Guidelines for Performance Review and Promotion of Full-Time Professional and
Teaching Faculty in Dedman College of Humanities and Sciences

This document provides guidance for the annual review, reappointment, and promotion
of full-time faculty in Dedman College who are not on the tenure track and who are not in
temporary (e.g., visiting faculty) or research faculty positions.

For simplicity of communication, in this document, all full-time, non-tenure-line faculty
whose responsibilities will be referred to as “professional and teaching faculty” (P&T faculty).
There are three purposes of this document: to provide guidance and summarize the processes ftor
1) conducting annual performance reviews of P&T faculty, 2) contract renewal and determining
the terms and duration of contracts for P&T faculty, and 3) recommending and reviewing P&T
faculty for promotion. All initial appointments, reappointments, and promotions of P&T faculty
require approval in advance by the dean.

University policy 2.3 currently allows for two ranks of primarily instructional P&T
faculty: Lecturer and Senior Lecturer. The guidelines below refer to a proposed change that
would allow for 3 ranks and for elimination of the title “Lecturer.” Faculty would instead be
classified as “Teaching” faculty, with a title commensurate with their rank: Teaching Assistant
Professor, Teaching Associate Professor, or Teaching Professor. Dedman College would also
support retaining the same three ranks, already specified in policy, for research faculty, clinical
faculty, and faculty of the practice (e.g., Professor of Practice). Faculty would be hired at a rank
commensurate with their credentials and experience, contingent upon the rank approved in the
position request for the position being filled.

NOTE: Implementation of these guidelines is dependent upon approval of changes to the
university policy that specify and allow use of the proposed new titles (teaching faculty). Until
such changes have been institutionally approved, or should they fail to be approved, the titles of
Lecturer and Senior Lecturer will remain in use for existing and new appointments, with the
following modification: Effective at the beginning of the Fall 2024 term, all Lecturers will retain
the position and title of Lecturer. All Senior Lecturers will all be reclassified into the newly-
created position of “Senior Lecturer I.” A new position of Senior Lecturer II will also be added.
These positions correspond to the proposed new teaching faculty position titles thusly:

Lecturer => Assistant Teaching Professor
Senior Lecturer I => Associate Teaching Professor
Senior Lecturer I => Teaching Professor

Accordingly:
Lecturers will be evaluated for promotion to Senior Lecturer I using the guidelines below for
Promotion of Assistant Teaching Professor to Associate Teaching Professor. Those in the

position of Senior Lecturer I will be evaluated for promotion to Senior Lecturer II using the
guidelines below for Promotion of Associate Teaching Professor to Teaching Professor.
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The guidelines below also apply to clinical faculty and faculty of practice, recognizing
that those faculty positions already allow for two promotion points on the career ladder (e.g.,
Assistant Professors of Practice, Associate Professor of Practice, and Professor of Practice).
Because the range of responsibilities of those holding these positions may be broad, performance
reviews and promotion reviews must be based on their job duties as described in their
employment contracts. In all such cases, evaluation of performance for the purposes of merit
increases, reappointment, or promotion should be based on criteria that give weight to teaching,
research, service, and administrative or other assigned responsibilities proportionally according
to the faculty member’s assigned, contractual responsibilities.

Timelines for Performance Review and Promotion:

Promotions. P&T faculty are eligible to be recommended for promotion after their 5" year in a
full-time teaching position (e.g., lecturer). Once a faculty member is eligible to be considered for
promotion, either the department chair or the faculty member may initiate the request (at the
department level) for consideration. Final dossiers for promotion of P&T faculty should be
submitted to the College on the same timeline as dossiers for promotion of tenure-track and
tenured faculty.

P&T faculty at the rank of Assistant or Associate Teaching Professor are eligible to be
considered for promotion after having taught as a full-time faculty member at SMU no fewer
than five full years. After being promoted to Associate Teaching Professor, faculty members are
eligible to be considered for a second promotion, to Teaching Professor, after completing no
fewer than five years at the rank of Associate. It is important to note that promotion is awarded
to those who have demonstrated increasing and considerable skills in teaching and teaching-
related activities. Promotion is not awarded merely on the basis of time in rank.

Performance Reviews. Merit reviews, comprehensive reviews, and the role of comprehensive
reviews in the promotion process.

e Merit reviews. Merit reviews are conducted annually, by the department chair, for all
faculty. The merit review process forms the basis for annual salary decisions (e.g., raises,
bonuses) and for providing feedback on faculty performance.

o Comprehensive reviews. An initial comprehensive review is conducted during the third
year of a P&T faculty member’s employment. This provides an in-depth examination of
the faculty member’s professional development, including strengths and weaknesses in
the domain of teaching. A second comprehensive review must be conducted no earlier
than the 5™ and no later than the end of 6 full year of employment, either as a stand-
alone review or as part of the promotion process (if the faculty member is being
considered for promotion).

o The role of comprehensive reviews in promotion processes. The materials
required for a comprehensive review make up the documents included in the
faculty member’s promotion dossier. If faculty are considered for promotion at
their earliest date of eligibility, a comprehensive review would be conducted in
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their 5™ year, with promotion materials submitted and deliberations occurring

during the 6 year. Faculty not being considered for promotion during their 5*
year must undergo comprehensive review during their 6 year, whether or not
they will be considered for promotion during the 6™ year.

o All promotion dossiers must include a comprehensive review of the faculty
member that was conducted within the academic year prior to the one in which

the promotion deliberations will occur.

Contract Duration

Employment contracts for P&T faculty may range in duration from 1 to 5 years.

¢ Initial appointments are limited to a term of no more than 3 years.
e Subsequent reappointments may range from 1-5 years.
e Exceptions to these limits require approval in advance by the dean.

It is typically expected that an initial contract would be for 3 years, and with a satisfactory 3-year
comprehensive review, a second 3-year contract would be issued. For those who have not
undergone review for promotion during the period of the second 3-year contract, it would
generally be expected that at the satisfactory conclusion of the second 3-year term, a 5-year
contract would be issued, and that subsequent contract periods would also be five years.
Promotion at any point would be expected to be accompanied by issuance of a 5-year contract;
exceptions to this require dean’s approval in advance.

Annual Performance Review Procedures

Annual performance reviews and recommendations to the dean regarding salary increases for all
P&T faculty will take place each spring semester. The performance review will include both a
written report summarizing the evaluation of the performance and a meeting with the faculty
member to discuss the evaluation. A copy of the written report will be provided to the faculty
member and a copy will be retained in the department’s personnel files. In the first, third, and
sixth years (or 5" year for those undergoing review for promotion in their 6 year), P&T faculty
will undergo a more comprehensive evaluation of their teaching.

Regular Annual Performance Reviews. The department chair will conduct an annual review of
performance in the areas of teaching; teaching-related activities such as curriculum development,
mentoring, etc.; and any assigned service or administrative responsibilities. Material and
information to be reviewed in evaluating performance of teaching includes student evaluations of
teaching for all courses taught during the year, plus, at the discretion of the chair, supplemental
instructional materials (e.g., teaching materials, student products), peer observations of
instruction, new course or program proposals or revisions, information on student complaints and
compliments outside of formal classroom evaluations, and professional development activities
focused on curriculum and instruction. P&T faculty who have been assigned service or
administrative responsibilities by the department chair will also be evaluated on their
performance of those responsibilities; materials pertaining to those responsibilities may be
included as appropriate.
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The nature of instruction and the nature of service and administrative responsibilities assigned to
P&T faculty may vary considerably across the disciplines in Dedman College. In all cases,
however, quality and timeliness of work and adherence to SMU ethical standards are to be
considered in performance evaluations.

It is expected that all faculty participate in the ordinary service activities that help keep their
department informed and aligned with the broader college and institutional objectives.
Attendance at regular departmental faculty meetings or service on curricular or search
committees are just a few examples of such activities. In the event that greater or more specific
departmental or administrative service or scholarship are within the scope of a faculty member’s
responsibilities, the faculty member’s employment contract will provide an explanation of and
expectations regarding those responsibilities, and evaluation of the performance of those
responsibilities will be included in the annual merit and comprehensive review processes.

In addition, it should be noted that all SMU employees are expected to exhibit civility,
collegiality, and respect for different points of view in the academic community, and these will
also be considered during the annual review. Failure to model these core values is grounds for
denying reappointment in the College.

Performance Reviews of First-Year P&T Faculty. In addition to the annual performance review
process for all P&T faculty, those in the first year of their initial contract will have no fewer than
two peer observations of classroom teaching in their first semester. The goal of these
observations is to assess whether the teaching meets departmental expectations regarding quality
and rigor. If performance is below expectations, or if guidance, mentoring, and/or follow-up is
necessary, the chair will meet with the faculty member and develop a written improvement plan
with specified objectives and a timeline for meeting those objectives. In the second semester, in
the regular merit review (provided the second semester is a spring semester), the chair will also
review with the faculty member the progress in meeting the objectives according to the timeline,
and any recommendations regarding renewal of the initial contract will include consideration of
this progress. For P&T faculty whose initial contract begins in a spring semester, the chair will
conduct a follow-up review of faculty progress in the subsequent fall semester, with the annual
performance review occurring on the normal cycle in the following spring semester.

Items 1-5 are required for all comprehensive performance reviews. A minimum of three of
the remaining items (6-11) are also required. The option to select from items 6-11 allows
faculty to tailor their experiences and careers in ways that focus on their particular strengths and
interests in the domain of teaching. The faculty member should consult with their department
chair and department review committee in determining which items to include.

Note: For candidates who are undergoing a 6" year performance review and wish also to be
considered for promotion, please see the section in these guidelines pertaining to the materials
required for the desired rank.
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Required items:

1. CV. The CV summarizes and documents the course and trajectory of the faculty
member’s teaching, scholarship, and service over time.

2. Teaching statement. A description of the faculty member’s approach to instruction, the
pedagogical strategies that inform their teaching, methods of assessing student learning,
and a summary of how they have responded to student feedback and course evaluations
across multiple semesters.

3. Teaching portfolio. Information on a representative sample of learning materials,
assignments, syllabi, grading systems, inclusive education, and student feedback
opportunities. The portfolio should demonstrate substantial course design, redesign,
and/or innovation.

4. Course evaluations. Course evaluations are an accepted form of evidence in higher
education and will be considered in the review and/or promotion process. However,
because these evaluations are subject to potential error from biases, low response rates,
and instability of feedback, faculty are encouraged to provide additional information
(e.g., systematically gathered mid-course feedback or documented correspondence with
students through Canvas/email, etc.) that can be useful in interpreting or contextualizing
the standardized course evaluations administered at end-of-term.

5. Peer evaluation of teaching. Written evaluation of instruction from three peer evaluators
based on in-class observation of instruction.

At least three of the following are also required. Note: Items required to be included for
review are those that fall within the scope of the faculty member’s contractual duties. Faculty
are not expected to perform work outside the scope of their contractual responsibilities in order
to be reviewed favorably or promoted. Some faculty may engage in activities beyond their
contractual obligations, reflecting their commitment to serving and bettering the institution, and
they may wish to include items reflecting those activities. However, their engagement in, and the
quality of their performance in such supplemental activities may not affect their performance
review either positively or negatively.

6. Professional development activities related to teaching. Evidence of engagement in
activities designed to foster excellence in teaching. Examples of such activities include,
but are not limited to, involvement or leadership in the Center for Teaching Excellence,
attendance and/or presentations at professional conferences in the discipline that include
sessions devoted to teaching, or formal education.

7. Service to the teaching profession. Service activities that reflect a commitment to
enhancing teaching at SMU and in the discipline. These can include serving on
professional societies focused on teaching; collaborating on initiatives, such as inclusive
excellence in teaching; accepting invitations to teach workshops, guest lectures, or
visiting professorships, or other substantive service roles.

8. Teaching, service, or administrative activities that impact student learning beyond
coursework. This may include such activities as substantial student mentoring; directing
research or serving on research committees; supervising independent studies; developing
and/or supporting co-curricular activities; and serving on student
selection/recruitment/honors committees.
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9. Serving in leadership roles pertaining to teaching. Faculty who serve in substantive
leadership roles at SMU (e.g., course coordinator in their department, responsible for
new-faculty mentoring, chairing committees focused on curriculum and/or instructional
enhancements; serving on university-wide program and curriculum review; and/or
participating in accreditation-related activities (e.g., assessment of learning outcomes or
the design of such assessments) that help strengthen the quality of teaching and education
at SMU.

10. Recognition for teaching excellence. Public recognition or awards by SMU or entities
external to SMU attesting to exceptional teaching effort and outcomes.

11. Scholarship related to teaching methodology, effectiveness, or course content (e.g.,
journal articles, textbooks, lab manuals). This provides evidence that the contributions to
teaching are viewed by peers in the discipline as intentional in design, measurable, and/or
impactful to the field.

For faculty in the terminal year of their employment contract at the time of the comprehensive
review, the chair will submit to the dean a recommendation regarding reappointment terms and
conditions.

Recommendations may range from:

e A multi-year (2-5 years) contract

e A one-year contract with no stipulations regarding performance improvements

e A one-year contract, with any subsequent renewal contingent upon satisfactory
completion of an improvement plan on a specified timeline

e A one-year contract without possibility of renewal

e No reappointment (i.e., no new contract)

The duration of renewal contract recommendations is to be based on performance, with longer,
multi-year contracts awarded to those with a stronger record of performance. Contracts of less

than 3 years, and non-renewals of contracts, require approval in advance by the dean.

Guidelines for Promotion

The Dossier

A promotion dossier must accompany all recommendations for promotion. Promotion is an
important occasion for recognizing and celebrating faculty accomplishments. It is therefore
important that the dossier, the primary source of information for evaluating promotion
recommendations, communicate the candidate’s accomplishments accurately and fully. Dossiers
will be submitted and processed throughout the promotion review process via Interfolio, using a
college-wide template for dossier materials that will be provided by the dean’s office

Promotion of Assistant Teaching Professor to Associate Teaching Professor

According to SMU policy, after being employed by SMU for at least 5 years, faculty are eligible
for consideration for promotion. Such promotions are based on excellence in teaching, with
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promotion to Associate Teaching Professor reserved for persons who have demonstrated
exceptional mastery of teaching in their discipline at SMU. Consideration may also be given to
faculty service or leadership that enhances teaching. Recommendations for promotions should
not be based simply on years of service but should be reserved for those who are truly
meritorious in teaching and in enhancing SMU’s teaching mission.

To be considered for promotion to Associate Teaching Professor, candidates must have:

1. taught for at least five full years in their academic unit (typically, a department); this
implies that promotion recommendations should be submitted no earlier than the normal
spring performance review cycle of the 5th year.

2. made significant contributions to the department and university in teaching; demonstrated
that they remain current in their knowledge of the scholarship and best practices in
pedagogy in their field of instruction.

3. have emerging evidence of exemplary achievement in teaching.

The dossier to be considered for deliberating a promotion should include all of the items required
for a comprehensive review (Items 1-5 plus at least three of items 6-11). An ideal dossier for
promotion to Associate Teaching Professor minimally should reflect a trajectory of growth in the
mastery of teaching and teaching-related competencies, and service, including development as a
leader in the domain of teaching and curriculum. Evidence that these qualities have an impact
beyond the faculty member’s own classes and the students in those classes helps to substantiate
the faculty member’s ability and potential to contribute to SMU’s teaching mission.

Promotion of Associate Teaching Professor to Teaching Professor

After holding the rank of Associate Teaching Professor for at least 5 years, those in that position
are eligible for consideration for promotion to Teaching Professor. Such promotions are based on
excellence in teaching and commitment to enhancing SMU’s teaching mission, with promotion
reserved for persons who have demonstrated continued and sustained exceptional mastery of
teaching at SMU. In addition, faculty will have engaged in service or leadership activities that
demonstrably enhance teaching on behalf of the university. Recommendations for promotions to
Teaching Professor should be reserved for those who are truly exceptional teachers, who have
contributed broadly to SMU’s teaching mission, and whose impact is substantive and sustained.

To be considered for promotion to Teaching Professors, candidates must have:

1. held the position of Associate Teaching Professor for at least 5 years.
2. made significant contributions in teaching, service, and leadership, in the department as
well as the broader university, that have created substantive and sustained impact.

The dossier to be considered for deliberating a promotion to Teaching Professor should include
all of the items required for a comprehensive review (Items /-5 plus at least 3 of items 6-11). An
ideal dossier for promotion to Teaching Professor should reflect mastery and excellence in
teaching and teaching-related competencies. Service is expected, with the dossier reflecting
increased leadership over time in the domains of teaching and curriculum. Evidence of the scope
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and significance of the faculty member’s impact will help substantiate the value and importance
of the faculty member’s contributions to SMU’s teaching mission.

Denials and Appeals

Appeals. Faculty who believe that aspects of their performance review, denial of promotion or
requests for consideration for promotion, or subsequent contract terms or duration are
inconsistent with their performance or inequitable may appeal the decision(s) to the dean within
30 days of notification of the decision. Appeals may be made by writing a request to the dean to
review and reconsider the relevant decision(s), providing a rationale for why reconsideration
may be warranted.

Faculty who believe that unfavorable decisions regarding performance review or promotion have
resulted from discrimination on the basis of membership in a protected class are encouraged to
seek guidance from or register a complaint with the Institutional Office of Access and Equity.

Denial and future consideration for promotion. Faculty members denied consideration for
promotion (whether at the department or dean’s level, or both) may be considered for promotion
again in a subsequent year, following the college process for initiating consideration for
promotion.

If the outcome of the institutional promotion review process is that the faculty member’s
promotion is not approved, the faculty member may be considered for promotion again in a
subsequent year, following the college process for initiating consideration for promotion.

Promotion Review Committees

All departments will adhere to Dedman College procedures for evaluating P&T faculty members
for promotion. At the department level, requests to be considered for promotion and promotion
dossiers will be reviewed by a committee of no fewer than three faculty members from within
the promotion candidate’s department. P&T faculty members at or above the level of the
promotion rank being considered, and tenured faculty members of the same rank(s) are eligible
to serve on the committee (i.e., associate level or above for review of those seeking promotion to
associate teaching professor; professor level for review of those seeking promotion to teaching
professor). Because there are not yet faculty in the rank of teaching professor, evaluations of
promotions to that rank will necessarily be conducted by committees composed of tenured
professors. Once there are teaching faculty at the rank of professor, they will be invited to serve
on the relevant review committees (e.g., department, college).

At the college level, dossiers will be reviewed by college promotion committees that serve in an
advisory capacity to the dean. Divisional committees will review dossiers for promotion to the
rank of associate teaching faculty (e.g., dossiers for Division I faculty will be reviewed by a
committee of members from each of Dedman College’s Division I departments); a college-wide
committee will review dossiers for promotion to the rank of teaching professor. Where possible
(depending on the composition of the faculty within departments), half or more of the members
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of the college-level committees will be from the ranks of the P&T faculty, with the remainder
being from the ranks of the tenured faculty.

Note: Dedman College bylaws will be updated in Fall 2024 to reflect the addition of these new
college-level committees and their inclusion in the annual election process for maintaining
college committees. For the first year of the implementation of the review processes, committee
members will serve by appointment of the dean, in subsequent years, they will be elected.
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