STATE SYSTEM OF HIGHER EDUCATION KUTZTOWN UNIVERSITY
KUTZTOWN, PENNSYLVANIA
Procedural Guidelines for University Tenure Committee Members



I. GENERAL

A. The University Tenure Committee shall review applicants for tenure in order to advise the President. However, the task of screening faculty for contractual renewal and tenure is primarily the responsibility of each department, and should be a process of continual, honest, and fair evaluation. The thoroughness and integrity of the department's recommendation is crucial to the proper functioning of the system for awarding tenure.

B. The University Tenure Committee shall exercise its judgments, provide services, suggest and implement policy wholly within the jurisdiction assigned by the collective bargaining agreement. The Agreement referenced in these Guidelines is effective July 1, 2023;
however, if there are any discrepancies between the referenced contract and the current contract, the current contract prevails. Consult the following articles which bear on tenure consideration:
Article 12:	Performance Review and Evaluation of Faculty Article 14:	Renewals and Non-renewals
Article 15:	Tenure

Article 29:	Retrenchment

C. Conditions for tenure considerations set forth in the contract apply to all faculty.

D. Throughout this document, there are due dates listed for the submission of
materials. If any of these dates should fall on a holiday or a weekend, these documents are due on the first day after the mentioned due date that the university is open for business.
II. THE COMMITTEE

A. The University Tenure Committee is composed of seven (7) tenured
members, elected by and from the entire faculty for two (2) year overlapping terms.

B. If a member of the University Tenure Committee also serves as a department chairperson or as a member of a departmental tenure committee when a member of his/her department applies for tenure, that member of the University Tenure Committee:

1. will not vote on the University Tenure Committee’s tenure recommendation for the candidate from his/her department.
2. will physically absent him/herself from the University Tenure Committee meeting during both the University Tenure Committee’s formal deliberation and the University Tenure Committee’s vote on the tenure recommendation for the candidate from his/her department.

Note: This policy also applies when a member of the University Tenure Committee also serves on a tenure committee outside his/her department.
C. The University Tenure Committee shall elect a chairperson at the first full meeting of each academic year when new members join the committee. The first full meeting will be called by the previous chairperson or designee acting as convener.
D. Committee meetings dealing with only procedural matters are open to faculty
members.  Actual considerations of specific faculty candidates for recommendation for tenure are not open sessions. All personnel matters are to be treated with utmost confidentiality.

E. In order to conduct business related to the consideration of an individual candidate for tenure, the University Tenure Committee must have five members present.

III. ELIGIBILITY FOR TENURE

A. Faculty eligibility for tenure shall be governed by the reasons supported by available data or lack thereof.

1. Such faculty shall be considered eligible for tenure in accordance with Article 15: TENURE, Section B of the contract.

2. Criteria for eligibility:
a. A probationary period of five (5) full academic years at the University from the most recent date of appointment.

b. Only full-time employment at the University in a non-temporary position shall be counted in computing the probationary period. However, time spent in a temporary or regular part-time, temporary full-time or regular full-time position at Kutztown University or any university within the State System of Higher Education may, on the recommendation of the department and the approval of the President, be counted toward the required probationary period.
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c. Meet the minimum qualifications for the rank of assistant professor as set forth in the applicable laws; Act 182 (1963) specifies the minimum qualifications for assistant professor as:

(1) at least four (4) years of teaching experience;

(2) a Masters degree and at least ten (10) semester hours additional graduate credit; and,
(3) evidence of effective teaching and fulfillment of professional responsibilities, continuing scholarly growth and contribution to the University and/or community, as specified in Article 12, Performance and Evaluation of Faculty, Section B: Categories for Performance and Review.
B. Faculty hired in a full-time, non-temporary position after having been retrenched from a tenured position at another State System of Higher Education University:
1. A faculty member hired in a full-time, non-temporary position at the University, after having been retrenched from a tenured position at another university of the State System of Higher Education falls under the provisions of Article 29: RETRENCHMENT, Section I.
2. Criteria for eligibility:
a. A probationary period of one (1) full year at the University. The person will be considered for tenure in the second semester of the first year of such an appointment to the University.
b. Such a faculty member must apply for tenure in writing as outlined in Article 15: TENURE, Section C, except that the procedure will take place in the person's first year of service rather than the fifth as indicated in that paragraph. See section V: PROCEDURES of these guidelines and the attached Timetables for further details

IV. UNIVERSITY TENURE COMMITTEE RESPONSIBILITIES

A. The University Tenure Committee shall act within the guidelines of the current contract to the extent that it applies to faculty being considered for recommendation for tenure.

B. The University Tenure Committee shall specifically:
1. Supply guidelines appropriate to tenure procedures within the appropriate collective bargaining agreement.

2. Notify each faculty member who has been advised by the President of eligibility for tenure consideration of his/her rights and obligations regarding applying for and/or being considered for tenure in accordance with the provisions of the contract.

a. Obtain the names of all faculty who are considered eligible for consideration for tenure from the President, and
b. Correlate the list of eligible candidates with the University Seniority List to ensure that faculty may not have been inadvertently overlooked. Any inconsistency regarding eligibility should be rectified by the University Tenure Committee with the President's office or designee.

3. Advise departmental tenure committees and departmental chairpersons/equivalents of new requirements.
4. Receive recommendations separately from the departmental tenure committee and the departmental chairperson/equivalent. In so doing, the committee shall:
a. Treat all information with the confidentiality.

b. Arrange impartially to hear all sides if the recommendations from the departmental tenure committee and the departmental chairperson/equivalent are divergent.

c. Afford the opportunity for additional data to be submitted from sources other than the departmental tenure committee and the departmental chairperson/equivalent, provided that the candidate for tenure be given access to all written submissions and be informed in writing of the substance of any interviews conducted by the University Tenure Committee. All of this material must be submitted by February 15 (October 1 for faculty with January appointment dates) to the Chair of the University Tenure Committee in order to be considered.

(1) Such sources shall not include managers except in those cases where managers are included in the evaluation process in accordance with Article 12 PERFORMANCE REVIEW AND EVALUATION OF FACULTY
Section 2 B and C. The above statement should not be seen to preclude incorporating as part of the application file any commendations received in the past from managers that have been routinely included in the candidate's personnel file.

(2) Written and/or oral information submitted to the committee must be capable of substantiation. Examples of such data are material relating to participation in interdisciplinary programs, service on university committees, community service, APSCUF, etc.

(3) In the process, the candidate shall have an opportunity to respond to all additional written data and to any interviews held by a deadline that will be set by the University Tenure Committee.

5. Submit recommendations to the President at the times specified in the contract.

a. In cases of a negative recommendation, there shall be sufficient data to support such a recommendation.

b. Notify candidates individually by letter of the positive or negative recommendation made by the committee to the President after the recommendation is forwarded to the President.

V. PROCEDURES

A. Faculty tenure evaluations and recommendations shall be governed by the following procedures:
1. Departmental tenure committees and departmental chairpersons/equivalent shall provide continual, honest, and fair evaluations of each faculty member in a tenure- track position in accordance with Article 12: PERFORMANCE REVIEW AND EVALUATION OF FACULTY and Article 14: RENEWALS AND NON- RENEWALS.

2. The University President or designee shall, by October 1 (February 1 for faculty members with January appointment dates), prepare a list of probationary faculty who will complete the fifth full year of employment by the following January or May. The committee shall consult with the President or his/her representative as to the accuracy of the list.

a. The University President or designee will provide each departmental chairperson/equivalent and each departmental tenure committee with a list of the faculty within the respective department who are to be eligible for tenure.
b. First consideration shall be given to those candidates whose fifth year will be concluded at the end of the Fall semester (those with January appointment dates); then attention shall be directed to those candidates whose fifth year will be concluded at the end of the Spring semester (those with September appointment dates).

c. The University Tenure committee shall notify the departmental chairperson/equivalent and the departmental tenure committee of the deadlines for their forwarding recommendations to the committee. A notice shall be sent to each candidate informing him/her of the pertinent deadlines.

3. The departmental tenure committee shall be chosen by the department in accordance with the provisions of the contract and the rules of the department.
a. The committee shall consist of at least three (3) members. The chairperson/equivalent MUST be excluded from the committee.
b. The committee shall include only TENURED faculty.

c. When a department tenure committee is unable to meet the minimum three tenured faculty composition, it will contact the local APSCUF union president for guidance on attaining this requisite composition.

d. The department may act as a committee of the whole (tenured members only);

e. Separate recommendations must be forwarded to the University Tenure Committee for each candidate from:

(1) the departmental committee.

(2) the departmental chairperson/equivalent.

f. In no case may a faculty member take part in the consideration of tenure for himself/herself.

g. The departmental tenure committee's recommendations shall be based on criteria defined and approved by the department in accordance with Article 12: PERFORMANCE REVIEW AND EVALUATION OF FACULTY.

4. The President shall, by October 1 (February 1 for faculty members with January appointment dates), send a notice to all fifth-year probationers that he/she has until December 31, (May 1 for faculty members with January anniversary dates) to apply for tenure. A copy of the notice will be sent to the departmental chairperson/equivalent.

5. If official graduate transcripts are not already in the faculty member’s official personnel file, the candidate shall have them sent directly from the appropriate college or university to the Office of the President. The candidate shall meet with the Provost and Vice President for Academic Affairs to review degree or credit eligibility for tenure. This meeting shall occur after the candidate has been notified by the President of his/her eligibility for tenure, but before the candidate officially applies for tenure.
6. The faculty member must submit his/her written request for tenure to the President by December 31 (May 1 for those faculty members with January appointment dates).

a. The written request for tenure must include reasons why the faculty member believes that he/she should be granted tenure. The candidate will submit his/her portfolio that contains the documentation of his/her performance during the probationary period to the departmental tenure committee by December 31 (May 1 for those faculty members with January appointment dates). The criteria for evaluating the request for tenure are contained in Article 12: PERFORMANCE REVIEW AND EVALUATION OF FACULTY. In addition to effective teaching and fulfillment of professional responsibilities, continuing scholarly growth and service and contribution to the university and/or community are tenure criteria. Although there is an expectation of contribution in all three areas, a greater contribution in one area may compensate for a lesser contribution in another.

b. A copy of the written request and any supporting documentation must be submitted electronically  to the departmental tenure committee and to the chairperson/equivalent. These copies and supporting materials must be submitted electronically by January 15 (June 1 for those faculty members with January appointment dates).

c. Information on the option either to submit or to withhold the faculty member's personnel file is contained in Article 13: PERSONNEL FILES, Section B.5.
d. N.B. "If a fifth-year probationary faculty member fails to apply for tenure, that probationer's sixth year of employment shall be a terminal year." Article 15: TENURE, Section C.
7. By February 15 (October 1 for faculty members with January appointment dates) the departments shall forward signed and dated recommendations for tenure to the University Tenure Committee.
a. The departmental chairperson/equivalent shall:

(1) forward to the University Tenure Committee, with a copy to the President, a full list of all candidates for tenure from that department.
(2) forward to the Chair of the University Tenure Committee his/her separate written recommendation for each candidate, which is due on February 15 (October 1 for those faculty members with January appointment dates). Each recommendation is to be signed and dated and a copy provided to the candidate.

b. The departmental tenure committee shall forward to the University Tenure Committee its separate written recommendation for each candidate with a record of the vote tally and signed by each member of the committee. Signing the recommendation indicates that the individual has had the opportunity to read the document but does not imply they agree with its contents. The department tenure

committee shall provide a signed dated copy of its recommendation(s), to each candidate. These documents are due on February 15 (October 1 for those faculty members with January appointment dates) with a copy provided to the candidate by this date.

c. Both the recommendation from the departmental chairperson/equivalent and from the departmental tenure committee shall be unequivocally positive or negative. Ambiguous statements shall be returned for clarification.

d. In the case where tenure is not recommended, the reasons for the negative recommendation must be fully described in writing.

e. The Dean or appropriate Manager will submit their recommendations along with the application and supporting materials to the University Tenure Committee by March 8 (October 21 for Faculty Members with January anniversary dates).

8. The University Tenure Committee shall review the recommendations for each candidate in detail.
a. Signed pertinent letters or reports addressing the recommendation for a candidate may be forwarded to the University Tenure Committee from sources other than the departmental chairperson/equivalent and the departmental tenure committee. All such letters or reports shall be signed and dated with copies provided to the candidate. These materials must be submitted by February 15 (October 1 for faculty January appointment dates) to the Chair of the University Tenure Committee in order to be considered by the University Tenure Committee.
b. As a further protection of the rights of the individual candidate, in the event that the reports from the departmental chairperson/equivalent and the departmental tenure committee differ, the University Tenure Committee is required to schedule a meeting with the chairperson/equivalent and the departmental tenure committee members in order to clarify the differences.

(1) The departmental tenure committee and chairperson/equivalent shall be informed that the recommendations are different.

(2) Arrangements shall be made to meet separately with both of the above sources.

(3) Further, the committee may arrange to meet with the candidate, and to contact other sources or persons who shall be deemed necessary to assist in reaching a clear presentation of the facts.

(4) When the University Tenure Committee meets with the departmental chair and the departmental tenure committee members, the interview format will be as follows:

(i) The University Tenure Committee will grant a five-minute opening statement.

(ii)  The University Tenure Committee will have approximately twenty minutes to ask questions.
(iii) The University Tenure Committee will grant a five-minute closing statement.

9. All items submitted to the University Tenure Committee shall be handled with the confidentiality. There will be no discussion of candidates outside of the committee except as necessitated by paragraph 8-b above. Other faculty may come to meetings about procedures, revision of guidelines, etc., but shall be excluded from any deliberations concerning candidates.

a. The individual candidate has the right to appear before the committee and the format of the meeting will be the same as V.A.8.b. (4) of these guidelines.

b. Members of the committee may discuss procedure with other faculty and with the candidate but shall refrain from any other discussion regarding actual recommendations.

10. No later than April 21 (November 21 for those faculty members with January appointment dates) the University Tenure Committee shall forward its written recommendation for each candidate to the President/designee.

a. The recommendation shall include a record of the committee’s vote tally on each candidate, signed by the chair of the Committee. Four affirmative votes are required for positive recommendation. Should there be a tie, deliberations must continue until there is a majority vote.

b. All data on which the committee's recommendation was based shall be forwarded to the President with the committee's written recommendation.

c. In the event of a negative recommendation, the reasons for the recommendation shall be fully described in writing.

d. Each candidate shall be individually notified by a copy of the committee's recommendation that is forwarded to the President.
e. The committee shall keep records of its actions as needed.

11. By May 31 (December 31 for those faculty members with January appointment dates) the President shall notify each candidate in writing of his/her decision to grant or deny tenure. If tenure is denied, the probationer's sixth year of employment shall be a terminal year of employment.

B. Faculty hired after having been retrenched from a tenured position at another University of the State System of Higher Education are to be evaluated for tenure under the same procedures as other tenure track faculty, except as the criteria and procedures are modified by Article 29: RETRENCHMENT, Section I.

1. All of the provisions outlined in Section V. above apply except that:

a. Notification by the President of eligibility for consideration for tenure, the written request for tenure, departmental evaluation and recommendations concerning tenure, the recommendations to the President from the University Tenure Committee, and the decision to grant or deny tenure shall take place during the candidate's first year of full-time, non-temporary employment at the university rather than during the fifth year;
b. Should the candidate fail to apply for tenure or be denied tenure by the President, the second year of such employment shall be a terminal year of employment rather than the sixth year.
2. The timetable for notifications, written request for tenure, forwarding of recommendations and notification of the decision to grant or deny tenure are those indicated in Section V. of this document.
VI. TIMETABLE

A. The University Tenure Committee shall time its notifications and processes in such a manner that shall enable the committee to forward its recommendations to the President within the timetable established in Article 15 of the contract.

B. Timetables (The following dates and abbreviated instructions are presented in their entirety in Section V. of these guidelines).










Tenure Timetable for Formal Consideration

September	January
Appointment Date	Appointment Date

(Candidates whose fifth year	(Candidate whose fifth
will end in June)	year will end in December)


Due Date	Steps	Due Date

	October 1
	Step 1 - President or designee sends faculty member

notice informing faculty member that he/she has to apply for tenure. President sends copies to the
	February 1

	
	appropriate department chairperson, department tenure committee and the UTC.
	

	December 31

January 15
	Step 2 - Faculty member must apply for
tenure by this date to the President. 

The supporting documentation is to be submitted electronically to the chair of the departmental tenure committee along with a copy of the letter submitted to the president. These materials are to be shared with the department chairperson or equivalent. By this date, the candidate must have completed his/her eligibility review with the Provost or designee. Failure to apply by this date means the sixth year of employment is terminal.
	May 1

June 1

	
	
	

	February 15
	Step 3 - Departmental tenure committees and departmental chairpersons/equivalents must forward recommendations for each candidate to the UTC by this date. The candidate must submit his/her portfolio
	October 1

	







March 8
	that documents performance. A full list of candidates whom tenure recommendations are being written for will be provided by the department [committee must be submitted] and
sent by the departmental chairperson to the President or his designee.


Step 4 - The Dean or appropriate Manager will submit their recommendations along with the application and supporting materials to the University Tenure Committee by March 8 (October 21 for Faculty Members with January anniversary dates).




	







               October 21

	April 21
	Step 5 - University Tenure Committee must forward its recommendation for each candidate to the President by this
	November 21

	
	date with all data upon which recommendation is based. A copy will be provided to the candidate.
	

	May 31
	Step 6 - President notifies each candidate in writing by this date of his/her decision to grant or deny tenure.
	December 31

	


	
	


PLEASE NOTE

The formal consideration for Tenure begins during the candidate's fifth probationary year, i.e., during the candidate's ninth semester of service. Steps 1 and 2 as listed above must be completed during the ninth semester. Steps 3-5 as listed above must be completed during the tenth semester. Should tenure be granted, it will take effect on the candidate's appointment date of his/her eleventh semester of service.

Approved by Rep Council 9/17/26
