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Faculty Promotion Procedures    


PROCEDURES
Academic Rank and Promotion for Faculty
A. Policy Implementation and Procedures
1. Appointment
Applicants for full-time and part-time faculty positions will apply online and submit a current curriculum vita which includes information regarding professional preparation, teaching experience, scholarly and creative achievements, professional service and other relevant data.  The initial assessment of rank will be determined by the Office of the Provost in conjunction with the Dean of the College.  
2. Promotion Process
A faculty member at the rank of instructor with at least 3 years teaching experience who has completed a terminal degree may apply for promotion to Assistant Professor at any time during the academic year.  The faculty member must provide the Office of the Provost with original stamped documentation from the awarding university which acknowledges the dated completion of all requirements towards the degree.
The steps in the annual process for faculty applying for promotion to Associate Professor or Professor will be specified in the annual calendar of personnel actions prepared by the Office of the Provost and approved by the Deans’ Council.   

a. Eligible faculty may apply for promotion to the next higher rank by the date specified in Policy HR -FAC-01. Effective Fall 2006, faculty may submit an application for promotion after the completion of one full year of service at Zayed University and in the final year of the required number of years in rank. Faculty are encouraged to speak to members of their College Promotion Committee, their Dean or the Office of the Provost if they are unsure of their eligibility.  

Faculty members who do not meet the criteria for time-at-rank or time-at-Zayed University should submit a pre-application in order to determine their eligibility for consideration for promotion. The pre-application should include a cover letter with justification for waiving time-at-rank or time-at-Zayed University criteria and a current CV.

(1) The faculty member may request consideration for eligibility on the basis of: 

(a) Recognition of employment prior to attaining full-time faculty status. This may include professional experience and/or university positions other than full-time and/or not holding Assistant / Associate rank. 

(b) Exceptional circumstances in which the candidate would meet the promotion standards in all respects other than time-at-rank, i.e., has made ‘exceptional’ progress.  

(c)  Exceptional circumstances in which the candidate may be allowed to submit an application for promotion prior to the completion of the required number of years at rank and service at Zayed University.

(d) Exceptional circumstances in which the candidate requests permission to re-apply for promotion within less than one year after rejection of an application for promotion.

(2) The pre-application to determine eligibility should be submitted to the Dean who will make a recommendation to the Provost.  

(3) The Provost reviews the Dean’s recommendation and issues the final decision on the faculty member’s eligibility: 

(a) If the decision is favorable, the Provost will advise the faculty member and the faculty member may submit the portfolio to the college.  The decision of the Provost on eligibility does not imply approval of the promotion.

(b) If the decision is not in favor, the Provost will notify the faculty member and the process will be terminated. 

b. The portfolio to be submitted by faculty as part of the process for annual performance evaluation (see Appendix A of HR -FAC–03 Evaluation of Faculty) should be augmented by materials demonstrating that they satisfy the criteria for the next higher rank and submitted to the college. Faculty are strongly encouraged to use the format provided in Appendix A of this policy as a template for their portfolio. 

c.  The college will forward the candidate’s achievements in scholarly and creative activities that are contained in the portfolio to at least two and not more than three external reviewers for assessment.  External reviewers must be approved by the Provost before the submission of materials to them.
d. After receiving the external reviews, the College Promotion Committee will review the portfolio of the candidate and make recommendations to the Dean.
e. After receiving the recommendation of the College Promotion Committee, the Dean will review the file of each candidate for promotion and determine his/her support for the application.
(1) If the Dean supports the application, the Dean will forward the application with the Committee’s recommendation and the Dean’s recommendation to the Provost. 
(2) If the Dean does not support the application, the Dean will notify the faculty member in writing.  The faculty member has the option of submitting a written request for continued consideration.  The Dean will then forward the application with the Committee’s recommendation and the Dean’s recommendation to the Provost.  Otherwise the process is terminated. 
f. 
The Office of the Provost will arrange for the University Faculty Promotion Advisory Committee to have on-line access to the dossiers of applicants  including the College and Dean’s recommendations and external reviews.    Hard copies of all relevant materials will also be available for review, if required.
g. The University Faculty Promotion Advisory Committee will review each application forwarded by the Office of the Provost and provide a recommendation to the Provost.
h. The Provost will make the final decision in consultation with the Vice President.  No later than the date indicated in the annual calendar of personnel actions, candidates will be informed by the Provost of the decision regarding their request for promotion. 
i. If an application for promotion is rejected at the University level, the faculty member may not submit a new application for at least one full year.
  B.  Additional Provisions
A list of all faculty employees identified by rank will be maintained in the Human Resources Department.
Electronic portfolios
As far as possible electronic versions of the faculty portfolio should be available for review.  Colleges will be responsible for posting all relevant material to a drive which will only be accessible to the Provost and the University Faculty Promotion Advisory Committee (UFPAC). If any important material is not available electronically mention should be made in the Table of Contents, and hard copies made available in the Provost’s Office for the UFPAC to access.
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HR -FAC-01 Appendix A
Zayed University
Employee Promotion Recommendation Letter
The dossier is submitted by the applicant to the College dean electronically.  Each section preceded by a Roman numeral constitutes a separate, tabbed and titled section.     
The front cover is labeled as follow:
Name of the candidate
Dossier for Promotion to (position)
College of (college) 
Academic year
For example 
John Brown
Dossier for Promotion to Associate Professor
College of Information Technology
Academic year 2007-2008
Sections
I. Cover sheet: Summary form for faculty promotion recommendations
(This form is provided at the end of this document.)
II. Table of contents 
III. Results of review by the College Promotion Committee
IV. Recommendation of the Dean 
V. College Promotion Guidelines
Include a copy of the College Promotion Guidelines.
VI. Candidate’s current curriculum vitae in standard College format, with complete list of publications for at least the last 4 years. Papers accepted for publication but not yet published should be included in the relevant section with published papers. Papers submitted but still in review should be listed under “Other scholarly work”. Papers not yet submitted and papers submitted but not accepted should not be listed.  Indicate which publications are peer-reviewed.
VII. Candidate’s self analysis: 
The portfolio to be submitted by faculty as part of the process for annual performance evaluations (Appendix A of HR –FAC-03, Evaluation of Faculty) should be augmented by materials demonstrating that the faculty member satisfies the criteria for the next higher rank. 
VIII. Exhibits  (electronic (if available) and hard copy; listed in the Table of Contents)
a. Evidence of teaching effectiveness. This can include teaching evaluations and examples of course syllabi, test and exam papers, and other course materials that provide evidence of the quality of teaching. A distribution of final grades in courses taught must be included. 
b. Evidence of scholarly or creative activities.  This should include reprints of three publications, preferably within the past four years. Where possible, these should be peer-reviewed (refereed) publications that are relevant to the college. Indicate which publications are peer-reviewed. For manuscripts of papers accepted for publication, the letter of acceptance from the publisher must be included. If there are multiple authors, the candidate’s role should be indicated.
c. Evidence of community and University service.
Zayed University
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