
1 
 

John Chambers College of Business and Economics 

Procedures for Faculty Appointment, Annual Evaluation, Promotion, 
and Tenure 

College-Specific Provisions Supplemental to WVU University Procedures 

Note: This document contains only those provisions specific to the John Chambers College of 
Business and Economics that supplement or differ from the WVU University-level procedures. Faculty 
must also consult the current WVU Procedures for Faculty Appointment, Annual Evaluation, 
Promotion and Tenure for all University-level requirements. 

 

I. College Governance and Amendments 
Any changes or amendments to the College procedures for faculty appointment, annual 
evaluation, promotion and tenure described in this document must be voted upon by the College 
Faculty. Any changes or amendments passed by the College Faculty will be effective for the 
next review cycle following the Faculty Vote. A copy of the revised document will be distributed 
to the College Faculty by the Office of the Dean. This document supersedes all previous John 
Chambers College of Business and Economics Procedures for Faculty Appointment, Annual 
Evaluation, Promotion, and Tenure documents and John Chambers College of Business and 
Economics Faculty Operating Manuals. 
Department specific policies related to the university guidelines must be approved by the Dean 
and the Provost. 
College level guidance regarding faculty appointment, annual evaluation, promotion and tenure 
may be more restrictive but not less restrictive than the official University documents. 

 

II. Faculty Appointment 
A. Appointment of a Faculty Member with Tenure 
No faculty candidate to be hired with tenure may be forwarded to the Dean for consideration 
without receiving a recommendation by a majority of the tenured faculty of the department hiring 
the candidate (i.e., tenured faculty of the department includes the department chair and 
representative to CPTC). The tenured faculty of said department will be appointed by the 
Department Chair to an ad hoc "Tenure Review & Recommendation Committee" and prepare a 
letter addressed to the Department Chair that provides a vote indicating the number of tenured 
faculty recommending hiring the candidate with tenure and the number opposed. 
The letter shall be structured similarly to letters written for assistant professors applying for 
tenure and should address the three mission areas: Teaching, Research, and Service — which 
will necessarily be based upon information provided by the candidate from their current and/or 
prior institution(s) of employment. 
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III. Digital Evaluation File — College-Specific Requirements 
A. Deadlines 
All faculty members must update their digital evaluation file by August 15th of each year for 
annual evaluation. All faculty members up for promotion and/or tenure must update their digital 
evaluation file by December 31st of each year. Materials entered into the digital evaluation file 
after August 15th for annual evaluation or after December 31st for promotion and/or tenure will 
not be considered in the evaluation of the faculty member for the periods under review. 
 

B. Time Period of Data Required for Evaluation 
The following time period requirements apply to different faculty categories: 

• Untenured tenure-track faculty: Data for all years to be considered in the tenure decision 
(until tenure is achieved) must be included — tenure decisions typically require five and 
one-half years of data. 

• Tenured but not fully promoted faculty (e.g., associate professors seeking promotion): 
Data for a minimum of the most recent five-year period must be included. Faculty are 
encouraged to upload additional prior years' data. 

• Tenured and fully promoted faculty: The digital evaluation file must contain data 
beginning January 1, 2017. Fully promoted faculty expecting to apply for the Salary 
Enhancement for Continued Academic Achievement Program must have data for at 
least the immediately preceding five-year period. Faculty are encouraged to upload 
additional prior years' data. 

• Non-tenure-track faculty eligible for promotion (e.g., Teaching Instructor, Teaching 
Assistant Professor, Teaching Associate Professor): Data for at least the immediately 
preceding five-year period must be included. Faculty are encouraged to upload 
additional prior years' data. 

 

C. Required Documentation 
The following documentation must be uploaded into the digital evaluation file: 

• Syllabi for all courses taught (in-load and overload) 
• University approved student feedback of instruction instrument Summary Pages for all 

courses taught (in-load and overload) 
• Published articles 
• Papers accepted for publication (with acceptance letters) 
• Papers under review 
• Copies of manuscripts that are works-in-progress 

Documentation of service activities should be uploaded only if the service activity produces a 
digital file that can be easily uploaded (e.g., no need to upload documentation for each 
individual service activity). 
Original appointment letters (if available) and any other documents (e.g., memoranda of 
understanding, subsequent letters of agreement, etc.) which describe, elaborate upon, or modify 
one's assignment should be uploaded as portable document files (pdf). 
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D. Committee Composition — Department P&T Committees 
Department P&T Committees normally consist of a minimum of five members with the majority 
coming from the department, if possible. If it is not possible for a department to create a P&T 
Committee from tenured faculty members from their own department, tenured faculty members 
from other departments will serve on the Department P&T Committee. Deans, Department 
Chairs, and members of the College P&T Committee cannot serve on Departmental P&T 
Committees. 

 

E. Request for Promotion and/or Tenure 
The Department Chair must be notified (e.g., Email, Letter, or Memorandum) by the faculty 
member of his/her request to be considered for promotion and/or tenure by May 15 of the 
academic year preceding the review cycle for promotion and/or tenure. 
 

IV. External Evaluations — College-Specific Procedures 
The following procedures are specific to the John Chambers College of Business and 
Economics and supplement the University's general external evaluation requirements. 
The method for identifying external reviewers is for the Department P&T Committee to provide 
the names of six potential external reviewers and for the faculty member applying for promotion 
and/or tenure to provide the names of another six potential external reviewers. The twelve 
names must be given to the Department Chair by September 10. 
Both the Department P&T Committee and the faculty member must include, for each person 
listed, the individual's academic rank and a brief statement regarding their professional 
competence in the discipline. The faculty member must identify any personal and/or 
professional relationship to all twelve potential external reviewers. 
The Department Chair will contact and then request reviews from three or more persons from 
each list. The Department Chair shall have that list approved by the Dean. A minimum of four 
external reviews is required. 
External reviewers should be instructed to forward their evaluations directly to the Dean of the 
John Chambers College of Business and Economics. 
All external reviews will be maintained in a separate section of the faculty member's digital 
evaluation file that is not accessible by the faculty member. The faculty member shall have the 
right to see a copy of the external reviews after all identifying information has been removed or 
redacted. Upon conclusion of the review process, the external evaluations shall be stored in a 
secure area not accessible to the faculty member and shall not be used in any subsequent 
evaluation actions. 
The Department Chair, using a letter approved by the Dean, shall formally request the external 
reviews, stressing that the standard of "significant contribution in research" means performance 
in research which meets or exceeds that of peers recently achieving similar promotion and/or 
tenure at peer research universities. An assessment of whether the quantity of scholarly work is 
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sufficient for promotion and/or tenure is a judgment best left to the internal reviewers at WVU 
(i.e., Department, College, and University levels). 

 

V. Annual Evaluation — College-Specific Requirements 
A. Evaluation of Probationary Faculty 

In addition to annual evaluation by the Department Evaluation Committee and the Department 
Chair, the College Faculty Evaluation Committee and Dean will evaluate probationary faculty in 
their second and fourth years prior to their critical year. 

B. Standard Workload 
The typical faculty workload in the John Chambers College consists of 40% teaching, 40% 
research, and 20% service. If a faculty member's workload is different from this typical 
distribution, reviewers must extrapolate from the evaluation criteria and guidelines to reach 
appropriate conclusions regarding the evaluation of each of the three mission areas. 
 

C. Evaluation of Teaching 
The College requires that University approved student feedback of instruction instruments be 
conducted by all faculty members for all in-load and overload graduate and undergraduate 
classes taught each semester, including summer sessions. Teaching evaluations are not 
required for independent studies or internships. 
University approved student feedback of instruction instrument summary pages, including 
student comments, must be included in the faculty member's digital evaluation file. If desired, a 
faculty member may use a student evaluation instrument of their own design to complement but 
not replace the University approved instrument. 

 

D. Evaluation of Research 
The College expects publications (or manuscripts accepted for publication) in refereed journals 
(print or electronic) of high quality to be a primary source of evidence of scholarly productivity, 
and also highly values research activity that supports the maintenance of Carnegie R1 status for 
the University. Both quality and quantity are important. 
Research can be categorized as basic or applied. Basic research tends to target the academic 
community whereas applied research tends to target the practitioner community, including 
policymakers. 

 

E. Evaluation of Service 
When evaluating service, the stage of a faculty member's career will necessarily be brought to 
bear on the expectation of service activity in terms of amount and level (e.g., department, 
college, university, academy, profession; community, regional, state, national, international). 
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Typically, service expectation of junior (e.g., untenured) faculty is lower than the service 
expectation of a tenured associate professor; and the service expectation of a tenured full 
professor is typically higher than that of a tenured associate professor. Similarly, the level of 
service would tend to expand from department to college to university to profession and from 
community to regional to state to national to international as one moves up in academic rank. 
 

VI. Promotion and Tenure — College-Specific Criteria 
Since the promotion and tenure process is critical to the future of the John Chambers College of 
Business and Economics, all recommendations and decisions must be made on a rational and 
objective basis. "Significant contributions" are normally those contributions that meet or exceed 
those of peers recently achieving similar promotion and/or tenure. 
The multipurpose nature of the John Chambers College, as accredited by the AACSB and 
offering graduate and undergraduate education in a comprehensive land-grant university 
environment, requires that faculty be evaluated in each of the three mission areas: teaching, 
research, and service. The existence of a doctoral program in a department requires that the 
research expectations for faculty engaged in working with doctoral students be higher for 
promotion and tenure decisions than for faculty not working with doctoral students. 
 

A. Promotion to Associate Professor 
A minimum of five and one-half years at the assistant professor level and the appropriate 
terminal degree are normally required before one may be promoted to associate professor. 

1. Teaching 
The candidate's teaching record should provide evidence of making significant contributions in 
teaching. Evidence of teaching innovations, changes in course content and/or design, new 
course development, assessment of student learning, and other teaching-related activities shall 
be contained in the digital evaluation file. 
Pedagogical scholarship is more appropriately considered part of the teaching mission as 
opposed to the research mission when evaluating a faculty member for promotion. 

2. Research 
For promotion to associate professor with tenure, the research record should show substantial 
progress toward becoming a mature and productive scholar within at least one sub-field of the 
faculty member's discipline. Primary evidence involves a strong beginning, evidenced by 
accepted publications in refereed journals of high quality. 
During the critical year, reviewers will consider both accepted (i.e., not yet in print) and 
published (i.e., in print) intellectual contributions. 

3. Service 
The service record should provide evidence of at least reasonable contributions in service. 
Service contributions for promotion to associate professor typically include, but are not limited 
to: 

• Serving on departmental committees and, to a lesser degree, college committees 
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• Ad hoc refereeing for academic and/or professional journals 
• Participation in discipline-specific academic and/or professional organizations 
• Organizing academic and/or professional meetings 
• Participation in discipline-specific activities that have a positive impact at the local, 

regional, and/or state level 

4. Summary 
The digital evaluation file of a candidate for promotion to associate professor should provide 
evidence that the faculty member has made significant contributions in teaching, significant 
contributions in research, and at least reasonable contributions in service. The candidate's 
record should indicate that he/she is capable of and willing to assume greater academic and 
service responsibilities within the university, community, region, and state. 
 

B. Promotion to Full Professor 
Promotion to the rank of full professor is the highest academic honor the University awards to its 
faculty. Standards for achievement and performance are much higher for promotion to full 
professor than to associate professor. A minimum of five years at the associate professor level 
is normally required. 

1. Teaching 
The candidate's teaching record should provide evidence of significant contributions in teaching 
as evidenced by continued adherence to the standards required for promotion to associate 
professor for the entire period since promotion to associate professor, or the time of joining the 
University, whichever is shorter. 

2. Research 
The candidate will have become a mature and productive scholar within at least one sub-field of 
the faculty member's academic discipline. Research and refereed publications will count heavily, 
as will the significance and impact of those contributions. 
Reviewers will only consider those intellectual contributions that have not been previously 
counted toward promotion to associate professor, particularly those that have appeared in print 
during the most recent five-year period. Acceptances or forthcoming publications not available 
on-line on 31 December will NOT count toward promotion to full professor.  
When appropriate, the candidate for promotion should have had responsibility for the 
supervision of doctoral student research. Serving as principal investigator,  co-principal 
investigator, senior personnel, or equivalent on significant externally sponsored research could 
be one indicator of research excellence, particularly if obtained from a prestigious government 
agency, corporation, or foundation. However, sponsored research is primarily a means to 
enable research projects that will ultimately result in publications; it does not by itself supplant 
expectations for publication, influence, and leadership. 
 

3. Service 
The service record should provide evidence of at least reasonable contributions in service, and 
must demonstrate a strong leadership role in the College, University, and external academic 
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and/or professional community. Service contributions for promotion to full professor typically 
include, but are not limited to: 

• Serving on departmental, college, and university committees 
• Serving on editorial boards of academic and/or professional journals 
• Serving as an editor of an academic and/or professional journal 
• Holding a position of leadership (i.e., officer) in discipline-specific academic and/or 

professional organizations 
• Organizing academic and/or professional meetings 
• Participation in discipline-specific activities with a positive impact at the local, regional, 

state, national, and/or international level 

4. Summary 
The digital evaluation file should provide evidence of significant contributions in teaching, 
significant contributions in research, and at least reasonable contributions in service. The 
candidate's record should suggest that he/she is capable of and willing to assume additional 
academic and service responsibilities that will further the mission of the department, college, 
and university. 

 

VII. Granting of Tenure — College-Specific Provisions 
Tenure is designed to ensure academic freedom and to provide professional stability for the 
experienced faculty member as well as for the College and University. It is a means of 
protection against the capricious dismissal of an individual who has served faithfully and well in 
the academic community. Tenure should never be permitted to mask irresponsibility, mediocrity, 
or deliberate refusal to meet academic and service requirements or professional responsibilities. 

A. Additional Considerations Specific to the College 
In reviewing the candidate's record in research, teaching, and service, the granting of tenure 
should be based not only on past performance in these three areas, but also on the expectation 
of a continuation of a high level of performance in the future. 
The faculty member applying for tenure must exhibit competence and the ability to work 
effectively with other faculty members, students, and administrators in furthering the mission of 
the Department and the College. 
In the awarding of tenure, consideration should be given to the impact on the Department and 
College. Attention should be given to programmatic needs, staffing flexibility, and continued 
AACSB accreditation. Since tenure may be a lifetime obligation, such decisions should be made 
with careful attention to their impact on all academic programs. 

B. Critical Year 
For faculty with prior service in tenure-track positions at other institutions, the critical year should 
be established at the time of appointment, but certain modifications can be requested during 
their first two years at West Virginia University. Whether leave time counts or not toward years 
of service must be an explicit part of the agreement between the probationary faculty member 
and the College. 
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VIII. Promotion of Term Appointment Teaching Faculty — College-
Specific Provisions 
Teaching faculty who wish to apply for promotion must have a sustained record of excellence in 
the classroom and significant meritorious contributions in service/outreach. The faculty member 
must also have evidence of significant curriculum innovations and assessment results showing 
evidence of significant programmatic contribution to the University's teaching mission. 
External evaluations will not be required for promotion in these teaching-centered positions. It is 
recommended that the faculty member have regular peer evaluations of their teaching. 
A faculty member whose application for promotion is unsuccessful must wait at least one full 
year after the decision is rendered before submitting another application. [Note: this College 
timeline differs from the University standard of two full years for tenure-track promotions.] 
The following table summarizes the promotion limitations for teaching-track faculty in the John 
Chambers College: 
 

Current Rank May Be Promoted To Limitations 

Teaching Instructor Teaching Assistant Professor and 
Teaching Associate Professor 

May not be promoted to 
Teaching Professor unless 
minimum credentials for 
appointment to Teaching 
Assistant Professor are met. 
Will continue as a term 
appointment. 

Teaching Assistant 
Professor 

Teaching Associate Professor and 
Teaching Professor 

Will continue as a term 
appointment. 

 
 

IX. Process and Flow of Evaluation Letters 
Departmental P&T Committee letters shall be addressed to the Department Chair. Department 
Chair letters shall be addressed to the faculty member or the College P&T Committee as 
appropriate. College P&T Committee letters shall be addressed to the Dean. The Dean's letter 
shall be addressed to the faculty member or the Provost as appropriate. All evaluation letters 
are saved and stored in each faculty member's digital evaluation file. 
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