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The purpose of this document is to provide guidance to the faculty - both those on personnel committees and
those considering or coming up for personnel actions - on the process, documentation, and assessment criteria
involved in the reappointment, tenure and promotion process at John Jay College of Criminal Justice.

The procedures and assessment criteria involved in making academic personnel recommendations and
decisions are governed by the Bylaws and Policies of the Board of Trustees of the City University of New York,
including the Statement on Academic Personnel Practice of the City University of New York and the Max-Kahn
Memorandum. Nothing in these guidelines should be interpreted as contradicting CUNY Bylaws, policies and
procedures. The College Charter further defines the structure, composition and responsibilities of the College
governance bodies involved in the process, and the responsibilities of the college officials involved at each step
in the process.

This document applies to members of the instructional staff in the following ranks: Distinguished Professor,
Professor, Associate Professor, Assistant Professor, Instructor, Distinguished Lecturer, Lecturer, Chief College
Laboratory Technician, Senior College Laboratory Technician, College Laboratory Technician, and faculty
emeritus/ae.

All votes by the Committee on Faculty Personnel on personnel actions are advisory to the President of the
College.
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I. THE CANDIDATE’S FILE AND THE FORM C
I.A. The File

I.A.1 Before consideration for any personnel action, a candidate must submit to the Provost’s Office an updated
Form C which summarizes professional activity. The Form C is designed to provide each candidate for a
personnel action with a vehicle to present to reviewing departmental and college personnel committees her/
his contributions in the three principal areas of scholarship, service and teaching. More fully than the CV, the
Form C provides an opportunity to explain these contributions with special emphasis on contributions while at
John Jay College.

I.A.2. A candidate for tenure, certification or promotion must also provide a CV (not required of candidates for
reappointment).

I.A.3. The candidate should also submit any other documentation that he/she considers relevant or that is
requested by the committee. For particularly voluminous files, the candidate may wish to include a table of
contents.

I.A.4. Itis ultimately the responsibility of the candidate to put together his/her file so that it most accurately
and positively reflects the case for affirmative personnel action(s.)

I.A.5. Candidates have the right at all times to review their file, with the exception of external letters of
reference and evaluation, the actual vote counts, and any other materials excluded pursuant to CUNY policy.

I.A.6. Candidate files should be completed by the second week of September, at which point the file is closed as
defined in 1.A.7 below. (See the table in 1V.B for the precise date.) Candidates who wish to add additional
information to their file after that date must contact the Chair who shall bring the information to the attention
of the Committee on Faculty Personnel. See Paragraph 11.A.3 for procedures to follow in the event that
information potentially seriously adverse to the candidate is raised.

I.LA.7. When afile is closed, additions and changes to the file are not permitted except in exceptional
circumstances (such as a filing error that would materially affect the accuracy of the record) with permission of
the Provost on recommendation of the Chair with the consent of the candidate signified by the candidates
initials on the document to be added. Additional information received for the file that is not added is retained
by the Provost’s Office for addition after consideration of the current personnel action is complete. The file
reopens once the current personnel action is complete as reflected in a documented action by the President.

I.A.8 The general organization of candidate files is determined by the Provost, and may change from time to
time based on evolving policies, procedures, operations and technologies. However, there shall always be a
confidential section or sections of the file as described in 1.A.5 above, and the student evaluations shall always
be filed in such a way as to permit separate review by student reviewers as provided in Section 11.C.12 of this
document.
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1.B.1. The Form C is designed to provide each candidate for a personnel action with a vehicle to present to
reviewing departmental and college personnel committees her/ his contributions in the three principle areas of
scholarship, service and teaching. More fully than the CV, the Form C provides an opportunity to explain these
contributions with special emphasis on contributions while at John Jay College.

I1.B. The FormC

1.B.2. For candidates for reappointment, early tenure or tenure, the Form C shall first list only those materials
since the initial John Jay appointment. Candidates for reappointment, tenure, early tenure and/or promotion
shall list works released before their tenure track employment at John Jay, but these must be listed separately
in a section following works which were released while at John Jay. Candidates for promotion shall clearly
identify and first list materials released since attaining their current rank. Materials released prior to their last
promotion (or appointment to current rank) shall be listed separately.

1.B.3. The “Publications” category should be divided and clearly labeled as follows. The list below is not
intended to convey a hierarchy of importance of types of publications, and the list is not exhaustive.

Peer reviewed scholarly books

Peer reviewed articles or equivalent works (such as peer reviewed performances, exhibitions etc.)
Creative works in peer-reviewed literary journals;

Law review articles

Peer reviewed book chapters

Edited books

Scholarly articles published in non-refereed journals

Reviews

Translations

Other books

Encyclopedia articles

Articles in non-scholarly print (i.e. magazines, newsletters, non-scholarly journals, etc.)
Reports (in-house, for agencies, etc.)

Custom published works/self-published works (must be so identified)

Reprints or performances

Other scholarly technological products or creative works.

For non-print works, documentation in the form of audio tapes, video tapes, visual presentations, etc, should
be made available in appropriate format to the Provost’s Office. The Provost’s Office will make these accessible
by providing the necessary equipment to the members of the Committee on Faculty Personnel.

E-publications: In general e-publications will conform to the categories listed above. The candidate should
provide a print-out or a representative facsimile, not just a URL, for any e-publications.
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Within each sub-category, material shall be listed in chronological order, with the most recent work first. All
citations shall be complete, including page numbers. It is the responsibility of the candidate to make sure that
the Form C has proper citations.

I.B.4. Candidates are strongly encouraged to review the Form C with their department chair before forwarding
it to the Provost's Office.

1.B.5. The Self-Evaluation section of the Form C should be complete but concise, normally limited to 3 pages or
fewer, single-spaced. The candidate's statement may address, but is not limited to, the following topics as
appropriate to his or her case:

e the candidate's activities and accomplishments during the previous year, and how those activities and
accomplishments contribute to the success of the department and the College;

e the candidate's accomplishments in the three areas of evaluation presented in section 11 herein:
teaching, research and scholarship, and service;

o how the candidate's research and scholarship satisfies departmental or disciplinary criteria explained in
11.B.1.c;

e extraordinary circumstances;

o significant aspects of service, research, scholarship or teaching which a reviewer might not otherwise
understand;

« when the candidate is being considered for reappointment, an explanation of the candidate's plan or
vision for the remaining years before tenure consideration; and

e when a candidate is being considered for tenure or promotion, a summary of accomplishments and
contributions since initial appointment at John Jay or since the last promotion.

|I.C. Outside Letters of Evaluation

I1.C.1. General

I.C.1.a. A minimum of four and a maximum of six outside evaluations must be obtained for candidates for
tenure (or certification) and for promotion. The Provost will solicit these letters.

1.C.1.b. The purpose of the outside letters of evaluation is to establish the reputation of the candidate beyond
the college community with regard to the relevant criteria by which the candidacy will be evaluated. The letters
should speak to these academic qualities specifically, and it is therefore suggested that they be solicited from
academic persons. Candidates should keep this purpose in mind when proposing persons to write the letters.

I.C.1.c. An evaluator who has direct knowledge of the candidate's teaching, professional activities, etc., may also
speak to that. In addition, the letters should specify the nature of the relationship of the evaluator to the
candidate.

1.C.2. Selection of Outside Evaluators
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I.C.2. a. The candidate and the candidate’s Chair shall confer about the names of potential evaluators. If the
candidate has an objection to any individual proposed as an evaluator by the Chair, the candidate shall submit
that objection in writing to the Chair. The Chair shall forward the names of four to six individuals, who have
agreed to act as potential evaluators, to the Provost. If the Chair decides to forward the name(s) of any
individual(s) to whom the candidate objected in writing, the letter of objection shall be attached to the outside
evaluator’s letter in the candidate’s file.

I.C.2.b. If the candidate is a department Chair, then the Provost, in consultation with the department Personnel
and Budget Committee, will supply the list of names which would otherwise have been submitted by the Chair.

I.C.2.c. Candidates and chairs are discouraged from proposing members of the John Jay College faculty as
potential evaluators. In addition, names of evaluators should not include relatives. Only in exceptional
circumstances should co-authors of the candidate serve as outside evaluators. It is the responsibility of the
candidate to explain such exceptional circumstances in the self-evaluation . The evaluation letters are not to be
letters of personal recommendation, but assessments of the scholarly quality and quantity of the candidate’s
work as it bears on the action for which the candidate is being considered. Candidates should know that letters
of evaluation written by former professors of the candidate are usually given less weight than letters of
evaluation from others.

1.C.2.d. Evaluators from within CUNY:

o Tenure: Some letters must be from evaluators who are outside the CUNY system, although it is
permissible for some to be from within CUNY.

e Promotion to Associate Professor: It is strongly suggested that at least two evaluators be from outside
CUNY, as the burden is on the candidate to show that his or her qualities are "respected outside his/her
immediate academic community.”

e Promotion to Full Professor: The burden is on the candidate to demonstrate "an established reputation
for excellence in teaching and scholarship in his/her discipline.”" Therefore it is suggested that no more
than one letter be from within CUNY.

1.C.2.e. Before April 15, the chair of the candidate's department will contact the four to six potential evaluators
to determine if they are willing to write a letter of evaluation. The chair will forward the names of all who
respond positively to the Office of the Provost by April 15. The Office of the Provost will send the candidate's
packet to each evaluator. The evaluators will be requested to provide their evaluation letters by July 1. When a
candidate is coming up for two actions, e.g., reappointment and promotion, or tenure and promotion, the
evaluators will be asked to comment on both actions in the same letter.

I.C.2.f. The candidate and the Chair should be notified immediately if either the proposed evaluator declines to
write an evaluation or the letter of evaluation has not reached the Provost by August 1. In either case, a
substitute evaluator will be solicited by the Provost from the Chair in consultation with the candidate.

1.C.2.9. Material sent for evaluation is material produced since the last personnel action, or for the prior seven
years, whichever is longer. The selection of the material to be sent to the evaluators shall be made by the
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candidate subject to final approval by the Provost. The package shall include a list of the material sent. A copy
of the list shall be in the candidate's file.

I.D. The Annual Conference and Annual Conference Memorandum

1.D.1. Pursuant to Article 18.3 of the PSC Collective Bargaining Agreement, at least once each year, each
employee other than tenured full professors shall have an evaluation conference with the department
chairperson or a member of the departmental P & B committee to be assigned by the chairperson. Tenured full
professors may be evaluated. At the conference, the employee's total academic performance and professional
progress for that year and cumulatively to date shall be reviewed. Following this conference, the chairperson or
the assigned member of the P & B shall prepare a record of the discussion in memorandum form for inclusion
in the employee's personal file. Within ten (10) working days after the conference, a copy of the memorandum
shall be given to the employee. If the overall evaluation is unsatisfactory, the memorandum shall so state. The
employee in such case shall have the right to endorse on the memorandum a request to appear in person before
the department P&B.

1.D.2. In assessing the employee’s total academic performance and professional progress, the Chair or
evaluator may include the following topics and issues:

e the candidate's activities and accomplishments during the previous year, and how those activities and
accomplishments contribute to the success of the department and the College;

e the candidate's accomplishments in the three areas of evaluation presented in section 111 herein:
teaching, research and scholarship, and service;

o how the candidate's research and scholarship satisfies departmental or disciplinary criteria explained in
11.B.1.c;

e extraordinary circumstances;

e observations related to the guidance in 111.A General Guidance for Candidates,

e significant aspects of service, research, scholarship or teaching which a reviewer might not otherwise
understand; and

e when the candidate is being considered for reappointment, an assessment of the candidate’s plan or
vision for the remaining years before tenure consideration.

I1. THE PERSONNEL PROCESS
I11.A. General Guidance about the Process

I11.A.1. The Faculty Personnel Committee (FPC) membership is defined in Section 1.2.e of the College Council
Bylaws, which read as follows: “The Committee on Faculty Personnel shall consist of the following members:
President, chairperson; the Provost and Senior Vice President for Academic Affairs; Dean of Graduate
Studies; the Dean of Undergraduate Studies; Dean of Research; and, the chairperson of each academic
department. The full-time faculty, as defined in Article I, Section 3.a.i of the Charter, shall elect six (6) at-
large full-time members of the full-time faculty from amongst those who hold the rank of tenured associate
and/or tenured full professor, as defined in Article I, Section 3.a.i of the Charter. Of the six (6) at-large
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members of the faculty, the three (3) who receive the highest number of votes in a general faculty election
shall be the permanent at-large faculty representatives of the committee.”

I1.LA.2. Section 1.2.e of the College Council Bylaws provides for alternate members of the Faculty Personnel
Committee: “The three (3) members of the faculty who receive the next highest number of votes in a general
faculty election will be alternate faculty representatives on the committee. An alternate may vote, make
motions and be counted as part of the quorum only when a chairperson and/or an at-large faculty
representative is absent.” The alternate faculty members serve as full voting members on the FPC Review
Subcommittees and attend and participate in all discussions at the meetings of the FPC; upon the absence of
any chairperson or at-large faculty member of the FPC, an alternate member votes at such meetings in place of
the absent member. Accordingly, alternates members are expected to attend all meetings of the FPC.

I1.A.3. Those portions of all meetings of Departmental, Review and College Personnel Committees at which
personnel actions are discussed are considered confidential. Members of the Committee on Faculty Personnel
should be aware that discussing candidates outside Department Personnel, Review Committee and College
Personnel meetings is not permitted and is considered by the College to constitute misconduct. The Max-Kahn
Memorandum states, with respect to confidentiality:

We likewise believe that it would be professional misconduct for a member of a P&B committee to disclose the
substance or even the nature of the discussion at the P&B meeting. As far as the actions of a Department and
/or its committees in respect to a candidate are concerned, only the Chairman of the Department should be
empowered to discuss these actions with a candidate. As far as the actions of the college P&B committee, with
respect to a candidate are concerned, only the president of the college or his designee should be empowered to
discuss these actions with a candidate.

I1.A.4. Only information contained in a candidate’s file shall be considered in committee discussions or used in
the evaluation of a candidate at any level, whether by the Department, Review, or College committees.

I11.A.5. Once afile is closed, with the exception of material introduced by the Chair pursuant to Section 1.A.6,
the personnel committee shall not consider any materials outside of those contained in the employee’s
personnel and administrative files. (See Paragraph 1.A.4) If any member of the personnel Committee becomes
aware of any potentially seriously adverse information or materials, such as a complaint about an employee not
contained in the personnel file, he or she shall immediately bring the matter to the attention of the department
chairperson, who shall contact the college's legal designee for guidance as to a) whether the information should
be placed in the file; and b) what procedure if any should be followed.

I11.A.6. Members of any departmental, review or College personnel committee must recuse themselves from any
deliberation or vote where their participation might reasonably create an impression that the candidate would
improperly influence him or her or unduly enjoy his or her favor, or that the committee member is affected by
the kinship, rank, position or influence of the candidate or any party or person.

I1.A.7. The specific votes taken in a candidate's case, whether at the Department Personnel and Budget
Committee, a Review Committee of the Committee on Faculty Personnel, or at the Committee on Faculty
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Personnel, shall not be discussed with or disclosed to the candidate or any other person not having official
access to the record of the case.

11.B. Department Personnel Committees

11.B.1. Department Personnel Committees meet in early September to vote on a candidate's reappointment,
certification, tenure, or promotion, based on a review and discussion of the candidate’s file. Each member of
the Department Personnel Committee is obligated to review the entire official file of the candidate. The official
file is in the Provost's Office.

11.B.2. Department personnel committees shall not meet with candidates except when the candidate is
exercising a contractual right to meet with the committee related to the annual evaluation. (See section 1.D.1)

11.B.3. As soon as possible, the department Chair will inform the candidate as to whether the Department
Committee vote was negative or positive. Actual vote counts shall not be communicated to the candidate. No
other member of the committee is to discuss the Committee action with the candidate and it is not appropriate
for candidates to request such discussion with any members of the Committee. The chair shall be available to
the candidate for guidance about the process.

11.B.4. In cases of consideration for promotion, if the vote of the department is not affirmative, the candidate
must decide and inform the Chair as to whether to proceed with consideration of the case by the Committee on
Faculty Personnel and its review committees.

11.B.5. The Department vote becomes incorporated into the candidate’s file for the next committee level, the
Review Committee. Department Personnel Committees should meet according to the schedule in IV.A so that
the work of the Review Committee(s) will not be delayed.

11.C. Review Committees of the Committee on Faculty Personnel

Following action by departmental Personnel Committees, candidates’ files are subject to review by the Review
Committees of the Committee on Faculty Personnel.

11.C.1. Review Committees are subcommittees of the Committee on Faculty Personnel. Subject to 11.C.3 below,
there shall be three Review Committees: a Reappointments Review Committee, a Tenure Review Committee,
and a Promotions and Waivers Review Committee.

11.C.2. The Provost shall make assignments to the Review Committees before the end of the academic year
following departmental elections in May. In assigning faculty to the Review Committees, the Provost shall to
the degree possible ensure that each review committee reflects diversity of disciplinary perspectives and
provides for reasonable rotation of committee assignments. Personnel Committee members who do not hold
the rank of Associate Professor or Professor shall not be assigned to the Promotions Review Committee.
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11.C.3. The Provost shall fairly distribute workload or reassign workload among existing committees provided
that similar personnel actions are considered by the same committee.

11.C.4. Multiple actions: When a candidate is coming up for two actions, e.g., reappointment and promotion, or
tenure and promotion, the two actions will be considered completely separately with no communication
between the two relevant Review Committees.

11.C.5. Candidate files will be assigned at random to at least two faculty members on the Review Committee for
presentation before the Review Committee. Members of the Review Committee shall not present candidates
from their own departments.

11.C.6. The assigned presenters are responsible for a complete and thorough reading of each candidate’s file.
These assigned presenters will, independently of each other, present an evaluation of the candidate to the
Review Committee. The presentation of the candidate at the Review Committee shall be an independent one,
based solely on the candidate's file and without consultation or discussion with anyone else on or off the
committee.

11.C.7. All members of a Review Committee are obligated to review the files of all candidates who come before
the Committee.

11.C.8. Candidates will be presented in alphabetical order by department and by name. In the Promotions
Review Committee, candidates for promotion to Associate Professor will be considered first, followed by
candidates for promotion to Full Professor.

11.C.9. Any discussion of the action or the candidate outside the Review Committee constitutes a breach of
confidentiality. If any problems or questions arise from a study of the material in the file, these should be
presented only at the Review Committee and not discussed beforehand.

11.C.10. Chairs of candidates being considered by the Review Committee will be alerted by the Review
Committee Chair to be available in case they are needed to provide information to the Committee. If any
member of the Review Committee needs questions answered or points clarified about any candidate, the Chair
of the candidate's department will be invited to appear before the committee. When the candidate him/herself
is the Chair, the Department Personnel Committee shall elect a member of the Department Personnel
Committee who will appear in lieu of the Chair.

11.C.11. When there is one or more negative votes or abstentions at the department level, the Chair of the
department must meet with the Review Committee to comment on the department vote. When the candidate
him/herself is the Chair, the Department Personnel Committee shall elect a member of the Department
Personnel Committee who will appear in lieu of the Chair.

11.C.12. In accordance with the Bylaws of the Charter of Governance of the College, up to two (2) students, who
have earned at least 30 credits at John Jay College, are designated by the Student Council and ratified by the
College Council to serve as liaisons to the Review Subcommittees of the College Committee on Faculty
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Personnel. After being certified by the Office of the Provost as having completed training by that Office, the
student liaisons review student evaluations of faculty members being considered by the Subcommittees for
reappointment, promotion, and tenure and summarize the content of those evaluations to the Review
Subcommittees at a time designated by the Review Subcommittees. Like all documents in a candidate’s
personnel file and all information relating to a personnel action, student evaluations of the faculty shall be held
in the strictest confidence by the student liaisons and by all members of the Faculty Personnel Committee.
Student liaisons are not members of the Personnel Committee nor of the Review Subcommittees and shall be
present solely to provide their summary report. This provision shall not preclude the right of the Review
Subcommittees to conduct an independent study and assessment of the student evaluations of candidates.

11.C.13. The Chair of a candidate's department, whether a member of the Review Committee or called in by the
Committee, will not make a presentation to the Review Committee, nor be present for discussion of the
candidate by the Review Committee. A candidate's Chair, or an at-large member from the candidate’s
department if a member of the Review Committee, will be asked to leave the room during the discussion of his
or her department's candidate, and he or she will not vote on the candidate. In the case of joint appointments,
this will apply to both Chairs.

11.C.14. As soon as possible, but in any case prior to the next meeting at which the candidate will be considered,
the Chair of the Review Committee will inform the Department Chair as to the Review Committee's vote and
the substance of the discussion including the issues raised.

11.C.15. As soon as possible, the department Chair will inform the candidate as to whether the Review
Committee outcome was positive or negative. Actual vote counts shall not be communicated to the candidate.
No other member of the committee is to discuss the Review Committee action with the candidate and it is not
appropriate for candidates to request such discussion with any members of the Committee. The chair shall be
available to the candidate for guidance about the process.

11.D. Committee on Faculty Personnel

11.D.1. All personnel actions are submitted to the Committee on Faculty Personnel for a vote. Both Fall and
Spring meetings of the Committee on Faculty Personnel should be scheduled well in advance, no later than the
third Monday in June so that they do not conflict with other college business, so that people can make their
academic year plans accordingly, and so that there is maximum attendance at these meetings. A sufficient
number of meetings shall be scheduled well in advance to handle all regular business and possible appeals.

11.D.2. For both Fall and Spring meetings, the Provost's Office shall send notices of meeting dates and the list of
candidates to all members of the Committee, including the at-large members. Meetings of the Committee on
Faculty Personnel should not be cancelled or rescheduled except in emergencies. All Committee members
should be made aware of their obligation to stay for the entire meeting.

11.D.3. A quorum consisting of at least 85% of the members must be present to conduct business, so that a
Candidate's vote is not adversely affected by absences. A case may be considered with the consent of the
candidate's chair if 80% of the members are present, upon a two-thirds affirmative vote of those present.
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11.D.4. Robert’s Rules of Order, Revised will govern the proceedings of the Committee on Faculty Personnel
and the Review Committees except as follows:

11.D.4.a. Members of the Committee on Faculty Personnel shall not make a motion to call the question when
the Committee is considering individual personnel actions. If such a motion is introduced, the Chair shall rule
the motion out of order. Full and unimpeded discussion and debate are imperative.

11.D.5. The Process of Consideration of Cases

11.D.5.a. Departmental and Presidential initial appointment actions are reported to the Committee on Faculty
Personnel in a report which is periodically updated and circulated to the members. On request by any member,
a case will be placed on the agenda of the Committee on Faculty Personnel for further consideration.

11.D.5.b. In any case where tenure reciprocity (based on tenure earned at another academic institution) is to be
granted with the initial appointment, the candidate's CV will be circulated. On request by any member, the
appointment will be placed on the agenda of the Committee on Faculty Personnel for consideration and vote.

11.D.5.c. The Committee on Faculty Personnel formally votes (ratifying the determinations made in 11.D.5.a and
11.D.5.b above) on all initial appointments during the first meeting of the subsequent Fall semester.

12
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e Service year: The year of service for the candidate during which the action is considered. For example, during the second year a candidate
is considered for reappointment for the third year.

e Appointment year: The year of service for the candidate that the action pertains to. For example, during the second year a candidate is
considered for reappointment for the third year.

e Presentation: One or more members of the review committee or Faculty Personnel Committee make an oral presentation of the case based
on the official record. Committee members are also expected to have individually reviewed the official record of the case.

e Vote: At the department, review committee and Faculty Personnel Committee levels, actions are always based on a confidential-ballot vote.

5-Year Tenure Calendar Summary
Reappt. FPC
Comm. Reappt. Tenure Tenure Comm. FPC FPC
Year of Action Colloqual Name for Appt. to Present. Comm. Reappt. Comm. Comm. Present. Comm. Comm.
Service Start Date Date Actions Year (Neg/Abst) Present. Vote Present. Vote (Neg/Abst) Present. Vote
Initial
Appt. Fall 06 Spr. 07 1st Reappt. 2 X X X X
2nd Year Fall 07 2nd Reappt. 3 X X X X
3rd Year Fall 08 3rd Reappt. 4 X X X X
4th Year Fall 09 4th Reappt. 5 X X X X
5th Year Fall 10 5th Reappt. w/Tenure 6/T X X X X
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11.D.5.e. The seven-year reappointment and tenure clock applies to tenure-track faculty members whose tenure-track service at John Jay began in
the Fall of 2007 or thereafter and to those whose tenure track service began in Fall 2006 who elected the seven year clock. Every candidate is
reviewed and voted upon for every year until tenure is decided. The following table summarizes the modes and schedules on consideration. In the

table, the terms are used that are defined immediately above the 5-year calendar table above.

7-Year Tenure Calendar Summary

Reappt.

Comm. Reappt. Tenure Tenure FPC Comm.
Year of Colloqual Name for Appt. to Present. Comm. Reappt. Comm. Comm. Present. FPC Comm.
Service Start Date Action Date Actions Year (Neg/Abst) Present. Vote Present. Vote (Neg/Abst) Present. FPC Comm. Vote

Initial Appt. Fall 06 Spr. 07 1st Reappt. 2 X X X X

2nd Year Fall 07 2nd Reappt. 3 X X X X
3rd Year Fall 08 3rd Reappt. 4 X X X X
4th Year Fall 09 4th Reappt. 5 X X X X
5th Year Fall 10 5th Reappt. 6 X X X X
6th Year Fall 11 6th Reappt. 7 X X X X
7th Year Fall 12 7th Reappt. w/Tenure 8/T X X X X
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11.D.6. The order of consideration of candidates will be as follows:

e collective consideration of reappointments without any negative votes from Departmental Personnel
Committees, as specified in the Tenure Calendar tables above, and provided that any member may call
for individual consideration of individual cases;

individual consideration of all other reappointment candidates; considered by rank;

individual consideration of tenure candidates; considered by rank;

individual consideration of candidates for promotion to Associate Professor; and

individual consideration of candidates for promotion to Full Professor.

When a candidate is being considered for reappointment and promotion during the same year, both actions
will be taken up when reappointment is considered. Separate votes shall be taken on each action, with the
reappointment or tenure action being voted on before the promotion action. The applicable standards of review
shall be applied for each action.

11.D.7. Candidates for action within each group will be presented in department alphabetical order, and by
alphabetical order within each department. Reverse alphabetical order may be used upon a majority vote of
those present. With the exception of first and second year collective reappointments, a candidate's Chair has
the right to make the first presentation of a candidate, followed by a presentation by the Chair of the
appropriate Review Committee who summarizes the discussion of the Review Committee. When the candidate
for a personnel action is a department Chair, the candidate may select any other faculty member of the
Committee on Faculty Personnel to act in lieu of the Chair in presenting the candidate’s credentials to the
Committee on Faculty Personnel.

11.D.8 Faculty members of the Committee on Faculty Personnel who hold the rank of Assistant Professor, or a
lower rank, may not vote on candidates for appointment or promotion to Professor.

11.D.9. An absolute majority (50 percent +1 of the full Personnel Committee membership) is required for an
affirmative recommendation to the President, but in reporting votes of the Committee on Faculty Personnel to
the President and to the members of the Committee, the percentage proportion of the positive and the negative
votes shall be provided along with the numbers.

11.D.10. All candidates for reappointment, tenure or certificate of continuous employment and/ or promotion
who receive a negative vote, regardless of size of the vote of the Committee on Faculty Personnel, have the right
to appeal to the Committee.

11.D.11. Notification of Candidates: Candidates will be notified by their department Chairs of the decision of the
College Personnel Committee; the candidate is not to be told the actual vote.

11.D.12. Promotion and/ or early tenure candidates may withdraw at any point in the personnel process. Early
tenure candidates who receive a negative vote at any stage in the consideration of their candidacy shall be voted
on a second time on the question of their reappointment. When a candidate withdraws, votes taken up to that
point remain part of the file.
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11.D.13. Appeals process: Appeals of Committee on Faculty Personnel decisions shall be scheduled by the
Provost. Appeals shall be scheduled during one of the dates established for meetings of the Committee on
Faculty Personnel well in advance. Candidates appealing decisions of the Committee on Faculty Personnel shall
have the right to make a 15 minute statement. All candidates who have exercised their right to appeal to the
Committee on Faculty Personnel also have the right to appeal directly to the President.

11.D.14. Ultimately, the recommendations for reappointment, tenure, certification and promotion of the
Committee on Faculty Personnel are approved or disapproved by the President, who decides which
recommendations to forward to the CUNY Board of Trustees. The final decision is that of the Board of
Trustees.

11.D.15. When the president is unavailable for a scheduled meeting of the Committee on Faculty Personnel, the
Provost shall preside in her/ his place.

II.E Sabbatical Leave

I1.E.1. The policy of the College is to support timely sabbatical leaves for eligible members of the faculty. The
standard of review is that the application must define a general plan for scholarship and research, which may
include study and related travel, instructional enhancement, and/or creative work in literature and the arts.
The application must explain how the sabbatical leave will advance this plan. The sabbatical does not have to
result in an immediate work product, but should advance the prospects for a work product, such as a new
course design or a publication, in the future.

I1.E.2 The faculty member shall file an application using the leave application form maintained on the Provost’s
website.

11.E.3 Applications must first be voted on by the Department Personnel and Budget Committee. A committee
may vote to deny an application based on insufficient merit and also on the basis that the number of leaves
being applied for at one time is impractical for the department. However, if the only reason for denial is the
impracticality of the number of leaves, not the merit of the leave, absent extenuating conditions the
Department Personnel and Budget Committee shall give priority to the application for the following year.

I1.E.4 Before consideration and vote by the FPC, sabbatical proposals shall be reviewed by the FPC Review
Committee assigned responsibility for promotions.

I11.E.5 The recommendations of the FPC are forwarded to the President who makes an independent
determination that is forwarded to the Board of Trustees.

11.E.6 Full-pay one semester leave applications shall also be considered by the Promotions Review Committee

and the FPC. The application process shall be the same as for regular leaves. The recommendations are
advisory to the Provost and the President.
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11.E.7 Within 30 days following the completion of the leave, the faculty member shall submit a report to the
Chair and the Provost documenting how activities during the leave advanced the plan as proposed in the
application.

I1.F. Assignment of Faculty to Secondary Program or Department

I1.F.1. The Provost, with the consent and participation of a faculty member, his or her department chair in
consultation with the Department Personnel and Budget Committee, and another program or department, may
assign a faculty member to programs and to secondary departments, while retaining the faculty member’s
formal relationship to a single academic department as required under CUNY Bylaws. The College has
developed and the College Council has adopted guidelines that provide a formal process to define
responsibilities and expectations with respect to teaching, service, and participation in program and
departmental administration and activities. The process protects the faculty member and also provides stability
and predictability to the home department and to the secondary department or the interdisciplinary or non-
departmental academic program to which the faculty member is assigned.

I1.F.2. When a faculty member agrees to be assigned to a program or to a secondary department, the
relationship shall be defined in a Faculty Assignment Letter (FAL), addressed by the Provost to the faculty
member, signed by the faculty member, copied to the chair of the home department and the director of the
program or the chair of the secondary department. The FAL shall describe the nature and duration of the
assignment and the responsibilities and expectations with respect to teaching, service, and participation in
program/department committees and activities.

I1.F.3. The Chair or a member of the Department Personnel and Budget Committee designated by the chair of
the department to which a faculty member is appointed (the home department) must conduct the annual
personnel review in accordance with the PSC-CUNY Contract. In gathering information to arrive at his or her
assessment of the candidate, the chair of the home department or his/her designee shall confer with the
program director or secondary department chair and shall reflect this information in the annual evaluation of
the faculty member. The program director or secondary department chair may not be present at the annual
evaluation conference or at the deliberations of the Personnel and Budget Committee of the home department
unless he or she is a duly elected or appointed member of that committee. The home department chair
presents the faculty member to the Faculty Personnel Committee (FPC). As a statutory member of the FPC, the
secondary department chair may contribute to the FPC’s discussion of the faculty member. If a program
coordinator is an at-large member of the FPC, he or she may contribute to the FPC’s discussion of the faculty
member.

In addition, the program director or secondary department chair shall meet periodically throughout the
appointment period with the faculty member for the purpose of mentoring and guiding him or her.
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I1.F.4. For members jointly assigned to the SEEK Department, the Board of trustees has provided the
following: (Board of Trustees Minutes, 1994, 06-27, 007, D) “Faculty designated to teach developmental
courses and employed in the SEEK Department shall be evaluated by the SEEK Department, but also
reviewed separately by the pertinent academic department with the academic department report being
submitted both to the SEEK Department and to the Dean of Faculty [Provost]. Faculty who are so designated
or appointed and employed in an academic department shall be evaluated by the appropriate academic
department, but also reviewed, separately, by the SEEK Department, with the SEEK Department report
being submitted both to the appropriate academic department and to the dean of faculty [Provost]. . .. The
reviews by both the SEEK Department and the academic department shall include reference to teaching
effectiveness and sensitivity to the learning patterns of disadvantaged students and reference to the academic
content and substance taught.”

I1.G Nominating Distinguished Professors

11.G.1 Nominations for the position of Distinguished Professor may be proposed by members of the faculty or
members of the administration. Nominees may either be external candidates or current members of the John
Jay College faculty. Regardless of how nominations originate, they must be vetted and approved by the
Personnel and Budget Committee (P & B) of the department to which the Distinguished Professor is to be
appointed or in which the nominee currently has an appointment. The P & B, in reviewing the nomination,
must apply the rigorous scholarly criteria required by CUNY Bylaws. Nominators, chairs and candidates are
encouraged to review the CUNY Bylaws and related documents posted on the CUNY website.

I11.G.2 In the case of an external candidate, the nominee must have all of the qualifications necessary for
appointment to the position of full Professor. The Board of Trustees may act to confirm the appointment as a
full Professor concurrently with the approval of the designation as a Distinguished Professor.

11.G.3 If the departmental P&B votes in favor, the nomination is forwarded to the Provost who independently
makes a judgment about the merit of the nomination and determines whether CUNY will make a Distinguished
Professor position available. If the Provost’s assessment is positive, and if CUNY advises the Provost that an
additional distinguished professorship can be assigned to the college, the Provost will forward a
recommendation to the President who will decide whether to bring the nomination to the Faculty Personnel
Committee for its review and vote.

11.G.4 The department chair shall solicit at least ten letters of evaluation from widely recognized authorities in
the nominee’s field, as required by CUNY procedures. The FPC shall review the nomination letter and the
candidate’s external letters of evaluation, and vote on the nomination.

11.G.5 Should the FPC vote in favor of the nomination, the next stage of the CUNY review process is put into
effect. The application is sent to the Office of the Executive Vice-Chancellor and University Provost, including
the candidate’s current curriculum vitae, external letters of evaluation, letters of recommendation from the
John Jay College President and Provost, and documentation of the college’s review processes, to enable the
university to make an independent determination of the merits of the appointment.
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I1. H Professor Emeritus/Emerita Status Policy

I1. H. 1 At all CUNY colleges, including the Graduate Center, the title of Professor Emeritus/Emerita is
automatically conferred on full professors who honorably retire after more than 10 years of service. Retired full
professors who have served 10 or more years and who wish to formalize their Emeritus/Emerita rank should
apply in writing to the President, who is responsible for confirming their emeritus/a status.

I1. H. 2. In exceptional cases the title of Emeritus/Emerita may be conferred on associate or assistant
professors who retire or on full professors who retire with fewer than 10 years of service.

I1. H. 3. Criteria for Awarding Emeritus/Emerita Rank in Exceptional Cases includes

1. Evidence of outstanding teaching or service to the College community over a period of at least 10 years,
or
2. Record of meritorious research and publication

I1. H. 4 Process for Awarding Emeritus/a Rank in Exceptional Cases:

1. Candidates apply to their Department P& B Committee for Emeritus/Emerita Rank

2. Chairpersons refer departmental votes on these applications to the College P&B Committee for review

3. The College P&B Committee reviews each case and makes recommendations to the President for final
approval

I1. H. 5 Privileges for Emeritus/Emerita faculty may include:

Access to space for research and writing, if available

Listing of name with faculty in the College catalog and other relevant publications

Inclusion in campus events open to College employees (e.g. lectures, receptions)

Invitations to participate in public College ceremonies, commencement processions, and convocations
College email account and Intranet access

College Library access

College mailbox, if space is available

Opportunity to serve in a volunteer capacity (e.g. as tutor, events facilitator, consultant to grant-writers or
report-writers, research mentor to junior faculty)

9. Opportunity to teach Independent Study courses in a volunteer capacity

10. Use of College recreational and social facilities on the same basis as other faculty

11. Listing on College website

12. John Jay ID card

NN E

I11. GUIDANCE FOR CANDIDATES AND PERSONNEL COMMITTEES

I11.A. General Guidance for Candidates
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The criteria used in making personnel recommendations and decisions are governed by the Bylaws, and
policies of the Board of Trustees of the City University of New York, including the Statement on Academic
Personnel Practice of the City University of New York and the Max-Kahn Memorandum. Nothing in these
guidelines should be interpreted as contradicting CUNY Bylaws, policies and procedures. The purpose of this
section is to provide guidance to the faculty - both those on personnel committees and those considering or
coming up for personnel actions - on the factors they should take into account in demonstrating and assessing
whether the criteria have been met.

Demonstrating professional and collegial behavior is a material factor in the assessment of a candidate's case.
The Bylaws of the University (Section 11.7.B) state: "...the candidate must have demonstrated satisfactory
gualities of personality and character, ability to teach successfully, interest in productive scholarship or
creative achievement and willingness to cooperate with others for the good of the institution.”

With respect to longevity and seniority as a factor in promotion, it is not the length of time in rank, but rather
the quality of work since the last promotion that is germane. The Bylaws of the University (Section 11.7.B)
state: "Longevity and seniority alone shall not be sufficient for promotion."

For the first and second-year reappointments, candidates are expected to have made some progress toward
meeting the requirements for tenure relative to their time of service at the College. For third and subsequent
reappointments, candidates are expected to have made significant progress toward meeting the requirements
for tenure relative to their time of service at the College.

In considering individual cases extraordinary performance in one or more areas can sometimes compensate for
lesser or perceived lesser contributions in another area.

I11.B. Teaching

111.B.1. The two criteria most frequently used in evaluating teaching effectiveness are student evaluations
(written comments as well as numerical evaluations) and departmental peer observations. In addition, the
Personnel Committee may wish to consider other evidence relating to a candidate's success in teaching
including:

111.B.2. Activities which may be presented in making the case for clear evidence of the individual’s ability and
diligence as a teacher (for the granting of tenure) continued effectiveness in teaching (for promotion to
Associate Professor) or an established reputation for excellence in teaching (for promotion to Full Professor),
include but are not limited to the criteria discussed below.

o developing of new and well received courses and innovative pedagogy (relevant syllabi should be
included in the file). In evaluations for tenure and promotion, a candidate's instructional materials and
techniques are considered to be scholarly work when they incorporate new ideas or scholarly research.
Otherwise they are examined within the criteria of teaching;

e exhibiting teaching range and vitality by the number and variety of courses taught;

e attending and participating in faculty development programs;
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e sponsoring of students for awards, scholarships, student competitions; inclusion of writings in John
Jay's Finest, etc.;

e advising for theses, CUNY BA, independent studies (Theses are available in the Library; independent
study papers are to be available in the Office of the Dean of Undergraduate studies and in the Office of
Graduate Studies.);

e receiving professional recognition for teaching in form of awards, professional honors;

seeking grants promoting research opportunities for students and addressing student concerns (grant

application/narrative must be in the file);

advising students (beyond major advisors who get released time for this);

participating in the programs offered by the Center for the Advancement of Teaching;

mentoring and supervision of adjuncts;

mentoring undergraduate and graduate students (including both masters and doctoral students) in

scholarly and professional activities;

development of effective techniques for teaching and educational support;

contributing to publication in pedagogical journals;

outreach to other educational institutions;

demonstrating the use of outcomes assessment strategies to measure student learning;

use and incorporation of technology in teaching; and

teaching that reflects the policies and practice expectations of the College and of the department and

programs in which the candidate teaches.

111.B.3. Department Chairs are encouraged to incorporate factors such as these, when applicable, in annual
evaluations as one way of making them part of the Candidate’s personnel file.

111.B.4. Factors which might negatively affect a personnel action and suggest that a candidate needs to pay
more attention to his/her teaching are:

e below average student numerical evaluations for the discipline and course involved, or consistently
negative written comments;

peer observations indicating less than effective competence/interest in teaching;

inattention to persistent problems in teaching;

lack of co-operation meeting departmental scheduling needs.

being unavailable to students during posted office hours;

a record of coming late to class, leaving early, giving finals early etc. as this is registered in writing to the
Chair or dean; and

o late submission of grades or inattention to incomplete grades.

111.B.5. Grade reports: To help inform discussion of student evaluation scores of faculty, grade distribution
statistics for all faculty should be available for reference by all personnel committees.

I11.C. Research and Scholarship

I11.C.1. General Criteria
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I11.C.1.a. Research/publication is expected to be related to the candidate's field, and make a contribution to
scholarship. In the creative and educational fields, as per the CUNY Bylaws, forms of excellence other than
scholarly print publication are recognized. For non-print works, documentation in the form of audio tapes,
video tapes, visual presentations, etc., shall be provided in appropriate format in the Provost's Office. The
Provost's Office will make these accessible to the members of the Committee on Faculty Personnel by providing
the necessary equipment. These works will be judged by the same criteria listed below for scholars.

I11.C.1.b. Publications submitted in support of an application are to be in published form (with the exceptions
for creative artists noted above), or in galleys or page proofs. Works not at that stage should not be listed as
publications, but as Works in Progress. (For a journal article, if galleys are not available an acceptance letter
from the editor of the journal would be acceptable.)

I11.C.1.c. It is recognized that different disciplines have different criteria by which to assess excellence, such as
the role of multiple authorship and the length of articles, or the value and nature of the candidate's artistic
works. It is the responsibility of the candidate's chair, in developing the annual evaluation, to assess how the
candidate's research and scholarship satisfies criteria of the candidate's department and discipline.

111.C.1.d. General criteria for promotion to Associate Professor are stated in the CUNY Bylaws. In addition to
the qualifications required of an Assistant Professor, an Associate Professor must "possess a record of
significant achievement in his/her field or profession, or as a college or university administrator. There shall be
evidence that his/her alertness and intellectual energy are respected outside his/her own immediate academic
community."

I11.C.1.e. General criteria for promotion to Full Professor are stated in the CUNY Bylaws. The CUNY Bylaws
require of a Full Professor, a "record of exceptional intellectual, educational, or artistic achievement and an
established reputation for excellence in teaching and scholarship in his/her discipline.” The burden is on the
candidate to demonstrate that excellence by a substantial and ongoing quantity and quality of
research/publication.

111.C.2. Guidelines for judging scholarship: Granting tenure as Assistant Professor

For tenure as an Assistant Professor peer reviewed scholarship in the form of articles, creative works
appropriate to the discipline, a book or their equivalent are generally the best way to demonstrate scholarly
achievement. Faculty approaching a tenure decision should recognize that evidence of scholarly production is
important and that materials that have not been accepted for publication will be given little or no weight. The
publication of a doctoral dissertation, in itself, as a book or as a series of refereed articles without significant
expansion and/or development will generally not be sufficient for tenure. Rather, it should be demonstrated to
be a part of an ongoing program of research and scholarship.

I11.C.3. Guidelines for judging scholarship: Promotion to or Tenure as Associate Professor
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As stated in the CUNY Bylaws an Associate Professor must "possess a record of significant achievement in
his/her field or profession, or as a college or university administrator. There shall be evidence that his/her
alertness and intellectual energy are respected outside his/her own immediate academic community.”

The expectations for candidates for promotion to or tenure as an Associate Professor are, of course, not as
rigorous as those for subsequent promotion to full Professor. Candidates for promotion to Associate Professor
can demonstrate significant scholarly achievement and outside recognition through such publications as a
scholarly book, articles in peer reviewed journals based on original research, and other scholarly and/ or
professionally recognized publications and activities during the time the candidate has been an assistant
professor.

Generally the best way for candidates for promotion to or tenure as an Associate Professor to demonstrate
significant scholarly achievement is through publication of peer reviewed articles. As an alternative a scholarly
book published by a reputable academic publisher may by itself establish the necessary record of “significant
achievement.” In the absence of either a scholarly book or peer reviewed articles, other scholarly publications
or creative works, or other significant academic contributions from among those listed below for Full Professor
may serve to demonstrate a record of scholarly achievement to be considered for promotion to Associate
Professor. The burden is on the candidate to demonstrate the significance of her/ his contributions in the Form
C Self-evaluation section.

111.C.4. Guidelines for judging scholarship: Promotion to or Tenure as Full Professor

I11.C.4.a. For scholars (as opposed to creative artists), a scholarly book or the equivalent in scholarly peer-
reviewed publications, based on original research is generally expected.

I111.C.4.b. To assess the quality of the scholarship put forth by the candidate for promotion to Full Professor, the
following will serve as guidelines for evaluation:

e The topic of the publication is significant to the academic community or the discipline involved.

e The research is original and/or the work contains new (original) ideas or significant
new interpretations.

e The work meets appropriate scholarly standards: surveys the literature, uses serious methodology,
contains complex ideas, moves the field or discipline ahead.

e The publisher has a reputation for scholarly publishing and subjects manuscripts to a pre-publication
review process.

e While the length of a piece o