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Strategies for Inclusive Engagement

• Please make sure that your name is correct under 
participants

• Please mute your microphone and video
• When you have a question/comment, please use the “raise 

hand” feature under participants and wait to be recognized
• After being recognized please unmute your video and 

microphone to share
– Please make sure to state your name first and also speak 

slowly
• Please use the chat feature minimally

• Any additions? Comments?



Recording

• Recording this presentation
• Slides and Recording will be placed on the 

Education website

• Let’s save questions until the end
• Unless they are burning questions that MUST be 

asked



CBA & UARTP & RTP

COE ARTP

University 
Appointment, 

Retention, 
Tenure, & 
Promotion

Collective 
Bargaining 
Agreement



Where do I locate the COE ARTP?

• Education Secure Website
• My Sac State

• At the very top – center
• Internal Documents and Resources

• Education Faculty & Staff Resources Policies & Forms
• Policy: Retention, Tenure, and Promotion



The RTP Toolkit- 
your new best friend!

Go to the Toolkit, 
look around in it, 

bookmark it.

The index helps you 
organize your file and 

assists the reviewers in 
understanding your 

evidence



Overview of Presentation
• Key Terms
• Evaluation Committees 

• PEC, SEC, Branch Chair
• Election and Responsibilities

• Years of Review
• Periodic, Retention, Tenure
• Early Tenure and Early Promotion

• Personnel Action and Working Personnel Action Files
• Index and Evidence
• Evaluative Criteria

• Teaching Performance
• Scholarship and/or Creative Achievements
• Institutional Service
• Community Service

• Suggestions to Consider



Key Terms
Term Definition
RTP Retention, Tenure, and Promotion

Probationary Tenure-Track (not tenured), may also be referred to as “junior”
WPAF Working Personnel Action File (or also Volume II),  file 

specifically generated for use in a given evaluation cycle. This is 
the electronic file.

PAF Personnel Action File (or also Volume I); official personnel file 
for employment information and information that may be 
relevant to personnel recommendations or personnel actions 
regarding a faculty unit employee. Usually a folder within the 
WPAF. 

Index Table of Contents of evidence
Narrative or Reflection Statement written by faculty member, opportunity to provide 

context to the evidence they provide in the file



Key Terms

Term Definition
Periodic Evaluation (or 

Review)
Materials submitted/received since date of last evaluation

Performance Evaluation 
(or Review)

Materials submitted/received since date of appointment (or of 
last promotion)

Primary Evaluation 
Committee (PEC)

Made up of tenured faculty from your Branch/Department

Secondary Evaluation 
Committee (SEC)

Made up of tenured faculty from the College



Primary And Secondary Evaluation 
Committees 

• Election
– Primary Evaluation Committees (PECs)

• 4 tenured faculty members
• Branch Chair
• 3  tenured faculty members from the candidate’s academic branch

– Secondary Evaluation Committee (SEC)
• 8 faculty members,

• 2 elected from each of 3 branches 
• 2 members elected at large

• Responsibilities
– Conduct a substantive review of each faculty candidate relative to 

retention, tenure and/or promotion. 
• Quality of artifacts are considered

– Provide recommendations on matters of retention, tenure, and/or 
promotion based on evidence in the candidate’s Working Personnel 
Action File. 



Years of Review
Level of 
Review

Retention 
Year 1

Periodic 
Evaluation

Retention
Year 2, 3, 5

Periodic 
Evaluation

Retention
Year 4

Periodic 
Evaluation

Year 6
“Tenure” 

Performance 
Evaluation

Promotion to 
Full Professor

Performance 
Evaluation

First Primary Primary Primary Primary Primary

Second Secondary Secondary Secondary Secondary

Third Dean Dean Dean Dean Dean

Fourth Provost 
conducts a 

Performance 
Evaluation

Provost Provost



Early Tenure and Early Promotion 
(UARTP)

• Early tenure is not a right. 

• Early tenure is recognition of qualifications and performance substantially beyond 
that required for the granting of tenure after the normal six (6) year probationary 
period.

• Early tenure is granted for attaining a professional standard that includes activities 
which bring widespread recognition to the individual and the university from the 
academic community and/or the general public. 

• A faculty member under consideration for early tenure shall contain evidence of 
recognized outstanding performance in teaching, which shall be given primary 
weight, and of appropriate academic preparation. 

– It shall also contain evidence of recognized outstanding performance in at least two (2) of 
the remaining three (3) university criteria for retention, tenure, and promotion: scholarly or 
creative achievement, contribution to the institution, and contribution to the community. 

– The candidate must also receive a minimum rating of “meets criteria” for the remaining 
fourth evaluative area



Early Tenure and Early Promotion 
(COE ARTP)

• Early promotion and tenure is recognition of qualifications and 
performance substantially beyond that required for the granting of 
tenure after the typical six (6) year probationary period. 

• Early promotion and tenure is granted for attaining a professional 
standard that includes activities that bring widespread recognition to the 
individual and the university from the academic community and/or the 
general public. 

• To earn Early promotion and tenure, faculty candidates must obtain a 
rating of “outstanding” in Teaching Performance and two (2) of the three 
(3) other evaluative areas with “meets criteria” for the fourth (4th) 
evaluative area.

In the narrative, it is the candidate’s responsibility to explain 
how they have met the standard



Personnel Action File (PAF)
• The PAF is confidential and official

• Confidential file with exclusive access of the faculty member and designated 
administrators and administrative staff

• Official personnel file for employment information
– Access log
– Appointment letter and other relevant appointment information
– Results of standardized student evaluations
– Written student comments and summaries of oral student comments, if any
– Submissions by professional colleagues both on and off campus such as letters of 

evaluation and recommendation regarding teaching performance, acknowledgment 
of teaching awards or honors, results of class visitations, opinions, and/or evaluation 
by peers

– Peer evaluations, if any
– All evaluations, recommendations, rebuttals, responses and decisions for each level 

of review for past review cycles



Working Personnel Action File (WPAF)

• The WPAF is maintained by the faculty member
• Should be updated for every review period

• The WPAF shall contain:
– Current CV
– A clear statement of the faculty member’s workload assignment for 

each semester throughout the review period
– Index to materials submitted  
– Narratives for each of the four categories for evaluation
– Supporting evidence related to the four categories for evaluation for the 

period under review
• Some materials may need to be removed if they are not being 

considered for this year of review



WPAF Folders
• WPAF is organized in the following order, each with an 

individual folder:
– Current CV
– Index
– Teaching Performance

– Workload assignment for each semester throughout the review 
period

– Scholarly and/or Creative Achievements
– Contributions to the Institution
– Contributions to the Community

• Within each folder you should organize your files in the order they 
appear in your index



Activities and Workload
• Workload assignment of courses and activities for each semester 

throughout the review period 
– How are you getting your WTU’s?

• You must have 24 Weighted Teaching Units (WTUs) per year 
(CBA)

– Include courses taught and reassigned time (or course buy-outs)
• If you have a buy-out – what was it for? 

– Describe how many units and the work you engaged in



Workload Table: Teaching Index
RTP Toolkit



What is an Index?
• This shows how all the evidence documenting your 

performance for the past evaluation cycle is organized

• Essentially a directory to the “heart” of your WPAF

• Supporting materials may be listed on the index but not 
physically present in the file. 
• Considered to be included by reference on the index 

and are to be considered part of the WPAF for any 
evaluation actions. – use sparingly





What is Evidence?  
• Evidence includes documents, artifacts, or items that support your 

work
– For example

• A syllabus
• A service letter from a committee chair you served on
• A letter from an editor thanking you for reviewing for a journal

• Placing evidence into a WPAF is not enough
– Your reflections/narratives should describe the evidence

• You don’t have to include everything
– Who are you? What evidence clearly demonstrates who you are



Organizing Your Evidence?  
• Evidence should be presented in the index AND THE NARRATIVE SHOULD 

FOLLOW THE SAME ORDER
– Ideally, hyperlink the evidence in the index AND in the narrative

• Keep your audience in mind
• Not everyone who reviews you will have your disciplinary background

• Avoid jargon and acronyms
• Be specific about how your work contributes to your specific 

discipline – concise and explicit

• Any item presented in WPAF should be discussed in narratives

• Statements such as “available upon request” should be used sparingly



Narratives: What are they? 
• NARRATIVE SHOULD BE WRITTEN FOLLOWIING THE ORDER OF THE INDEX• For each evaluative area you will be required to write a narrative.• Details the work that you have completed during the period under review• Be concise and detailed– Teaching narrative is usually your longest

• The narrative provides– Details on the evidence submitted – Reflection on what has been done  - what has gone well and where are opportunities for growth– Where have you grown within that evaluative area– Aspirations for future activities (e.g., professional development, new course preps, service 
activities)

• Should you write a general narrative?– Not necessary but…– If you do write a general narrative – make it short and highlight how your work fits together in all 
evaluative areas–  IF there is something that occurred over the year that impacted your work. For example – 
COVID 19, a passing of a loved one, a life event – You should write a general narrative



COE Weights for Evaluative Criteria

• Teaching Performance – 55% 
• Scholarly and/or Creative Achievements – 15% 
• Contributions to the Institution – 15% 
• Contributions to the Community – 15% 



Teaching Performance



Teaching Performance
• Effectiveness in teaching performance creates sustained positive influence on all 

students’ knowledge, skills, and dispositions and contributes to accomplishing 
the course and program objectives. 

• Effective teaching creates a positive learning environment by providing a 
dynamic, equity-minded, and student-centered approach in multiple areas of the 
faculty member’s expertise and involves engagement with the program’s 
students, courses, and curriculum. 

• Effective educators display leadership through engaging in consistent self-
reflective practices and ongoing efforts to remain current in pedagogical 
practices in higher education including culturally responsive and inclusive 
pedagogy, and evidences expertise in subject matter, pedagogical strategies, and 
communication. 



Teaching Performance
A holistic evaluation of faculty member’s teaching performance will seek to identify 
the quality of each source of evidence by examining each for indicators of 
effectiveness in teaching as defined above and contextualized in the faculty member’s 
narrative statement

Candidates must submit evidence as required below. 
1. Faculty member’s teaching assignment

• Indicating workload of courses taught per semester (as well as re-
assigned time)

2. Sample course syllabi and other course materials such as course outlines, 
reading lists, grading procedures, lecture outlines, assignments, assessments

3. Narrative Statement
1. Educational/pedagogical philosophy
2. Self-reflection contextualizing SQEs
3. Relationships between teaching effectiveness and evidence
4. Plans for maintaining and/or improvement



General Suggestions
• Teaching Narrative

– Remember the mission of the CSU system is teaching
– Review previous evaluations and respond to them
– Self-analysis of teaching effectiveness

• Demonstrate action and reflection
• How did COVID-19 impact your teaching? 
• How have racial injustices impacted your teaching?

– Include information about how you apply your philosophy of teaching to your instruction
• Classroom assessments, innovative pedagogy, problem-based inquiry, student centered 

teaching – recognizing students’ cultures and histories within your curriculum
• How did COVID-19 impact this?

– Include professional development activities
• How did you implement new knowledge, reflection

– Development of any new courses – curriculum
• How was your expertise utilized for this activity?

– Syllabi
• DO NOT include ALL syllabi for every course for every year

– Include the most recent syllabus and explain concisely how the course has improved



General Suggestions

• Classroom observation
– DO THEM
– Years 2 + 3 + 4 or 5
– Who should I ask to do a 

classroom observation?
• Program
• Branch
• PEC/SEC member
• CoE colleague
• CTL mentor

– Invite them to use the observation 
form AND a brief reflection



Teaching Performance & SQEs
• SQE’s are required per CBA, all of your evaluations will be part of your 

PAF

• Per COE ARTP
– SQEs shall never be used as the only standard for assessing teaching 

performance.
– SQEs shall not be given undue weight in faculty evaluations, since these 

numerical scores may reflect implicit bias and attitudes that extend beyond 
the successful accomplishment of the faculty member’s teaching 
performance.



General Suggestions
• Student Evaluations

– Remember that you are the expert of your classroom – bring your analytic skills in 
reviewing the data
• Try to not create summaries of the data but rather put the data in context

– How did COVID-19 impact this data? 
» Response rates? Student expectations? Your own expectations?

• Address the feedback received in the context of your teaching philosophy, 
pedagogical approaches, and strategies used for assessing student learning

• Address all feedback – quantitative and qualitative
– Do not shy away from addressing an aspect of the course design or classroom 

practice that did not achieve the desired result
– If evaluative data raised an issue with course design or classroom practice you 

should dissect the issue and outline plans to address it in the future
» This demonstrates dedication to improving your teaching

• If you believe there are biases, address them – call these out
– Do not rely on your reviewers to know or understand that SQEs are culturally 

biased



You can see here, again, the value 
of using this chart to organize the 
required evidence.



Teaching Performance
Evidence in categories 4.3.2 shall be included as appropriate to the candidate’s 
assignment and year of review. 

4. A classroom observation
5. Curriculum development or assessment
6. Application of professional development 
7. Culminating experience support
8. Community engaged instruction (beyond required components of assigned 

workload)
9. Student support, not otherwise noted

4. Supervising independent study



Evidence for culminating 
Experience, include the title page 
with your name as the chair or 
second reader

Other evidence could be a 
support letter from the area 
program coordinator



Teaching Performance 
Rating Criteria



UARTP 5.5E. states “…the evidence to support a recommendation to grant tenure shall be 
considerably more substantial than that to support a recommendation to retain a probationary 

employee.” Therefore, COE ARTP has a developmental retention process, each year the 
expectations are greater than the years prior.



Scholarly and Creative 
Achievements



Scholarly and/or Creative Achievements
• Scholarly and/or creative achievements are discipline-based, 

instructionally-related, applied, action, community engaged, or 
evaluation research that contributes to the discipline, the community, or 
society at large. 

• Quality scholarship and/or creative achievements are grounded in 
theoretical and/or practical orientations, apply appropriate investigative 
methods, and are disseminated to appropriate academic, practitioner 
and/or community audiences. 



Scholarly and/or Creative Achievements
• Faculty members must submit a narrative statement that includes a 

holistic and detailed summary contextualizing each scholarly or 
creative contribution as it relates to advancing, synthesizing, and 
applying knowledge within their larger program of work. 

– Discuss your research agenda, address your tenure research agenda
• How did COVID-19 impact this research agenda? 

» Add the short term and long term impact
– Discuss works completed, under review, in progress
– Highlight collaboration with students

– Discuss the quality of your work
• YOU define quality indicators

– Scholarship of Teaching and Learning
– Social Justice focused work
– Rankings of journals
– Rejection rates
– Contributions to the discipline

• Define your role in collaborative projects



Scholarly and/or Creative Achievements
Evidence in category 1-4 shall be included as appropriate to the candidate’s assignment and 

year of review.

• Category 1: Lead Author (1st/2nd) of a peer-reviewed/edited publication, in 

press or published

• Category 2: Co-Author (non-lead) peer-reviewed/edited publication, in press or 

published

• Category 3: Evidence of an Active Scholarly Program

• Category 4: Evidence of Scholarship-Related Activities







DON’T DO THIS DO THIS

Just the text of your manuscript in a word 
document

Accurately label “in progress”, “under review”, and ”in press”

Provide context to publications – remember people outside 
your discipline will be reviewing these and do not know your 
major journals or conferences

Data on journal or edited volume impact factor, sales 
rankings, or any other evidence of selectivity (optional, but 
nice to include)

Text or abstract in its published version (the publisher’s 
version)

Letters of acceptance, peer review comments or related 
communication from the editorial team regarding the status 
of your submission

If multiple authors, a statement of effort percentage, signed 
by all authors.

For in-progress publications—receipt of submission to journal 
or publisher (e.g., email, electronic notice).

Manuscripts and Other Editor-Reviewed Works of Writing 



Provide Journal’s 
Published Version of Your 
Abstracts 



Include Emails from Editors to Show Current Status of Your Submissions



DON’T DO THIS DO THIS

• Say in your narrative that you 
reviewed for a journal without 
referencing any public 
information about the journal

• Create tables and figures to guide the reader

• Include letters from editors or associate 
editors; if not available and you don’t want to 
bother, include the email that you receive as 
confirmation that you submitted a review 

Participating as an Editor or Peer Reviewer 



DON’T DO THIS DO THIS

• Give just the title of your grant 
proposal 

•Provide a copy of the grant proposal abstract in its 
submitted form

•Provide email evidence (or a screenshot) that your 
grant was submitted successfully. 

•Provide a copy of the notice of award from granting 
institution

•Provide a letter from the grant PI describing your 
contribution to the grant proposal.

•If you have not yet submitted the proposal, but have 
an idea that has been sent through the IRB, then 
include the submission of IRB as evidence.

Writing Grant Proposals for Scholarship





Making Presentations of your Scholarship

DON’T DO THIS DO THIS

• Give just the title of your 
presentation

•Page from the program showing your name and 
presentation title and abstract 

•Email or letter indicating your presentation’s selection 

•If presenting for an organization that is not universally 
known, include publicly-available information about 
the organization (for example a screenshot of the 
About page of the organization’s website)



Remember that this is developmental, you are always progressing your research agenda so make 
it very clear that you have PROGRESS TOWARDS AN ACTIVITY IN CATEGORIES – provide 

evidence of this in your index and speak about it in your narrative. BE SPECIFIC! 



Additional Suggestions
• Community Engaged Research

– Highlight that this is community engaged research however,
– Be clear on separating the research from the community engagement

• Publication is DIFFERENT than meeting with the community



Contribution to the Institution



Contributions to the Institution
• Contributions to the institution includes active participation in shared 

governance as well as the application of one’s professional expertise to address 
academic program and institutional needs to support the success and 
engagement of the diverse student and faculty body. 

• Quality contributions to the institution are those activities that are sustained and 
provide evidence growth in the faculty member. 
• Active participation is defined as sustained involvement in regularly 

scheduled meetings and engaging in work that is beyond attending 
meetings themselves.

• Leadership or substantial responsibility includes demonstration of initiative 
in a substantial project, holding an elected and/or appointed office, 
directorship, chairship and/or leading a substantial project. A substantial 
project involves significant effort and is impactful.



Contributions to the Institution
• Faculty members must submit a narrative statement including a reflection on the faculty 

member’s sustained institutional service and growth of service during the period under 
review. 

• Within this narrative, faculty members should explain the nature of each of these activities 
and contextualize these activities within their larger program of service to the institution.
– Explain the significance of your service contributions
– How did COVID-19 impact your contributions to the institution?
– How have racial injustices impacted your contributions to the institution?
– Link your service contributions to your identity as a scholar 



Contributions to the Institution
In addition to the narrative statement, evidence in categories 1-4 shall be included as 
appropriate to the faculty members assignment and year of review.

• Category 1: Academic Branch & Program Service
• Category 2: College Service
• Category 3: University Service
• Category 4: Student-Centered Institutional Service





How Should I Present Evidence 
of Institutional Service?



Illustrating your Institutional Service

DON’T DO THIS DO THIS

• List in dense narrative form all the 
details of your institutional 
contributions

• List things in institutional service 
that you already listed in 
scholarship, teaching, or 
community service without 
articulating clearly for the reader 
why it should not be considered 
“double dipping”

•Provide a table highlighting service contributions – 
time commitment, outcomes or service activities

•Provide a letter or email from the chair or another 
member noting specific role/tasks you have 
served/completed on behalf of the committee/group

• Include materials developed highlighting any 
reference to your role in developing them



Service Acknowledgement Letter

• RTP Toolkit
– Service Acknowledgement Letter





Emails can also be used as sources of evidence – ideally this 
would be the email THANKING you for your service or with the 
final outcome of the service – however, if used sparingly, these 
emails thanking you for agreeing to serve can be used as 
evidence.



Tables are Helpful



Contributions to the Community



Contributions to the Community
• Professional contributions to the community related to the faculty member’s area of expertise 

include establishing and maintaining an active presence in the civic, cultural, educational, political, 
and/or social activities that address the professional and/or publicly identified needs at the 
international, national, regional, state, or local level. 

• Contributions to the community shall be consistent with the University’s value of equity and the 
College’s mission to serve diverse communities towards engendering positive social change. 

• Quality contributions to the community are those activities that are sustained and evidence 
growth. 

• Active participation is defined as sustained involvement in regularly scheduled meetings and 
engaging in work that is beyond attending meetings themselves. 

• Leadership or substantial responsibility includes demonstration of initiative in a substantial 
project, holding an elected and/or appointed office, directorship, chairship and/or leading a 
substantial project.



Contributions to the Community
• Candidates must submit a narrative statement including a reflection on the strength and growth 

of the faculty member’s professional contributions to the community during the review period.

• Explain the significance of your service contributions
• How did COVID-19 impact your contributions to the institution?
• How have racial injustices impacted your contributions to the institution?
• Link to your identity as a scholar 

In addition to the narrative statement, evidence in categories shall be included as appropriate to the 
candidate’s assignment and year of review.

• Category 1: Service to Organizations

• Category 2: Other Service to the Community Specific to Expertise





How Should I Present Evidence 
of Community Service?



Illustrating your Service in the Community

DON’T DO THIS DO THIS

• List in dense narrative form all the 
details of your community 
contributions

• List things in community service 
that you already listed in 
scholarship, teaching, or university 
service without articulating clearly 
for the reader why it should not be 
considered “double dipping”

•Provide tables and figures with details for reader 

•Provide a letter or email from organization noting 
specific role/tasks you have served/completed on 
behalf of the organization

• Include materials developed for mass/social media, 
highlighting any reference to your role in developing 
them



Additional Suggestions



Additional Suggestions
• Slowly work on the development of WPAF

– It takes time to organize and organization is going to be the best 
thing you can do to present your best self to your evaluation 
committees

• Maintain an updated and comprehensive CV (always)
– Add to electronic WPAF 

– Include dates on evidence (e.g., powerpoints, papers, 
syllabus)

– Sort by academic year (and semester for teaching 
performance) with most recent year first

– Provide tables and figures to help guide the reader as 
needed



Additional Suggestions

• Cite policy in your narrative
– We have a new folks on evaluation committees, 

new leadership across campus – they may not 
know COE ARTP well

– New language in UARTP





• New language within UARTP highlighting 
credit for faculty who’s work (UARTP 5.5)
– enhances Sac State’s commitment to antiracism, 

belonging, diversity, equity, and/or inclusion
– Contributes to Sac State’s role as a community 

engaged university
• If this applies to you – highlight it in your 

narrative.



Additional Suggestions
• Ask a colleague to view their index and narrative (ideally tenured)

– Someone 2-3 years ahead of you
• If you are going to double dip, be explicit about what counts in what area
• Keep your audience in mind

– Not everyone who reviews you will have your disciplinary background
– Be specific about how your work contributes to your specific discipline – 

concise and explicitly – do not write pages and pages
• Review and consider all feedback from the most recent review and all 

earlier reviews
– Track your progress in addressing the feedback
– In the narrative statement, address both your reflection and the feedback you 

received and all actions you chose to take in response to the feedback
• Before submitting

– Review your entire WPAF for accuracy
– Make sure that all of your hyperlinks work



Your Support Network
• SEC Mentors

– Each person reviewed by SEC that is not a Full Professor should 
have been reached out to by someone on SEC – use this person as 
part of your support network – they have chosen to work with you 
on your file

• College Support
– Associate Dean
– Branch Chair
– Colleagues, Peers, Mentors

• 2024/2025 PEC/SEC Chairs

• University Support 
– Dr. Rebecca Cameron, Interim AVP Office of Faculty Advancement
– Jackie Kernen, Manager of Academic Personnel 
– Center for Teaching and Learning (CTL) 



Questions and Comments


