Nashville State Promotion Application 


NASHVILLE STATE COMMUNITY COLLEGE
PROMOTION APPLICATION

MATERIALS


· Application for all faculty hired after July 1, 2004
NASHVILLE STATE COMMUNITY COLLEGE

FACULTY 
PROMOTION
APPLICATION CALENDAR
2021-2022
	Date
	Deadline

	10/25/21

4th Monday in October
	Applications due to Division Deans for distribution to Peer Review Committees.

	11/22/21

4th Monday in November
	Recommendations due to Deans from Peer Review Committees.

	12/17/21

3rd Friday in December
	Recommendations due to VPAA for distribution to the Campus-wide Promotion Review Committee

	1/3/22

First business day in January
	Applications available to Campus-wide Promotion Review Committee from VPAA

	2/14/22

2nd Monday in February
	Recommendations due to VPAA from the Campus-wide Promotion Review

	3/7/22

1st Monday in March
	Recommendations due from VPAA to President

	3/28/22

Last Monday in March
	Recommendations from President due to applicant

	4/4/22

1st Monday in April
	Last day for Faculty Applicant to file an appeal.

	3rd Week in April
	Campus recommendations due to Tennessee Board of Regents.

	June
	Action by the Tennessee Board of Regents.

	
	


Changes approved by TBR June 2021
 
INTRODUCTION
These instructions should be used with the TBR and NSCC policies that went into effect July 1, 2021.  Faculty members should consult the Nashville State Policy on Promotion for Faculty in the Faculty/Staff section of the website under Academic Policies.  They should also consult TBR Policy 5:02:02:30 Policy on Faculty Promotion for the Tennessee Board of Regents Community Colleges.  
The purpose of this packet of materials is to guide the faculty in the preparation of applications and strengthen the review process by:

· Summarizing Steps in the Promotion Application process

· Identifying materials for inclusion, with examples
· Providing forms needed for the application

SUMMARY OF STEPS IN THE PROMOTION APPLICATION PROCESS

1. Individual faculty members submit their formal application in the fall. 
2. Peer Review Committee of Division faculty reviews applications and makes recommendations.

3. Dean of the Division reviews applications and makes recommendations.

4. Campus-Wide Committee reviews applications and makes recommendations.
5. Vice President of Academic Affairs reviews applications and makes recommendations.

6. President reviews applications and makes faculty aware of their recommendation.

7. Faculty member may file an appeal of a negative decision. 

8. Tennessee Board of Regents acts at June meeting.

COMMITTEE AND DEAN RESPONSIBILITIES

Committees and Deans examine promotion applications thoroughly for documentation of quality, results, consistency of ratings over the years, and evidence of resolution of any problems or deficiencies.  The Committees look at overall qualifications and achievements.
Since expectations for accomplishment in the individual areas for evaluation will vary among programs and divisions, Committee members should evaluate these areas based on opportunities for the individual to participate in activities.  Individuals’ job performance should be compared to job expectations in their programs.

Committee members and the Deans should remember that, when recommending promotion, the review should emphasize both accomplishment and potential for continuing productivity and achievement.
MATERIALS TO INCLUDE IN PROMOTION PORTFOLIO

Applicants should consult NSCC Promotion Policy Section: Criteria to be Considered in Promotion Recommendations when assembling promotion portfolios. All required material must be included.  Portfolio information will fall into four general categories:

1. Promotion Forms (attached)
2. Performance Criteria: Teaching
3. Performance Criteria: Service and Outreach
4. Performance Criteria: Scholarship, Creative Activities, and Research
Applicants should feel free to talk with their Instructional Dean and/or the Vice President of Academic Affairs for additional information about portfolio contents. Materials should be arranged as separate sections within the portfolio, indicated by dividers and sub-dividers to improve readability.  Tabs or colored sheets can be used to delineate different sections and subsections.  Documentation within sections 2, 3, and 4 should include annotated lists. The annotation should include a description of the accomplishment and dates. Evaluation of results strengthens the application. Some examples of annotations are given below.
Materials should generally be listed in reverse chronological order with most recent first.  Documentation of effective job performance should be included in the portfolio. Verification in the form of actual documents, conference programs, thank-you letters, etc. should not be included in the portfolio, but such materials should be available in the applicant’s personal files.

Teaching Activity Examples

I served on the Embedded Outcomes Assessment Committee in 2004-2005 and volunteered one of my English courses for the critical thinking pilot.  During the year, I revised the syllabus in the pilot course to include appropriate outcomes, assessment of those outcomes, and additional writing assignments. The new syllabus will be used again this year.  As a result, the amount of required writing has increased by 40%, with notable improvement in student writing skills. The work of the Committee will continue and the pilot, if successful, will be expanded to additional courses.
I attended three days of training on the development and use of case studies in summer 2004, sponsored by the CITE Center that NSF funds on our campus.  As a result of this training, I have reduced lecture time in my own courses by at least 50%, begun using case study teams in two of my classes, and have incorporated specific workplace examples/applications of every concept I teach. I have also added applications that are not covered in class to all exams. Student test scores have increased only slightly (4%), but in my judgement students do have a more thorough grasp of the ideas and materials as a result of their increased participation and the direct applications. This type of improvement is best measured through essay questions, which I am adding to the final exams.

Service and Outreach Activity Examples:

I have volunteered to provide career counseling and resume assistance at Project Paycheck for the past three years.  On each occasion, I have volunteered three hours of my time when I was not in class.  On each occasion, I estimate that I talked with 15-18 individuals since the resume assistance is always one of the most popular services offered.  To prepare for this, I searched for examples of good resumes in a broad range of job areas so that I can be helpful to people in all areas.
I am serving on the Education Task Force at the Board of Regents.  This task force began its work in fall 2004 and should end by 12/31/2005.  The goal of the Task Force is to identify Education courses that are offered at TBR community colleges that will transfer to all TBR university teacher certification programs, thus helping to recruit community college students into the K-12 teaching field and ensuring that all of their first two years will count toward their baccalaureate degree in either elementary or secondary teaching fields.
Scholarship, Creative Activities, and Research Activity Examples:

I have offered five Graphing Calculator workshops per semester for students for the past five years.  These workshops are designed to give students a comfortable working knowledge with these sophisticated calculators, thus reducing their anxiety about their math courses and improving their chances for success.  Each workshop has a maximum of 20 students and averages 15 participants.
Beginning in 2000, when few faculty members were interested in developing online courses, I took WebCT training and volunteered to “pioneer” in the effort to get an entire degree program online by 2003.  Since 2001, I have offered 14 online courses, both through NSCC and RODP.  Last summer I attended the RODP Faculty Academy at the Renaissance Center.  I have attended the MTSU Technology Conference each spring.  All of these opportunities have improved my teaching effectiveness gradually over time, based on improving test grades and gradually diminishing attrition rates.  In three years, average course grades have improved from 2.7 to 3.0, and attrition rates have improved from 29% to 22%.
FACULTY PROMOTION APPLICATION MATERIALS

Faculty applying for promotion must complete the six attached forms and submit them as a part of the portfolio documenting effectiveness as a faculty member.

1.
Application Form

Complete all items on the form. The immediate supervisor determines whether the applicant meets all eligibility requirements of TBR and college policy and works with the applicant to prepare a thorough and informative portfolio.  Signatures indicate verification of applicant’s portfolio materials.

2. Committee Recommendation Form 

No action needed other than to include the form in the application. 

3. Teaching Experience Form

Full-time college teaching is defined as a) an average of 15 teaching load credits per semester, and b) a minimum of 30 teaching load credits per year.  The total years full-time at Nashville State should include credit for prior experience (only if approved in the letter of initial appointment).  Include total years completed (as of date promotion will go in effect).  Include years of full-time experience at another college.

Part-time teaching is defined as the number of teaching load credits during a semester divided by 15.  Part-time teaching at another college may be included as evidence of professional experience.  However, part-time college teaching experience may not count for credit toward the minimum years of eligibility for promotion unless such credit is awarded in the initial appointment letter (Include all experience that is related).

4. Related Work Experience Form

Include all work experience that is related to the teaching assignment. High school teaching may count as related work experience only if relevant to the courses taught at Nashville State or as reflected in your personnel records.
5. Performance Criteria Weight Form

Select weightings of consideration for each area within the approved guidelines. Weightings allow a faculty member some selection based on his or her perceptions of particular strengths
6. Evaluation Checklist for Faculty Promotion/Tenure Application

Include this form in the application and ensure that referenced materials are included as appropriate. 

APPLICATION FOR FACULTY PROMOTION
Applicant’s Name _________________________
Division ___________________

Date Hired ________________
Present Rank ______________________________

Total years full-time at Nashville State ______________________________________

Degrees

College/University


Major

Year Awarded

______________
_____________________
_________________
___________

______________
_____________________
_________________
___________

______________
_____________________
_________________
___________

______________
_____________________
_________________
___________

Hours in addition to Highest Degree __________________________________________




Signature _____________________

Date ____________





    AVP Academic Affairs



Signature _____________________

Date ____________






Applicant

Peer Review Committee will Complete This Section

Recommendation for Promotion:    Yes______
   No ______

Signature ______________________________________________ Date_____________

Comments:

Instructional Dean Will Complete This Section.

Date received from Peer Review Committee: ___________________________________
Recommendation for Promotion:    Yes______
   No ______

Signature ______________________________________________ Date_____________



                            Dean

Comments:
College-Wide Promotion Committee Chair Will Complete This Section.

Date Received by Promotion Committee ______________________________________

Recommendation for Promotion: Yes______ No______

Signature ________________________________ Date ___________________________

Comments:
APPLICATION FOR FACULTY PROMOTION
COLLEGE TEACHING EXPERIENCE

Name __________________________________________________________________

Applicant of Rank of ______________________________________________________

FULL-TIME EXPERIENCE

From

To






Rank/or   Teaching 

Mo-Yr

Mo-Yr

Years

College or Univ
Title

area

NASHVILLE STATE PART-TIME EXPERIENCE

From

To


Average (%)


Mo-Yr

Mo-Yr


Teaching Load


Teaching Area




Signature ___________________________ Date______________






AVP Academic Affairs



Signature____________________________ Date______________






Applicant

APPLICATION FOR FACULTY PROMOTION
RELATED WORK EXPERIENCE

Name __________________________________________________________________

From

To

Mos

No.Hrs.


Job Title


Mo/Yr

Mo-Yr

Empl.

Per Week
Organization
Description

Signature _____________________________ Date______



AVP Academic Affairs
Signature _____________________________ Date______




Applicant

PERFORMANCE CRITERIA 
Weighting of Three Performance Criteria

Three Performance Criteria areas are evaluated as part of the tenure and promotion processes.  For each area, the faculty member should indicate the weight desired in that area.  When preparing the application notebook, please complete the table below and place this sheet in the front of your notebook, immediately following the “Related Work Experience” form.  

In all cases, teaching effectiveness is the most important criterion.  However, the weightings allow a faculty member some selection based on his or her perceptions of particular strengths.  For example, a faculty member who assumes many leadership roles on college-wide committees and projects may select the maximum 30% weight for Service and Outreach, while a faculty member who does not choose to participate in such activities might select the 10% weight in this category.
Your total weighting must add up to 100%, and the weight within each category must fall within the range given in the table below.
Name:
_______________________________________
Date:  ________________
Signature:  ___________________________________
	Performance Criterion and Weight Range
	Selected Weight

	Teaching (60% to 75% range)
	

	Service and Outreach (10% to 30% range)
	

	Scholarship, Creative Activities, and Research (10% to 30% range)
	

	Total Weighting
	100%


Evaluation Checklist for Faculty Promotion/Tenure Application

Name of Applicant: 

Date: 

	Teaching Effectiveness
	Required
	Met
	Not Met
	Promotion/Tenure Committee Review/Comments

	Student Evaluations with TLC Summary Sheets
	Yes
	
	
	

	Supervisors Evaluations
	Yes
	
	
	

	Organization and Presentation of Subject Matter Effectively
	Yes
	
	
	

	1.
	Syllabi Handouts
	
	
	
	

	2.
	Evidence of Student Achievement Outcomes
	
	
	
	

	3.
	Analysis of Student and Teacher Evaluations
	
	
	
	

	4.
	Analysis of Grade Distribution
	
	
	
	

	5.
	Classroom Presentations and Handouts
	
	
	
	

	Motivate and Stimulate Creativity Among Students
	Yes
	
	
	

	Philosophy of Teaching
	Yes
	
	
	

	Activities to Remain Current in Field
	
	
	
	

	1.
	Professional Development
	
	
	
	


	Service and Outreach
	Required
	Met
	Not Met
	Promotion/Tenure Committee Review/Comments

	Examples of Collegiality and Professionalism
	
	
	
	

	1.
	Supervisor or Peer Evaluations
	
	
	
	

	2.
	Election by Peers to Leadership or Committee Positions
	
	
	
	

	Contributions by Service to the College
	
	
	
	

	1.
	Administrative
	
	
	
	

	2.
	Committee Leadership/Membership
	
	
	
	

	3.
	Sponsor Student Organizations
	
	
	
	

	Contributions to the College or Profession through Outreach and Public Service
	
	
	
	

	1.
	Community Public Service
	
	
	
	

	2.
	Representative of College in the Community
	
	
	
	

	Contributions to College or Profession through Professional Service
	
	
	
	

	1.
	Professional Organizations
	
	
	
	

	2.
	TBR/THEC Committees
	
	
	
	

	3.
	Guest Lecturing or Consulting
	
	
	
	

	4.
	P-16 Activities
	
	
	
	


	Scholarship, Creative Activities, and Research
	Required
	Met
	Not Met
	Promotion/Tenure Committee Review/Comments

	Inservice Contributions to College
	
	
	
	

	Innovations as a Teacher
	
	
	
	

	1.
	Use of New Delivery System and/or Teaching Methods and Evaluation of Effectiveness
	
	
	
	

	2.
	Teaching Awards
	
	
	
	

	3.
	Peer Observation
	
	
	
	

	Scholarly Research
	
	
	
	

	1.
	Teaching
	
	
	
	

	2.
	Discipline-related
	
	
	
	

	3.
	Text Authorship
	
	
	
	

	4.
	Professional Presentations
	
	
	
	

	Contributions through Creative Activities
	
	
	
	

	1.
	Performance or Shows
	
	
	
	

	2.
	Compositions
	
	
	
	

	3.
	Evaluations of Artistic Creations
	
	
	
	

	Oral and Written Contributions
	
	
	
	

	1.
	Journal Articles
	
	
	
	

	2.
	Media Appearances
	
	
	
	

	3.
	Peer Review of Work
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