HOW DO I GET PROMOTED?  A GUIDE FOR FACULTY MEMBERS

1. How do I apply for promotion?

In general, this is your responsibility.  However, non-tenured assistant professor faculty members in a tenure-earning position are on a strict timeline for tenure (usually they are also promoted to associate professor at the same time).

Promotion should be considered a long-term process.  All newly appointed faculty members should review the promotion and tenure guidelines early and discuss their progress with their chair.  The associate dean for faculty is also a good source of information.  Each year you should submit an updated CV (even if nothing has changed) and a summary of your activities for the prior year.  This is very important as promotion is entirely dependent on these written summaries and evaluations.  Failure to submit material will result in unsatisfactory evaluations and will be very detrimental to your chances of being promoted.

Promotion is not an entitlement and does not result from longevity alone.  You MUST show evidence of sustained achievements in service, education, and research.

2. When can I apply for promotion?

You can apply for your first promotion whenever you meet the promotion and tenure guidelines. After the first promotion the interval between promotions is five years.  You should ensure that you have adequate evidence to support CONTINUING excellence in teaching and service as well as the requisite publications since your appointment.  This usually takes a minimum of 4-5 years or longer, but exceptional faculty may be promoted sooner.  If are not promoted, you will need to sit out the next promotion cycle.  Tenure-track faculty should be very careful about applying early for promotion and tenure; if tenure is not granted, the faculty member will receive a one-year terminal contract.  You should discuss your intent to apply with your chair and/or the associate dean to ensure that you have met the requirements.

3. Which set of guidelines will apply for my promotion?

All faculty members appointed after adoption of the new P&T guidelines will be evaluated under these.

All faculty members appointed prior to the adoption of the new guidelines who have not been previously promoted at WVU will be evaluated under whichever set of guidelines is most advantageous to their application for their first promotion ONLY.  If specific requirements were written into their letter of offer, these will be taken into consideration.

All faculty members previously promoted at WVU will be evaluated under the new guidelines.

4. How do I prepare my application? 
The first step is to review the P&T guidelines and meet with your chair to verify that the criteria have been met.  In August the dean’s office requests that the chairs submit the names of the faculty that will be seeking promotion. The faculty member is then given a promotion packet with all of the information that will be needed for the promotion process. Then you should prepare a summary of your activities since your appointment or last promotion.  WVU promotion guidelines state that faculty members must have significant areas of contribution in two areas and reasonable contributions in a third.  The three areas of emphasis are service (which includes clinical service, administrative service and community service), education/teaching and research/scholarship.  You should emphasize those activities which would support continued excellence in each of these areas.  Specific activities are further documented in the promotion and tenure guidelines.  
For teaching some examples might be (not limited to these): teaching portfolio, teaching awards and honors, teaching evaluations.  If your students perform above national standards, that is important information to document your teaching excellence.  For research, examples would include: extramural funding, publications, particularly in prestigious journals, presentations, research awards.  For service, examples would include: national recognition or departmental and institutional awards, sustained productivity or service to the institution or community, and examples of clinical excellence.   You may also submit supporting documentation (letters, evaluations, publications.) You should focus on documenting OUTCOMES rather than effort.  Simply teaching a class is not enough, your teaching must be excellent.  The committees and individuals who review the record will probably not be aware of all you do, it is up to YOU to convince them that you are worthy of promotion.
Tenure track faculty and research faculty need outside referees.  You and your chair will supply names to the dean’s office. Information regarding the procedure for external reviewers will be included in the packet form the dean’s office. 
5. How long does this take?

The promotion and tenure process is a long one.  Your faculty summary is due November 1st and you should be notified of the results of your evaluations at every step of the way (January for your departmental committee and chair evaluation if you have applied for promotion and March 15 for the school-wide committee and dean evaluation and May 15 for the chancellor notification).  You MUST submit all documentation by the deadline.
 If you wish to be promoted to the rank of full professor, you will need to show evidence of national or international recognition.  Since this process can take several years, you should become active in the national community of your specialty by presenting papers and lectures, by joining national committees, and other activities, early in your career and at latest immediately after promotion to associate professor.

6. What if I do not get promoted?

If you are a non-tenured faculty member who is up for tenure, and you are not granted tenure, then you will be given a one-year terminal contract.  However, you do have the right to appeal.  
If you are not promoted and are a tenured faculty member or in a non-tenure earning track, then you will be eligible for promotion in the cycle after the next (i.e., two years).  If you were not promoted, you should make an appointment with your chair or the associate dean to discuss what you can do to strengthen your application.

7. I have reviewed the promotion and tenure guidelines and I will not be able to be promoted in my current track.  What do I do?

You should discuss this with your chair and/or the associate dean.  If your duties have changed since your last promotion or your appointment, you may need to switch to a more appropriate track.  However, you must document significant achievements in whatever track in which you apply for promotion.  In some cases this may mean that a tenured associate professor must surrender tenure in order to move to a non-tenure earning track where he/she meets the requirements for promotion to full professor.  This is the choice of the faculty member: to remain tenured in their current rank or to surrender tenure in order to be promoted.  Non-tenured faculty member retain most of the rights of tenured faculty. 

8. I’m confused or I need help.  What do I do?
Review the Promotion and Tenure guidelines and talk to your chair and/or the associate dean.
