates probationary faculty in their second year. At this level WPAFs are
typically reviewed beginning in the fall. This classification also designates faculty members who
were given one (1) year of credit toward tenure at the time of appointment. Faculty members
with one (1) year of credit towards tenure will receive an informal periodic evaluation by the
Department in the spring semester.



P-3:  This classification designates probationary faculty in their third year. At this level WPAFs are
typically reviewed beginning in the Fall semester. This classification also designates faculty
members who were given two (2) years of credit toward tenure at the time of appointment.
Faculty members with two (2) years of credit towards tenure will receive an informal periodic
evaluation by the Department in the spring semester.

P-4:  This classification designates probationary faculty in their fourth year. At this level WPAFs are
typically reviewed beginning in the fall semester. Final decisions for retention at this level
rest with the Provost.

P-5:  This classification designates probationary faculty in their fifth year. At this level WPAFs are
typically reviewed beginning in the fall semester. Faculty in this classification may request
consideration for early tenure and promotion by providing written notice to the Department’s
primary committee and/or chair according to the RTP calendar of deadlines.

P-6:  This classification designates probationary faculty in their sixth year. At this level WPAFs are
Typically reviewed beginning in the fall. Faculty in this classification must be reviewed for
tenure and promotion. This marks the final pre-tenure review. Final decisions for tenure and
promotion rest with the Provost.

HYPERLINKS TO ARTP POLICIES

e Collective Bargaining Agreement (CBA) for Unit 3 Faculty

e University Appointment, Retention, Tenure and Promotion (ARTP) Policy

e Sacramento State MOU on Interim RTP Process during COVID-19

e The College of Arts and Letters ARTP Policy

e The Department ARTP Policy (see Department Chair or primary committee)

PREPARING THE WORKING PERSONNEL ACTION FILE (WPAF)

**FOR THE 2021-2022 REVIEW CYCLE, WPAFS WILL BE ASSEMBLED, SUBMITTED AND
REVIEWED DIGITALLY. FOR THE COLLEGE OF ARTS & LETTERS, THE WORKING PERSONNEL
ACTION FILE (WPAF) WILL BE ACCESSIBLE VIA ONEDRIVE:
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https://www.csus.edu/academic-affairs/faculty-advancement/_internal/_documents/7-mou-20-21-rtp.pdf
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Each “Supporting Documents” folder includes select materials
demonstrative of achievements and contributions in each respective
area of review.

THE WPAF IS CREATED AT THE BEGINNING OF THE REVIEW CYCLE

1.

The Dean’s Office sends a list to the Departments of their faculty eligible for review and the level
of review. The Department Chair and primary committee review the list of faculty for accuracy.
Probationary faculty requesting early tenure and promotion must inform the Department’s Chair
and primary committee in writing at this time.

Faculty on non-protected leave during their fifth year must prepare their WPAF accordingly.

Faculty on protected leave (FMLA, Sick Leave, Disability leave, etc.) at any point during the
review period should consult with their Department Chair and Dean’s Office during this phase of
the review cycle for clarification of the review process.

The Department announces to its faculty the deadline for compiling the WPAF’s content. It is the

responsibility of the candidate (not the Department Chair or Coordinator) to prepare the

following materials for review:

e Current Curriculum Vitae (Name of file for digital WPAF: DEPT_Doe,J_CV.pdf)

e Faculty Development Plan (Name of file for digital WPAF: DEPT_Doe,J_FacDevPlan.pdf)

¢ Index (Name of file for digital WPAF: DEPT_Doe,J_Index.pdf) Outlined record of all the
achievements a faculty member wishes to bring to the reviewers’ attention. The most recent




entries are to be listed first. The Index must be subdivided as follows (see also attached
sample):

O

o

Achievements relating to Teaching Effectiveness (Examples: Lab manuals; letters
of support from students, colleagues, etc.). Additional pages should be labeled
Teaching Effectiveness, Page 2, etc.

Activities relating to Scholarly and Creative Achievements (Examples: published
books, papers, and chapters, conference presentations, exhibitions, showings,
performances, concerts, etc.). Additional pages should be labeled Scholarly &
Creative Achievements, Page 2, etc.

Achievements relating to Department/College/University Service (Examples:
committee membership, special assignments, program review, student organization
advising, etc.), Additional pages should be labeled D/C/U Service, Page 2, etc.
Activities relating to Community Service (Examples: voluntary professional offices,
volunteer/paid consultant, participation on national, state, or local
agencies/organizations, mass media interviews or contributions, public
honors/awards, etc.). Additional pages should be labeled Community Service, Page
2, etc.

OTHER: While it is the faculty member’s right to include any material they believe
demonstrates their professional achievement, they should be mindful of the
difference between proving work done and demonstrating the quality/contribution of
the work with well-chosen evidence. That is, choose to include material that most
effectively conveys the nature and value of your work. At any level of review,
reviewers may request evidence of activities and accomplishments listed in the
indices.

For each index, the candidate should asterisk those entries for which supporting
material is submitted.

e Supporting Documents, i.e. the select materials described above listed in Index, for each
area of review.

3. The faculty member will upload materials above to their designated OneDrive folder. The
department chair will upload Student Course Evaluations and Peer Evaluations if conducted per
departmental ARTP Policy.

o
(0]

All Student Evaluations conducted during the period under review must be included.
If the upcoming evaluation is for purposes of retention, tenure or first promotion, then
all Student Evaluations gathered since the initial appointment to probationary status
must be submitted.

If the upcoming evaluation is for a subsequent promotion, then all Student
Evaluations gathered since the last promotion must be submitted.

Student Evaluations must be filed in chronological order with the most recent
semester first.

The university has put two MOUs in place regarding the impact and inclusion of Student
Evaluations for the 2020-2021 Evaluation/Retention Cycle as a result of the Covid-19 pandemic.
In summary, departments are to include a disclaimer addressing the impact of COVID-19 on
student evaluations and/or faculty members may request negative evaluations that meet
specific conditions be removed from their WPAF. Please see MOU Addressing Impacts of
Student Evaluations for specific details.

The WPAF is now completely assembled and ready to be closed and submitted electronically
for the next level of review. Once closed, the WPAF cannot be modified. At this point, the faculty
member will receive the “Working Personnel Action File Verification and Certification” form via
email. Via Adobe Sign, the faculty member and chair will submit this document certifying that
the WPAF is complete and ready for the Primary Committee (and, if appropriate, the
Department Chair) review. Should the need arise to re-open the WPAF, please refer to the


https://www.csus.edu/academic-affairs/faculty-advancement/_internal/_documents/5-mou-impact-on-evaluations-signed.pdf
https://www.csus.edu/academic-affairs/faculty-advancement/_internal/_documents/5-mou-impact-on-evaluations-signed.pdf

UARTP document 4.03 (F) for guidelines.

4. After the Primary Committee has conducted their evaluation of the content in the WPAF and
completed their deliberation, their conclusions and recommendations shall be emailed to the
college designee. The chair of the Primary Committee must sign and date this document
certifying that the departmental ARTP procedures were followed.

Where required, the Department Chair shall conduct an independent evaluation and produce a
separate written document of their conclusions and recommendations. The chair shall sign and
date this document certifying that the departmental ARTP procedures were followed.

Each of these written documents shall be entitled 2020-2021 RETENTION EVALUATIONS AND
RECOMMENDATIONS. The Dean’s Office will supply letter templates, if needed.

5. At this juncture, the college will rescind the faculty member’s access to the digital WPAF and
grant access to the next level of review, whether the department chair and/or Primary ARTP
Committee.

6. Each faculty member will receive a copy of their primary level recommendation(s) via email with

a notice that the faculty member has ten (10) calendar days to submit a response or rebuttal
statement (see page 7). The Primary Committee does not send their evaluation to the
faculty member; it must come through the Dean’s Office. If faculty choose to submit a
rebuttal, then that statement must be addressed to Dean Sheree Meyer, but emailed to
Erin Mahoney (mahoney@csus.edu) and cc’ed to Associate Dean Melinda Wilson Ramey
(mwilson@csus.edu).

7. After the ten calendar (10) days have expired, all of these documents are uploaded to the
“Current ARTP Evaluations” digital file by the Dean’s Office.

IMPORTANT

The Index becomes a permanent part of the WPAF. With the exception of faculty members being
reviewed for tenure and promotion, faculty member will have access to neither the traditional
black binder nor previous supporting documents there within. Subsequently, the asterisks in
the Index that reference supporting documents from previous review cycles need to be deleted.

FACULTY DEVELOPMENT PLAN

A Faculty Development Plan is a narrative, summary or reflective statement of the candidate’s
accomplishments and a plan of action for each area of review. This plan should result from consultation
between the candidate and the Department Chair per the Departmental ARTP Policy.

The College of Arts & Letters recommends that the Faculty Development Plan begins with a one-page
reflection on candidate’s teaching philosophy and their teaching experience from the previous review
cycle, but defer to Departmental ARTP requirements for guidance. Additionally, the plan must review
and outline a professional plan of action for each area of evaluation not to exceed two pages.

The Faculty Development Plan is neither a formal agreement nor a contract, but rather a set of
academic goals and objectives that the candidate intends to pursue in meeting his/her professional
responsibilities, consistent with the department's performance expectations. It should be understood
that meeting the goals and expectations of the Faculty Development Plan does not guarantee retention,
tenure, or promotion.


mailto:mahoney@csus.edu
mailto:mwilson@csus.edu

SUPPORTING DOCUMENTS

Each area of review, i.e. Teaching Effectiveness, Scholarly and Creative Achievements, Contributions
to Department/College/University, and Contributions to the Community, includes Supporting
Documents that exemplify achievements in each area. Anything listed in the index must be available for
review if requested by any reviewer at any level of review.

The digital WPAF should have files uploaded into the respective evaluation area’s supporting
documents folder. Files should be uploaded as pdfs; however, files can also be other formats
(ipeg, mp4, etc.) as needed/appropriate. The recommendation is to also limit pdf documents to
no more than 30 pages. Hyperlinks for supporting document materials that are permanently
housed online may be embedded in the Index and also marked with an (*). These items need not
be repeatedly included in Supporting Documents files/folders. Supporting Documents must
correspond with asterisked numbers (*) in Index and files named accordingly:

07.4. ART_Doe,J_Teachingindex3.pdf
ART_Doe,J_Teachingindex8.jpeg

08. ART_Doe,J_SCAIndex5.pdf
ART_Doe,J_SCAIndex12.mp4
ART_Doe,J_SCAIndex15.pdf

09. ART_Doe,J_UnivServindex4.pptx
ART_Doe,J_UnivServindex10.pdf

10. ART_Doe,J_ComServindex4.pdf

TEN (10) DAY REBUTTAL PERIOD

For each level of review, the faculty member will have ten (10) calendar days to consider and submit an
optional rebuttal or response to the content of the review. This ten (10) calendar day period begins from
time of receipt of the review document. From Section 9.010X of the University ARTP (CBA 15.5) should
be kept in mind:

At all levels of review, before recommendations are forwarded to subsequent
review level, faculty unit employees shall be given a copy of the
recommendation and the written reason therefore. The faculty unit employees
may submit a rebuttal statement or response in writing and/or request a meeting
to be held to discuss the recommendation within ten (10) days following receipt
of the recommendation. A copy of the response or rebuttal statement shall
accompany the Working Personnel Action File and also be sent to all previous
levels of review. This section shall not require the evaluation timelines be
extended.

Please also note the following important information:

At the department level, independent reviews by the primary committee and the Department Chair
may be conducted simultaneously. To ensure these reviews are independent, neither should
consider the evaluation statement of the other.

At the department level, where Department Chairs conduct a subsequent review — taking into
account the primary committee’s evaluation — then the faculty member’s ten (10) calendar day
period of rebuttal must be factored into the determination of timelines and deadlines. Both the



primary committee’s evaluation and the faculty member’s rebuttal/response must be considered
by the Department Chair.

WHAT TO INCLUDE WHEN

o PROBATIONARY PERIOD: For each year of retention review include samples of work and
contributions made during the period of evaluation, i.e., the previous academic year.

e TENURE AND PROMOTION TO ASSOCIATE: Samples of work and contributions made since
the date of initial probationary appointment.

e PROMOTION TO FULL: Samples of work and contributions made since the closing of the
tenure WPAF.

e PERIODIC REVIEW OF TENURED FACULTY (FIVE-YEAR POST TENURE REVIEW):
Samples of work and contributions made since the closing of the file for the previous review.
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SACRAMENTO COLLEGE OF ARTS & LETTERS
STATE

WORKING PERSONNEL ACTION FILE VERIFICATION
AND CERTIFICATION
2022-23 REVIEW CYCYLE

Candidate's Name:

Department:

By signing below, | certify that my Working Personnel Action File has been satisfactorily
completed and is ready to be released to the review committees for evaluation and
appropriate recommendations. | also certify that references made in my documents
which do not accompany the Indexes are readily available should the material be called
for at any review level.

Candidate Signature Date

vk ok sk ok ok ok ok ok ok skoskok ok sk sk ok sk ok ok ok ok sk sk ok sk sk sksk ok ok ok sk ok ok sksk sk ok sksk sk ok sk sk sk sk sk ok sksk ok ok skokok sk ok ki ki ok sksk ok sksksk sk ok ok

Department Chair signature certifying WPAF file format compliance:

Department Chair Signature Date



FORMAT FOR PRIMARY EVALUATIONS AND RECOMMENDATIONS

TITLE

2022-2023 - Performance Evaluation and Recommendation for Retention (or Tenure or Promotion to
Assistant/Associate Professor) of Professor X submitted by the Primary ARTP Committee (or, if
appropriate, by the Department Chair).

Primary Level please note:
Your evaluation must address the candidate's performance in each of the four criteria:
Teaching Effectiveness
Scholarly and Creative Achievements
Contributions to the Department/College/University
Contributions to the Community

If the candidate does not possess a terminal degree, a degree equivalency statement must be
included.

If your departmental ARTP procedures call for the ranking of promotion candidates, the rank
order must be spelled out without, however, mentioning other candidates by name.

FINAL STATEMENTS:

I hereby certify that the departmental ARTP procedures were followed.

Signed
Primary Committee Chair (or Department Chair, if appropriate)

Date




SAMPLE INDEXES

Index sample for faculty in 2" year of appointment, i.e. a faculty who began teaching at
Sacramento State in 2021-2022.

TEACHING EFFECTIVENESS, Page 1

2022-2023 Retention Cycle (Include material from Fall 21 and Spring 22)

1.

2.

Courses taught during period being evaluated: Subject 7A, 50, 150, 222
*Presented short film at festival

Wrote Teacher’s Guide for field trips to art museum

Revised textbook chapter for 8" edition

*Letter of support from colleague at Oxford University

Subsequent pages to be marked

TEACHING EFFECTIVENESS, Page 2, etc.

*kkkkk




Index sample for faculty in 3" year of appointment, i.e. a faculty member who began teaching at
Sacramento State in 2019-20. This instructor has completed two years of their appointment. These two
years provide the period of review. The review occurs during their third year.

TEACHING EFFECTIVENESS, Page 1

2022-2023 Retention Cycle (Include material from Fall 21 and Spring 22)

1. Courses taught during period being evaluated: Subject 7A, 50, 150, 222
2. *Presented short film at festival

3. Wrote Teacher’s Guide for field trips to art museum

4. Revised textbook chapter for 8" edition

5. *Letter of support from colleague at Oxford University

2021-2022 Retention Cycle (Include material from Fall 20 and Spring 21)

1. Courses taught during period being evaluated: Subject 1A, 50, 100A, 249
2. Developed Lab exercises for Subject 100A

3. *Student comments on field trip in Subject 100A (must be signed)

4. Directed Independent Study course

5. Held one-on-one meetings with every student in Subject 50 to prepare for presentation of final
papers

6. Coordinated symposium for students in Subject 50 course
7. Revised final project for Subject 249 course to online format

8. *Student Letter from Jane Doe.

Subsequent pages to be marked

TEACHING EFFECTIVENESS, Page 2, etc.




Index Sample for faculty in 4" year of appointment, i.e. a faculty member who began teaching at
Sacramento State in 2018-19. This instructor has completed three years of their appointment. These
three years provide the period of review. The review occurs during their fourth year. There will also be a
review from the Provost.

TEACHING EFFECTIVENESS, Page 1

2022-2023 Retention Cycle (Include material from Fall 21 and Spring 22.)

1. Courses taught during period being evaluated: Subject 7A, 50, 150, 222
2. *Presented short film at festival

3. Wrote Teacher’s Guide for field trips to art museum

4. Revised textbook chapter for 8" edition

5. *Letter of support from colleague at Oxford University

2021-2022 Retention Cycle (Include material from Fall 20 and Spring 21)

1. Courses taught during period being evaluated: Subject 1A, 50, 100A, 249
2. Developed Lab exercises for Subject 100A

3. *Student comments on field trip in Subject 100A (must be signed)

4. Directed Independent Study course

5. Held one-on-one meetings with every student in Subject 50 to prepare for presentation of final
papers

6. Coordinated symposium for students in Subject 50 course
7. Revised final project for Subject 249 course to online format

8. *Student Letter from Jane Doe.

2020-2021 Retention Cycle (Include material from Fall 19 and Spring 20)

9. Courses taught during period being evaluated: Subject 7A, 50, 150, 222

10. Sample Lab exercise developed for Subject 7A

Subsequent pages to be marked

TEACHING EFFECTIVENESS, Page 2, etc.




Index sample for faculty in 6% year of appointment — Applying for Tenure/Promotion. This index sample
is for a faculty member who began teaching at Sacramento State in 2017-18. They have completed five
years of their appointment. These five years provide the period of review. The review occurs during
their sixth year of appointment including years granted for service credit. This is the 2™ time the Provost
also conducts review.

NOTE INDEX CORRELATIONS, ETC. WITH SCHOLARY & CREATIVE ACTIVITIES SUPPORTING
DOCUMENTS IN DIGITAL WPAF

SCHOLARLY & CREATIVE ACTIVITIES, Page 1

2022-2023 Retention Cycle for Tenure & Promotion (Include material from Fall 21 and Spring 22.)

1. *Presented short film at festival
2. Wrote Teacher’s Guide for field trips to art museum
3. Revised textbook chapter for 8" edition

4. *Letter of support from colleague at Oxford University

2021-2022 Retention Cycle (Include material from Fall 20 and Spring 21.)

6. Submitted article to peer-reviewed journal
7. Wrote chapter for forthcoming textbook

8. *Gave keynote address at HYPERLINK TO CONFERENCE WEBSITE/KEYNOTE
RECORDING

2020-2021 Retention Cycle (Include material from Fall 19 and Spring 20.)

9. Gave public lecture at U-NITE
10. *Published article in peer-reviewed journal

2019-2020 Retention Cycle (Include material from Fall 18 and Spring 19.)

11. Received Probationary Faculty Research Grant
12. Pre-conference panelist
13. Presented paper at national conference

2018-2019 Retention Cycle (Include material from Fall 17 and Spring 18.)

14. *The Meaning of Life Ted Talk (posted March 16, 2018)

15. Guest speaker at fall symposium held at UC Davis



Index Sample for faculty applying for promotion to Full Professor, i.e. who received tenure and
promotion to Associate Professor beginning Fall 2017 (Reviewed during 2017-18 review cycle). The
index should reference all relevant activities for the complete period under review — namely from the
time the WPAF was closed (in Fall 2017) to the end of the five year period. The WPAF is constructed,
closed and submitted in Fall 2022.

TEACHING EFFECTIVENESS, Page 1

2022-2023 Retention Cycle (Include material from Fall 21 and Spring 22.)

1. Courses taught during period being evaluated: Subject 7A, 50, 150, 222
2. *Presented short film at festival

3. Wrote Teacher’s Guide for field trips to art museum

4. Revised textbook chapter for 8" edition

5. *Letter of support from colleague at Oxford University

2021-22 Retention Cycle (Include material from Fall 20 and Spring 21.)

1. Courses taught during period being evaluated: Subject 1A, 50, 100A, 249
2. Developed Lab exercises for Subject 100A

3. *Student comments on field trip in Subject 100A (must be signed)

2020-21 Retention Cycle (Include material from Fall 19 and Spring 20.)
4. Courses taught during period being evaluated: Subject 1B, 75, 125, 204

5. *Sample Lab exercise developed for Subject 75

2019-20 Retention Cycle (Include material from Fall 18 and Spring 19.)

6. Courses taught during period being evaluated: Subject 3B, 65, 135, 206

2018-19 Retention Cycle (Include material from Fall 17 and Spring 18.)

7. Courses taught during period being evaluated: Subject 7A, 50, 150, 222

8. *Sample Lab exercise developed for Subject 7A

For each sample Index provided above/each Index for a review cycle, there must be a
subsequent index using the same format for each area of evaluation:



Teaching Effectiveness

Scholarly and Creative Achievements
Contributions to Department/College/University
Contributions to the Community



Simultaneous Independent Reviews by Department Chair and Primary Committee

Primary Committee Department Chair Review
Review (per Department ARTP)

\ )
|

Faculty Member Given
Copies from Dean’s
Office

A

Ten (10) Calendar Day
Rebuttal

l

Other Levels of Review
with
Appropriate Notice
Periods




College of Arts & Letters Timeline for 2022-2023 Review Cycle

P2 Level Candidates

WPAF Closure Dates (Department Sets Date) As Announced by Department
Primary Level/Dept. Chair Retention recommendation submitted to College November 2, 2022
Primary Level Retention recommendation to P2 candidates November 4, 2022
Secondary Level Retention recommendation to P2 candidates December 8, 2022
Dean's Retention recommendation to P2 candidates February 15, 2023

P4 Level Candidates

WPAF Closure Dates (Department Sets Date) As Announced by Department
Primary Level/Dept. Chair Retention recommendation submitted to College November 2, 2022
Primary Level Retention recommendation to candidates November 4, 2022
Secondary Level Retention recommendation to candidates December 8, 2022
Dean's Retention recommendation to P4 candidates February 15, 2023
Provost Retention decision to P4 candidates April 3, 2023

P3 & P5 Level Candidates

WPAF Closure Dates (Department Sets Date) As Announced by Department
Primary Level/Dept. Chair Retention recommendation submitted to College February 1, 2023
Primary Level Retention recommendation to P3/P5 candidates February 3, 2023
Secondary Level Retention recommendation to P3/P5 candidates March 3, 2023
Dean's Retention recommendation to P3/P5 candidates April 3, 2023

Tenure & Promotion Candidates

WPAF Closure Dates (Department Sets Date) As Announced by Department
Primary Level/Dept. Chair Retention recommendation submitted to College February 1, 2023
Primary Level Retention recommendation to T&P candidates February 3, 2023
Secondary Level Retention recommendation to T&P candidates March 3, 2023
Dean's Retention recommendation to T&P candidates April 3, 2023

Provost Retention decision to T&P candidates May 17, 2023
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