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L. INTRODUCTION

The following policy of Austin Peay State University (APSU) on tenure is applicable to all
tenure-track faculty within the University. This policy on tenure complies with the Tennessee
Board of Regents (TBR) Policy on Academic Tenure (5:02:03:60). Likewise, this policy
embodies and communicates clearly all provisions, definitions, and stipulations of TBR policy.

The quality of the faculty of any University is maintained primarily through support of a wide
variety of professional development. It is monitored through the appraisal, by competent faculty
and administrative officers, of each candidate for tenure. Tenure at a Tennessee Board of
Regents University provides certain full-time faculty with the assurance of continued
employment during the academic year until retirement or dismissal for adequate cause, financial
exigency, or curricular reasons, as further discussed herein.

I1. DEFINITIONS
The following are general definitions of words and terms used in this policy which are not

hereinafter specifically defined; however, the words and terms are subject to further qualification
and definition in the subsequent sections of this policy.

A. Academic Tenure

A personnel status in an academic department or academic program unit pursuant to which
the academic or fiscal year appointments of full-time faculty who have been awarded tenure
are continued at a University until the expiration or relinquishment of that status, subject to
termination for adequate cause, for financial exigency, or for curricular reasons.
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B. Adequate Cause

A basis upon which a faculty member, either with academic tenure or a tenure-track or
temporary appointment prior to the end of the specified term of the appointment may be
dismissed or terminated. The specific grounds which constitute adequate cause are set forth
in Section V.H (Termination for Adequate Cause) herein.

C. Financial Exigency

The formal declaration by the TBR that one of its universities faces an imminent financial
crisis, that there is a current or projected absence of sufficient funds (appropriated or non-
appropriated) for the campus as a whole to maintain current programs and activities at a level
sufficient to fulfill its educational goals and priorities, and that the budget can only be
balanced by extraordinary means which include the termination of existing and continuing
academic and non-academic appointments.

D. Faculty Member

A full-time employee who holds academic rank as instructor, assistant professor, associate
professor, or professor.

E. Probationary Employment

Period of full-time professional service by a faculty member for whom an appointment letter
denotes a tenure-track appointment in which he/she does not have tenure and in which he/she
is evaluated by the University for the purpose of determining his/her satisfaction of the
criteria for a recommendation for tenure. Probationary employment provides an opportunity
for the individual to assess his/her own commitment to the University and for the University
to determine whether the individual meets its perception of quality and/or projected need.

1. Faculty Appointments

See APSU Policy No. 5:062.
II. Consideration for Tenure
A. Tenure Appointments

The awarding of tenure is recognition of the merit of a faculty member and of the assumption
that he/she would meet the long-term staffing needs of the department or academic program
unit and the University. Tenure is awarded only to those members of the faculty who have
exhibited professional excellence and outstanding abilities sufficient to demonstrate that their
future services and performances justify the degree of permanence afforded by academic
tenure. The TBR does not award tenure in non-faculty positions. Tenure appointments reside
in the departments and academic program units and are assurances of continued employment
during the academic year subject to expiration, relinquishment, or terminations of tenure as
set out in Sections IV (Criteria to Be Considered in Tenure Recommendations) and V
(Changes in Tenure/Tenure-Track Status). Recommendations for or against tenure should
originate from the department or academic program unit in which the faculty member is
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assigned and should include appropriate participation in the recommendation by tenured
faculty in the department or academic program unit as specified in Policy.

Tenure is awarded only by positive action of the TBR, pursuant to the requirements and
procedures of this policy at APSU. No faculty member shall acquire or be entitled to any
interest in a tenure appointment at a University without a recommendation for tenure by the
President of the University and an affirmative award of tenure by the Board of Regents. No
other person shall have any authority to make any representation concerning tenure to any
faculty member, and failure to give timely notice of non-renewal of a contract shall not result
in the acquisition of a tenure appointment, but shall result in the right of the faculty member
to another year of service at the University, provided that no tenure appeals remain
outstanding due to lack of cooperation and/or appropriate action on the part of the candidate
in completing the appeal process.

The President has the authority to recommend tenure or to continue faculty members in
probationary status in accord with the provisions elsewhere in this policy. The President shall
base his/her determination upon consideration of the recommendations of departmental and
college retention and tenure committees, and upon the recommendations of departmental
chairpersons¥, college Deans*, and the Provost. Copies of all personnel actions made at
every level shall be sent to the faculty member, departmental chair/director and Dean on a
timetable consistent with the Calendar for Faculty Personnel Actions.

*(APSU Editorial Note: Some academic units of the University have directors instead of
chairpersons. If the job description of the director of an academic unit includes duties and
responsibilities typically assigned to the chairperson of a department, then the director shall
be seen as the equivalent of a chairperson and shall participate in all personnel processes
including retention, tenure, and promotion. Likewise, the executive director of the Austin
Peay Center at Fort Campbell shall be seen as the equivalent of a Dean.)

B. Tenure Process
1. Departmental Recommendations

a. The departmental chair/director shall inform faculty members who are to be reviewed of
the nature of materials required by the retention and tenure committee and the date by
which these materials must be received for committee consideration. Faculty members
under review for retention, tenure, and promotion are responsible for submitting well-
organized, up-to-date, and accurate e-dossiers. This responsibility shall end upon final
submission of the e-dossier by the faculty member for the year under review. Faculty
members are encouraged to work closely with their directors/chairs, assigned mentors,
and/or other senior faculty within and outside of their department (as necessary) to make
sure that the e-dossier complies with content and order requirements as noted below.
Faculty members should consider the preparation of e-dossiers as a year-round process,
gathering and maintaining materials accordingly.
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b. Included in the e-dossier shall be a description and a curriculum vita of the candidate's
scholarly and professional achievements. The chair may appoint faculty to advise other
faculty members in the development of their dossiers. Their advice should be reported to
both the chair and the faculty member.

Note: Faculty members must submit an updated e-dossier for the current year’s review.
Activities in all the three areas of review must be updated. Faculty members who do not
submit an updated e-dossier for evaluation by the appropriate retention/tenure committee
during the current review cycle shall, by the act, be considered in breach of contract, and
their employment shall terminate as of the end of the academic year in which they do not
submit their e-dossier. Any exceptions to this requirement must have the written approval
of the President.

¢. Preparing the E-Dossier (overview)

NOTE: All faculty seeking retention, tenure, or promotion must complete an electronic
dossier. Faculty preparing e-dossiers for the first time must consult the Office of
Extended and Distance Education for an e-dossier shell and training. Faculty who wish
to apply for promotion should inform their chair/director of their intent in the semester
prior to the one in which they will apply for promotion. The deadline cut-off date to
inform the chair/director shall be October 1 or the next business day (if October 1 falls on
a weekend).

Faculty preparing e-dossiers should allow plenty of time to prepare an e-dossier,
especially if they are preparing an e-dossier for the first time. All supplemental materials
shall be a part of the e-dossier.

Faculty members must consult closely with their department chair/director as well as with
experienced senior members in the department for guidance in preparing an accurate,
well-organized, and up-to-date e-dossier.

New faculty as well as experienced and more senior faculty (those applying for
promotion to professor, for example) are strongly encouraged to attend training sessions
conducted by the Office of Extended and Distance Education in order to prepare the
electronic version of documents (PDF file) correctly. This training will include scanning
documents for conversion to PDF and conversion of electronic files to PDF. Faculty also
shall use the A-Z index on the main page of APSU, selecting “E-Dossiers.” This section
contains valuable resources to help you create an effective e-dossier. Click on
http://www.apsu.edu/academic_affairs/edossier.aspx

All documents within the e-dossier shall be PDFs. Other important review materials
added to the e-dossier, such as Chair’s reports and college committee reports, shall also
be PDFs and must not be scanned as JPG files. Limited exceptions for JPG or QuickTime
media are acceptable within supplemental materials when related to the academic
discipline.
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Faculty members preparing e-dossiers shall follow the order of items as provided in the e-
dossier template. Faculty should see ORGANIZATION OF MATERIALS IN THE
E-DOSSIER [II1.B.1.e] for general guidance in the order and arrangement of e-dossier
materials.

A faculty member who has previously submitted a paper dossier and is now preparing an
e-dossier should consult the Office of Extended and Distance Education and allow plenty
of time to convert the materials in the paper dossier into the appropriate electronic
formats required for the e-dossier.

. Instructions for Preparing the E-Dossiers for Personnel Review Processes
General Overview

If you are being reviewed for retention, tenure, or promotion, you will need to prepare an
e-dossier. All reviews will be conducted in accordance with the standards in effect at the
time of the review. All actions are due by the close of business (4:30 p.m.) on the date
specified in the Calendar for Faculty Personnel Actions. These actions include
submissions of e-dossiers; notifications of retention, tenure, and promotion
recommendations to candidates; and appeals of negative recommendations.

To ensure that materials are placed appropriately in the three areas of review and that
credit for a certain activity is not duplicated, you must consult closely with your
department chair/director as well as with experienced senior members in the department
for guidance in preparing an accurate, well-organized, and up-to-date e-dossier. Any
dossier considered to be incomplete during the departmental review stage, prior to the
committee vote, or which does not comply with the content and order requirements of
Section III.B.1.e, must be returned to the faculty member for timely revision and
resubmission to the departmental committee prior to formal consideration by the
departmental committee. An incomplete e-dossier is one that is declared by the
departmental committee (before the vote takes place) as missing necessary materials or
not complying with the content requirements of current policy.

The chair/director/coordinator shall have the authority to direct that an e-dossier be
unlocked for a faculty member within that department/school, provided that the
departmental committee meets and declares an e-dossier incomplete and affirms that no
vote on the e-dossier has been taken. By declaring the e-dossier incomplete, the
chair/director/coordinator attests that the departmental committee will convene again and
vote before the due date specified in the Calendar for Faculty Personnel Actions.

During the retention process, except for first year faculty, your dossier should focus on
describing teaching activities, scholarly accomplishments and service since the most
recent personnel action. However, when you are in your tenure year, all of the activities
in the three areas since you came to APSU will be examined as part of the personnel
review.
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e. Organization of Materials in the E-Dossier

Make your accomplishments clear by adding brief explanatory statements where needed
because your dossier is likely to be examined by many faculty members who may not be
completely familiar with your discipline. Do not assume, for instance, that colleagues
will understand the value of being nominated for the Pushcart prize in fiction.

Faculty are not permitted to alter the appearance or ordering of the headings provided for
their e-dossier. Your e-dossier should include the following items and must be arranged
as described below in the e-dossier. Any menu items in the e-dossier added for
informational purposes (those not stated below) should not be altered or removed.

1. Brief narrative statement of intent (30 words or less). Your statement of intent should
be in the form of a letter. Use “Dear Reviewers™ as your salutation. Include a date,
sign your name (print name below signature), and add your current rank as well as
departmental affiliation beneath your name. Indicate your intention clearly. You
should prepare a new statement of intent when you are seeking more than one action
in the same review cycle (e.g. retention and promotion, tenure and promotion). You
should also include the year for which you are seeking retention (e.g. third year or
fourth year etc.).

Example of text for statement of intent for retention:

“Please consider this e-dossier in support of my application for retention
for a fifth year at Austin Peay State University.”

Example of text for statement of intent for tenure:

“Please consider this e-dossier in support of my application for tenure at
Austin Peay State University.”

Example of text for statement of intent for promotion:

“Please consider this e-dossier in support of my application for promotion
to Associate Professor at Austin Peay State University.”

Faculty members seeking more than one action (e.g. retention and promotion, tenure
and promotion) in a single calendar year must submit one e-dossier for each action
sought; with sufficient prior notification to the Office of Extended and Distance
Education, a copy of a completed e-dossier can be made to assist in this process.

2. All e-dossiers must include the Notice of Tenure-Track Appointment and Agreement
of Employment, that is, your contract, which includes special conditions that govern
your employment such as years of prior service toward tenure and your starting
salary. You may cover up the salary figure before you scan this document to upload
to your e-dossier.
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Note: The Notice of Tenure-Track Appointment and Agreement of Employment is a
legal document that, along with applicable TBR and University policies, governs the
faculty member’s employment and relationship with the University.

Interpretations of a faculty member’s contract that contravene or deviate from what is
explicitly stated (such as years toward tenure, requirements for promotion, and
conditions governing employment etc.) are not permitted. For example, a departmental
review committee cannot require a faculty member hired at the rank of Instructor to
complete a doctoral degree or a terminal degree to attain tenure or be retained if the
terms of the faculty member’s contract do not specifically state that the faculty member
is required to complete the aforementioned degree in order to be tenured or retained.

If any questions arise regarding a faculty member’s contract, all interested parties shall
consult with the University Attorney for clarification and with the Provost. While
alterations of a contract are extremely rare, any proposed re-negotiations of the terms of
a faculty member’s contract must be part of a mutual decision between a faculty
member and his/her department and must have the express written approval of the
President.

3. Current Recommendations. Your e-dossier should contain reports from departmental
and college committees, the Dean, the Provost, and the President. All appeals shall
be included within the faculty member’s Current Recommendations under the level of
the decision being appealed. These current recommendations will include the
following items:

(a) Department Committee’s Retention and Tenure Recommendation Form or
Promotion recommendation Form as appropriate as well as all reports,
including any positive and negative minority reports

(b) Department Chairperson Faculty Performance Review Form

(c) Appeal (if any) of negative departmental and chair/director
recommendations

(d) College Committee’s Report and Dean’s Retention and Tenure
Recommendation Form/Promotion Recommendation Form as appropriate as
well as all reports, including any positive and negative minority reports

(e) Appeal (if any) of negative college-level recommendations

(f) Provost’s recommendation

(g) Appeal (if any) of Provost’s recommendation to the University Tenure and
Promotion Appeals Board.

(h) President’s recommendation
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4. An up-to-date vita. A vita is a continuing academic record of the faculty member’s

activities and accomplishments. At the very minimum, your vita should be well-
organized, current, accurate, and aesthetically appealing. Follow reverse chronology,
that is, list most recent achievements and/or activities first. Your vita should clearly
indicate specific dates of activities in the three areas under review (e.g. “presented
paper at College English Association meeting in March 2010”) as well as clearly
distinguish among stages of development of academic scholarship within Area IT (e.g.
a work in progress, article accepted, submitted to, under review, accepted by editors
but needing publisher etc.). See Section IV.B for further information [Criteria to be
Considered in Tenure Recommendations; Irregularities in Research, Scholarship,
and/or Creative Activities].

Faculty members may follow different formats for a vita; however, do not organize
your academic vita into Areas I, II, and III as the review committee will get this
information from your narrative summaries. The standard parts of your vita should
include the following: your current position at Austin Peay, your prior positions,
education, and scholarly/creative and professional accomplishments.

A narrative summary of Areas [. IL and III. Provide a summary of Effectiveness in
Academic Assignment, Scholarly and Creative Achievement, and Professional
Contributions and Activities. This document should provide an overview of
significant accomplishments in these areas. This narrative should be written using
reverse chronology, that is, list most recent achievements and/or activities first. Your
narrative may include bullet points but should include sentences and be no longer
than two (2) pages.

If you are seeking retention, this summary shall be a narrative of the single year since
your most recent personnel action. If you are seeking tenure, this summary shall be a
consolidated narrative of your years at Austin Peay State University from the date of
hire. If you have been awarded years of prior credit toward tenure, this summary shall
be a consolidated narrative of only the time spent at Austin Peay State University.

If you are seeking promotion to Associate Professor, this summary shall be a
consolidated narrative of your activities in your three areas since your last promotion
at Austin Peay State University or your initial appointment at Austin Peay State
University.

If you are secking promotion to Professor, this summary shall be a consolidated
narrative of your activities in the three areas since your last promotion. If it has been
longer than five years since your last promotion at Austin Peay State University,
please include within your consolidated narrative information pertaining to the most
recent five years or since your last promotion (at the candidate’s discretion).

If it has been longer than five years since your last promotion at Austin Peay, you
also have the option to include student evaluations only from the most recent five (5)
years in your promotion e-dossier.
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6. Prior Administrative Reviews. These reviews must include copies of all previous
years’ APSU personnel recommendations by departmental and college committees,
chairpersons/directors, Deans, the Provost and the President. Place the President’s
renewal notice first in this section followed by copies of all previous years’ APSU
personnel recommendations by the Provost, Dean, college committee, chair/director,
and departmental committee. These reviews should be arranged in reverse
chronological order, that is, from the most recent to the earliest review. Group these
items by the calendar or academic year under review.

7. Narrative Description of Academic Assignment. Your narrative description should
expand on the summary offered in No. 5. See Section IV for further information.
[Criteria to be Considered in Tenure Recommendations]

8. Teaching Philosophy Statement. A summary of your teaching philosophy (limited to
one or two pages in single-spaced text) should accompany this description. Place
your teaching philosophy statement after the narrative description of your Academic
Assignment. Your teaching philosophy may reflect changes from year to year.

9. Narrative Description of Scholarly and Creative Achievement, including evaluations

by off-campus authorities in the relevant field. Your narrative description should
expand on the summary offered in No. 5. See Section IV for further information
[Criteria to be Considered in Tenure Recommendations].

10. Narrative Description of Professional Contributions and Activities, including
evaluations by off-campus authorities in the relevant field; supporting materials
should be provided in supplemental dossier. Your narrative description should
expand on the summary offered in No. 5. See Section IV for further information
[Criteria to be Considered in Tenure Recommendations].

11. Annual Peer Review of Teaching (if required by department-specific criteria). At a
minimum, peer reviews should contain some narrative statements that comment on
the teaching effectiveness of the candidate.

12. Student evaluations of instruction since coming to APSU. Do not include evaluations
of study-abroad classes, APSU 1000 classes, or classes not routinely evaluated by the
University (such as summer courses, independent studies, and individual instruction).

Evaluations that were conducted using Class Climate and that were e-mailed to you in
PDF format shall be added in their entirety except for narrative comments, which
must be removed. Faculty shall not extract any other sections of Class Climate
evaluations. The number of students participating in a class evaluation shall have no
bearing on the requirement to include evaluations of classes within your e-dossier.

Faculty with evaluations pre-dating Class Climate (such as the “Instructional
Assessment Report™) should include only the page (s) that has/have the “Course

Page 9 of 44



Summary Section” header with student numbers including Average Response,
Standard Deviation and Num Resp i.e. Number Responding.

Faculty teaching online APSU or RODP courses shall be required to submit their
evaluations from online as well as face-to-face classes, even if student participation is
minimal. Faculty members may provide a comment regarding any return rate that
indicates low participation. The faculty member should remove written student
comments and submit all numeric data only. Faculty being reviewed for promotion to
Associate or Professor shall include all student evaluations of instruction only from
the most recent five-year period or, if fewer than five, all evaluations.

Exclusion of Narrative Comments Written by Students

Note: Narrative comments written by students at the time of the regular faculty
evaluation process should not be incorporated within your e-dossier. These
comments, converted to typed documents, should be used only informally by you for
assessment and/or improvement.

f. Organization of Supplemental Materials

Your supplemental materials should contain supporting materials related to the three
areas under review: academic assignment; scholarly and creative achievement; and
professional contributions and activities. Faculty are advised to examine Section IV.
[Criteria to be Considered in Tenure Recommendations] for further information relative
to these three areas.

The supplemental materials shall be organized by the three areas under review. See
section “Organization of Materials in the E-Dossier.” The faculty member must consult
closely with the chair/director and senior members of the department for specific
guidance in the appropriate selection and placement of materials within the supplemental
dossier.

Examples of supporting materials might include copies of published articles; copies of
representative chapter(s) in a book publication or the book itself; (c) copies of published
essay in an anthology; (d) photographs of a painting exhibit or sculpture etc. See Section
IV for further information [Criteria to be Considered in Tenure Recommendations]. If
you are unsure of what might be appropriate, consult closely with your chair/director as
well as with experienced senior faculty members in your department.

Suggested Materials for Inclusion in Your Supplemental Materials

Area I: Copies of course syllabi; representative samples of lecture notes; PowerPoint
presentations; sample of graded work and/or other appropriate teaching materials. See
Section IV for further information.

Area II: Copies of articles in journals. If a book, include copies of relevant chapters and
pages, e.g. title page (author name must be visible) and table of contents page. If you
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have presented a paper at a conference, you should submit a copy of your paper and

include the program schedule (highlight your name in the program schedule). See
Section IV for further information.

If you are using online articles as evidence of scholarship, save the articles as PDF files
and include the complete text of all articles within your supplemental materials. Because
hyperlinks may become broken, you must preserve copies of your online articles that
support your accomplishments in Area II.

It shall be the responsibility of a faculty member undergoing a retention, tenure, or
promotion review to retain all materials (electronic or physical format) pertinent to the
faculty member’s activities in the area of research/scholarship/creative activities until
such time as the faculty member has attained tenure achieved the rank of Professor. Such
documents might include, among other things: (a) copies of all email exchanges between
the faculty member and the editor/publisher of a scholarly journal; (b) written exchanges
among multiple authors of a document; (c) written correspondence between co-authors;
(d) documentation of the level of contribution by the faculty member in a multi-authored
work; and (e) notes and suggestions for revisions from editors/reviewers.

Area III: Include evidence of your participation in the governing and policy-making
processes of the University e.g. your appointment letter to a standing committee. Include
information pertinent to your participation on departmental committee and leadership or
advisory role in student organizations. Include evidence of your memberships and
leadership positions in professional organizations at state, regional or national levels.
Also include pertinent information to your service as session chair, discussant, paper
reviewer, etc. See Section IV for further information.

Faculty shall retain back-ups of all files and materials entered by the faculty member into
the e-dossier and used in the retention, tenure, and promotion process.

Note: Any e-dossier considered to be incomplete during the departmental review stage, prior to the
committee vote, or which does not comply with the content and order requirements must be returned to the
faculty member for timely revision and resubmission to the departmental committee prior to formal
consideration by the departmental committee.

The chair/director/coordinator shall have the authority to direct that an e-dossier be
unlocked for a faculty member within that department/school, provided that the
departmental committee meets and declares an e-dossier incomplete and affirms that no
vote on the e-dossier has been taken. By declaring the e-dossier incomplete, the
chair/director/coordinator attests that the department committee will convene again
before the date specified in the Calendar for Faculty Personnel Actions.

Departmental Criteria for Retention-Tenure Actions
Faculty under review shall adhere to the RTP criteria in place for the current review

cycle. Departmental review committees, chairs, directors, college committees, and deans
shall evaluate candidates based on approved departmental RTP criteria.
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Departments shall review and may consider revisions to their Retention, Tenure, and
Promotion (RTP) criteria every 5 years, starting from the 2009-2010 academic year. The
new criteria shall become effective Fall 2011. Therefore, the next opportunity for
departments to revise their criteria will occur in Fall 2015 for future implementation in
academic year 2016-2017. Departments wishing to make any substantive changes within
the five-year period must obtain written permission from the Provost and the President.
The Provost shall establish the time table for the revision of departmental criteria.

General Procedures for Revision of RTP Criteria:

Departments are encouraged to review carefully the criteria that they presently have and
use TBR Policies 5:02:03:60 and 5:02:02:20 (Academic Tenure and Promotion) to
inform their discussions. Departments may meet or exceed TBR criteria for retention,
tenure, and promotion, but the departmental criteria may not be weaker than those
established by TBR.

Each department will establish a criteria review committee. The committee will include
members from all tenure-track and tenured ranks within a department. The review
committee will review the criteria, propose changes, and discuss the revised criteria with
the department.

The review committee may incorporate suggested changes to the RTP criteria and
forward the proposal in writing with brief rationales for those changes to the dean. The
dean will review the proposed changes and make suggestions with brief rationales to the
departmental criteria review committee.

The review committee shall reconvene and consider the dean’s suggestions and may
choose to modify the RTP criteria. Then, the review committee will prepare a final
revision of the RTP criteria and present it to the department. All tenured and tenure-track
faculty members of the department will vote on the proposed changes. In order for the
proposal to move forward, a simple majority of the voting members must approve the
proposed changes. If the vote fails, the review committee will reconvene and consider
faculty members’ suggestions and may choose to modify the RTP criteria to bring to the
faculty members for a second vote. The chair will cast an independent vote. The
approved proposal and vote tally shall be forwarded to the department’s dean.

The department’s proposed RTP criteria will be reviewed and voted on by the College
Promotion Committee, chaired by the dean. The dean and college promotion committee
will send to the Provost the department’s proposed changes (including any college-level
or decanal comments) and votes of the College Promotion Committee and of the dean.
The dean will forward the results of Dean’s vote and College Promotion Committee’s
votes to the department chair for dissemination to all faculty members within the
department.

The Provost shall review each department’s proposed RTP changes. The Provost may
make suggestions in writing with brief rationales and send them back to the department
chair, with a copy to the dean. The chair shall inform the department of the Provost’s
comments. The department review criteria committee will reconvene and consider the
Provost’s suggestions. The Provost may meet with the department to discuss revisions.
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The review criteria committee will prepare its final proposed criteria and send them to the
Provost.

After consultation with the dean, chair, and department criteria review committee, the
Provost will approve final departmental criteria.

Changes to a department’s RTP criteria will take effect the following academic year.
Faculty members who believe that the newly adopted criteria will negatively affect future
retention or tenure actions may appeal their case to the Provost.

Storage of E-Dossiers

Due to record-keeping requirements, official personnel records are to be kept a minimum
of seventy-five years from an individual faculty member’s last date of employment in a
paper or imaged format. In addition, due to the timeframe in which an individual faculty
member could file an EEOC complaint and/or lawsuit, a paper dossier of any faculty
member must specifically stay in the department office for a minimum period of four (4)
years from the point when the final personnel decision is made on the faculty member’s
status at the institutional level or at the TBR level. Likewise, an electronic dossier shall
be stored on a server or some other media for a minimum period of four (4) years from
the point when the final personnel decision is made on the faculty member’s status at the
institutional level or at the TBR level.

After the separation of a faculty member from university service and the expiration of the
timeframe in which an EEOC complaint may be filed, an imaged copy may be kept in
any format compliant with federal and state record-keeping requirements. All existing
paper dossiers not converted to electronic format must be maintained until converted to
imaged format after the separation of the faculty member from APSU employment.

A faculty member’s existing paper dossier, if relevant is the property of APSU and shall
continue to remain in the department until the faculty has achieved the full rank of
tenured professor. In order to protect the security of a paper dossier, a faculty member
may not remove his or her paper dossier from the departmental office without prior
permission of the department chair/director. A faculty member’s e-dossier that is
prepared for personnel reviews is the property of APSU and shall be maintained on a
server or other media according to TBR Guideline G-070. A faculty member’s dossier
and supplemental file shall be released to the faculty member when the faculty member
requires these materials to prepare for an upcoming review. These materials shall be
available up to twelve (12) weeks prior to submission deadline to the departmental
committee as outlined in the Calendar for Faculty Personnel Actions.

When a faculty member has attained tenure and achieved the rank of Professor, a paper
dossier may reside in the faculty member’s office after meeting the required four-year
residency in the department following the final personnel decision on the faculty
member’s status at the institutional level or at the TBR level.

Faculty members who retire or resign from the University may make copies of materials
in their dossier; however, the dossier itself shall remain with the university. When a
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