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SUMMARY OF TENURE PROCEDURES

“TENURE CHECK LIST”
(All references are to the ‘Policy and Procedures on Academic Appointments’, 

as amended October 2003.)

A.
ESTABLISHMENT OF THE TENURE COMMITTEE

Step 1
[Applicable only if Candidate is cross-appointed (see Sections 18, 20 and 21)]

The Chair of the division or department of primary appointment shall contact administrative officers of the secondary appointments concerning membership of and documentation for the Tenure Committee where appropriate.  Tenure Committees in these situations will have EIGHT voting members.

Step 2

Preliminary Membership of the Tenure Committee 



(see Sections 14, 18, 20 and 21)

The Chair requests the Dean in multi-departmental faculties and the Dean of SGS to name a representative to the Tenure Committee.  

Step 3

Notification of the Candidate (see Sections 14 and 15)

The Chair should notify the Candidate in September of the tenure review process.  The Candidate should be informed of the following (letter A1):

1.
The text of the Policy and Procedures on Academic Appointments. 

2.
The timing of the tenure hearing.

3.
The divisional/departmental guidelines and procedures to be used to evaluate teaching.

4.
The proposed Tenure Committee members with the request that any objections to the membership, including the Chair, be registered, in writing, within 2 weeks stating the reasons for the objection.

5.
The timing of the assembling of documents.

6.
The requirement to provide an updated and complete C.V.

7.
The requirement to provide a teaching portfolio.

8.
The requirement to provide a list of outside appraisers, named by the Candidate.

Step 4

Appointment of the Tenure Committee
The Chair shall after considering the Candidate's response to proposed members of the Tenure Committee, proceed to appoint the Tenure Committee (letter A2).  The letter should indicate that the candidates agreeing to serve must make their decisions on the basis of the evidence assembled and available to them at the Tenure Committee meeting.  The Committee should be established by NOVEMBER 30.

Step 5

Appointment of Reading and Teaching Evaluation Committees


(see Section 15)

The Chair should establish an Internal Reading Evaluation Committee to assess and prepare written evaluations of the Candidate's scholarly and professional accomplishments.  A separate Teaching Evaluation Committee should be struck to prepare written evaluations of teaching accomplishments (letter A3).  These committees should have a minimum of two members.  They should NOT MAKE A RECOMMENDATION EITHER FOR OR AGAINST TENURE.

Step 6

Written Assessments by Referees (see Section 15)

The Chair should obtain letters of reference from at least one, and usually several, external referees from the Candidate's list and from several additional referees chosen by him/herself.  Other written evaluations may be sought from members of the department and from students.  The referees should NOT be asked to make a recommendation either for or against tenure (letter A4).

Step 7

Assembling of the Documentation

The Chair should assemble the dossier for the Tenure Committee (see A-II, the Assembling of Documents).  A written summary of the evidence, without identifying candidates or institutions, should be provided to the Candidate (letter B1).
B.
TENURE COMMITTEE DELIBERATION (see Section 16)

Step 1

Convening the Tenure Committee

The Chair shall convene the Tenure Committee.  The committee QUORUM is the full membership, either seven or eight voting members.  Meetings are held IN CAMERA and deliberations are confidential.

Step 2

Invitation to Appear before Tenure Committee
The Chair shall invite (in writing) the Candidate to make a written and/or oral submission to the Tenure Committee (letter B1).

Step 3

Committee Deliberation

The Tenure Committee shall make its decision solely on the evidence it has before it.  Provision is made for recess, normally no longer than one month, if additional information is required.  The Committee may recommend only that tenure be granted or denied.  The vote shall be by signed secret ballot and then the Chair of the Committee will announce to the Committee how each member voted.  A recommendation to grant tenure must be approved by at least five of the seven members of the Committee, or by at least six of eight members of an expanded Committee.

Step 4

Proposed Negative Recommendation

In the event of a proposed negative recommendation, the Committee shall write to the Candidate with a statement of reasons for the proposed decision and with an invitation to respond either in writing or orally within 15 days (letter B2).

Step 5

Mandatory Final Tenure Committee Meeting

The Tenure Committee MUST meet to make its final decision.  The Committee shall adopt a statement of the reasons for the decision and a summary of the evidence to be sent to the Dean or Provost. (letter B3).

C.
APPROVAL PROCESS
Step 1
The Chair conveys the Tenure Committee's recommendation to the Dean who forwards it to the Vice-President and Provost and then to the President.  Positive recommendations should include a summary of the evidence and indicate clearly whether the Candidate is being recommended for tenure on the basis of demonstrated excellence in both research and teaching or demonstrated excellence in research or teaching and clearly established competence in the other.   The Chair should also convey the recommendation to the Candidate with a statement of reasons and, in the event of a negative recommendation, a summary of the evidence. Candidates should be NOTIFIED OF THE DECISIONS in their particular case no later than APRIL 15.  In the event of a negative recommendation, the Chair in consultation with the Dean will recommend a TERMINAL CONTRACT of one or two years.  This recommendation will be approved after tenure has been denied.
Step 2
The President will notify the Dean/Chair/and Candidate of his/her decision.  A decision to grant tenure will automatically involve promotion to the Associate Professor level. 

Step 3
Approval of awards of tenure are forwarded to the Academic Board for information.

D.
APPEALS AGAINST DENIAL OF TENURE

Step 1
The Candidate must write to the Chair of the Tenure Appeal Committee within 30 working days of being informed of the President's decision.  The grounds of the appeal must be specified as set out in Section 23 of the `Policy and Procedures on Academic Appointments'.  It should be noted that the launching of an appeal does not extend the terminal contract of the Candidate.

Step 2
The Tenure Appeal Committee will invite the Candidate, and the Chair, to appear before the committee.

Step 3
The Tenure Appeal Committee will report the Committee's decision to the President with a copy to the Candidate and the Dean/Chair.  If the appeal is successful, a second Tenure Committee is established by the President.  If the appeal is dismissed, the Committee’s decision is final.

APPENDIX
Letters


To aid in the execution of the procedures highlighted in the check list a number of paragraphs are set out below which may be useful in writing to the Candidate and committee members, or in seeking approval.

A-I.
ESTABLISHMENT OF THE TENURE COMMITTEE
A1.
Letter to the Candidate


I am writing to you in accordance with Section 14 of Policy and Procedures on Academic Appointments to indicate that you will be considered for tenure in the spring term.  I enclose a copy of the procedures referred to above.  I would draw your attention in particular to Part III of the document entitled "Criteria for Granting Tenured Appointments". 


I also enclose a list of the candidates whom I intend to ask to serve on the Tenure Committee.  The Policy and Procedures requires that each member of the Tenure Committee must agree to make his/her decision on "the basis of the evidence available at the time of the Tenure Committee meeting".  If you have reason to believe that any member of the Committee, including myself, is not in a position to do so, please indicate this to me or to the Dean/Vice-Provost in writing stating your reasons.


I intend to begin the process of assembling the documentation to be placed before the Committee immediately with a view to completing this phase by November 30.


It is my responsibility to ensure that the fullest possible documentation is made available to the Committee.  Section 15 describes both the documentation the Candidate is required to provide and the assessments that must be obtained from specialists in your field from outside the University as well as from your own students and colleagues.

 
I would appreciate receiving from you at your earliest convenience a copy of your C.V. as outlined in the Policy and Procedures as well as copies of all your work published or unpublished and any evidence in other forms of your professional achievements.  If unpublished work is included please indicate in writing whether or not you wish to have it submitted along with your published work to internal and/or external assessors.


For purposes of assessing your effectiveness as a teacher you are required to put together a ‘teaching portfolio’ as outlined in the Guidelines for Developing Written Assessments of Teaching in Promotion and Tenure Decisions as approved by the Governing Council for this Division, a copy of which I also enclose.  Please feel free to consult me concerning any aspect of these procedures.


I would also ask you to give me a list of the names of candidates not on the University of Toronto staff whom you would nominate as external referees to assess your achievements as a scholar and researcher.  At least one of the referees you nominate will be included among the referees chosen.


At the time your completed dossier is ready for submission to the Committee I will provide you with a brief summary of the appraisals that have been received.  If you wish to do so, you are entitled to appear before the Committee.  You may make a written and/or oral statement.


I would appreciate your written acknowledgment of this letter.  If you have any questions please do not hesitate to call.








____________________________








Chair

Encl.

A2.
Letter to members nominated to serve on Tenure Committee

I am writing to invite you to serve as a member of the committee to review Professor ____________________ for tenure.  I enclose a copy of Policy and Procedures on Academic Appointments which will govern the tenure review and would draw your attention in particular to Part III of the document entitled “Criteria for Granting Tenured Appointments”.  Policy and Procedures requires that each member of the Tenure Committee must make his/her decision “on the basis of the evidence available at the time of the Tenure Committee meeting”.  If, for whatever reason, you are unable to make such a judgement, this would make you ineligible to serve.


The Committee will convene early in the spring term.  I enclose a list of other proposed members of the Committee for your information.  Should you accept my invitation to serve, I would appreciate your written acknowledgment within two weeks.  If you have any questions please do not hesitate to call.








____________________________








Chair

Encl.

A3.
Letter to invite Members of the Internal Reading and Teaching Evaluation Committees


I am writing to ask you to serve as a member of the Departmental [Reading] [Teaching] Evaluation Committee as set out in Section 15 of the Policy and Procedures on Academic Appointments.  I attach that section, and the portion of the Provost’s memorandum on the tenure process relating to internal evaluation committees.  This Committee should complete its work by [date] in order to allow the Tenure Committee to proceed.  I would draw to your attention that the Committee is to provide a single written report assessing the [scholarly and professional] [teaching] activities of Professor 

 who will be considered for tenure.  The Evaluation Committee may not consider nor recommend whether a candidate should be recommended for tenure.  However, you are expected to judge the Candidate’s accomplishments against the criteria for scholarly work or teaching as set out in the Policy.  In particular, the Committee should advise whether in its view excellence, or competence, has been found or not found. I would appreciate your response to my invitation within two weeks.








____________________________








Chair

Encl.

A4.
Letter to Referees Requesting Written Assessment


I am writing to request your written assessment of the scholarly and professional accomplishments of Professor 

, who is being considered for tenure in the University of Toronto.  Your assessment will form part of the dossier upon which a decision will be made to grant or deny her/him tenure.  The identity of referees will be held in strict confidence.


The Policy and Procedures on Academic Appointments at the University of Toronto requests referees to comment solely on the achievements of Professor 

 against the criteria as set out in the Policy.  A copy of the Policy is enclosed.  I draw your attention in particular to the criteria in 
section 13:

Clear promise of future intellectual and professional development must be affirmed for tenure to be awarded.  Demonstrated excellence in one of research (including equivalent creative or professional work) and teaching, and clearly established competence in the other, form the second essential requirement for a positive judgment by the tenure committee.


The University of Toronto asks you, not for a recommendation for or against tenure, but rather for your judgment as to whether Professor 

’s scholarly and professional work meets or fails to meet the criterion of excellence or of competence.  Specific appraisal of significant items, in addition to a judgment of the quality of the body of work in relation to the discipline’s norms, would greatly assist the committee.  Normally external referees are not expected to comment upon teaching effectiveness.


I enclose a copy of Professor __________’s curriculum vitae, and copies of the relevant work to assist you in your assessment.  Should you require additional information I would be happy to supply it.


Thank you for undertaking this important duty for our discipline and for the University of Toronto.  I would appreciate receiving your assessment within ____ weeks.








Chair

Encl.

_________________________
NOTE TO CHAIRS:

1.
You must enclose the section III of the Policy, “Criteria for Granting Tenured Appointments”

2.
You must ensure that the referee has available to him or her copies of all scholarly and professional work submitted by the candidate for external appraisal.  Your letter should either include copies or acknowledge that you have ascertained that the referee already has access to this material.

A-II.
ASSEMBLING OF DOCUMENTS
a)
Documentation to be supplied by the Candidate

•
C.V. (see section 15 of Policy)


For assessment of Scholarship and Publishing

•
Published works:  parts of books, books, monographs, articles, reviews, review articles, papers published in conference proceedings, research reports.

•
Significant works of art or scholarly research expressed in media other than print.

•
Evidence of creative or professional work including community service of an intellectual calibre comparable to scholarly production and related to the Candidate's academic discipline.

•
Unpublished writings:  papers presented at conferences, unpublished research reports, etc.

•
Work in progress:  written statement of stage of development to be supplied.

•
"Unwritten scholarship":  displayed in public lectures, formal colloquia, informal academic discussions; evidence to be supplied in C.V., to be considered in exceptional circumstances only.



For assessment of teaching ability
•
Teaching portfolio:  list of all courses taught to be provided in C.V.

•
Course outlines, reading lists, essay topics, any other evidence of quality of scholarship, teaching skills, etc.

•
Copies of student papers, especially any that have been published.

•
Copies of student theses.

•
Any other documents deemed by the Candidate to be valuable as evidence of teaching ability.

NOTE:
The Chair is also responsible for assisting the Candidate in identifying documentation which the Candidate is expected to supply.


b)
Documentation to be collected by the Chair



•
Assessments by external referees (minimum 4, 6 recommended)



•
Report of Internal Reading Committee on scholarly work

•
Written statement on Candidate's teaching effectiveness provided by Internal Teaching Evaluation Committee

•
Letters from colleagues and students commenting on scholarship, teaching and professional activities (if applicable)

•
Student evaluations, as comprehensive and objective as possible

NOTE:
All documentation is to be organized and assembled by the Chair to form the dossier supplied to the Tenure Committee.

B.
TENURE COMMITTEE DELIBERATIONS
B1.
Letter to the Candidate at time of conveyance of dossier to the 
Tenure Committee


and invitation to appear before the Committee:

In accordance with Section 14 of the Policy and Procedures on Academic Appointments I enclose summary of the appraisals and evaluations that comprise part of the dossier sent to the Tenure Committee.  The Tenure Committee can now commence its deliberations.


As outlined in Section 16 you are given an opportunity to appear before the Committee and make a written and/or oral statement to the Committee if you so desire.  You are, of course, not entitled to be present throughout or to otherwise participate in the tenure consideration.


I would appreciate your written response to my letter within a week, indicating whether you wish to appear before this Committee.








____________________________








Chair of Tenure Committee

Encl.

B2.
Letter to the Candidate at the time of a proposed negative recommendation from the Tenure Committee:


In accordance with Section 16 of the Policy and Procedures on Academic Appointments I am writing to indicate that the Tenure Committee has proposed a recommendation not to grant tenure to you.  I enclose a statement of reasons for the proposed negative recommendation.  You have an opportunity to respond to the Committee either orally or in writing within 15 days of receipt of this letter.  Thereafter the Tenure Committee will meet to make its final decision.


I would appreciate your written acknowledgment of this letter.








____________________________








Chair of Tenure Committee

Encl.

B3.
Letter to the Dean communicating the Tenure Committee's decision

a)
Decision to recommend tenure

In accordance with Section 16 of the Policy and Procedures on Academic Appointments I am writing to convey the recommendation of the Tenure Committee that Professor ____________ be granted tenure on the basis of his/her [demonstrated excellence] [clearly established competence] in [scholarship] [teaching], and clear promise of future intellectual development.  I enclose for your information a full statement of reasons and a summary of the evidence.








____________________________








Chair of Tenure Committee

Encl.


b)
Decision not to recommend tenure

In accordance with Section 16 of the Policy and Procedures on Academic Appointments I am writing to convey the recommendation of the Tenure Committee that Professor ___________ not be granted tenure.  I enclose for your information a full statement of the reasons for the decision and a summary of the evidence.








____________________________








Chair of Tenure Committee

Encl.

C.
APPROVAL PROCESS
C1.
Letter from the Chair to the Candidate:

a)
Decision to recommend tenure

In accordance with Section 16 of the Policy and Procedures on Academic Appointments I am writing to indicate that the Tenure Committee has recommended that tenure be awarded to you.  This recommendation will be forwarded to the President through the Vice-President and Provost.  The President will make the final decision on the recommendation of the Tenure Committee.  You shall be notified by the President's Office of the final decision which shall then be reported to the Academic Board of the Governing Council for its information.








____________________________








Chair

cc:
Vice-President and Provost


b)
Decision not to recommend tenure

In accordance with Section 16 of the Policy and Procedures on Academic Appointments I am writing to indicate that the Tenure Committee has reconvened and recommended that tenure not be awarded to you.  I enclose a statement of reasons for the decision and a summary of the evidence.  This recommendation will be forwarded to the President through the Vice-President and Provost.  The President will make the final decision on the recommendation of the Tenure Committee.  You shall be notified by the President's Office of the final decision.


In the event that the President accepts the Tenure Committee's recommendation I would draw your attention to Part IV of the Policy and Procedures on Academic Appointments entitled ‘Appeals against the Denial of Tenure’, and again to Section 16 which concerns the duration of the terminal contract.  I have recommended a terminal contract of one (or two) year(s).  You should be advised that this contract is not extended in the event that you appeal.








___________________________








Chair

Encl.

C2.
Letter to the President from the Dean

(A full explanation for the recommendation is required. The letter should be supplemented by the precise details of the evaluation against the criteria for tenure. )


In accordance with Section 16 of the Policy and Procedures on Academic Appointments I am writing to convey the recommendation of the Tenure Committee that Professor _______________ be [granted] [not granted] tenure.  On the basis of the evidence before the committee the committee concluded that Professor ________ had [demonstrated excellence]/[clearly established competence] in [scholarship] [teaching], and clear promise of future intellectual development.  I enclose a summary of the evidence and a copy of the statement of reasons prepared by the Tenure Committee which sets out in detail the basis for the recommendation.







____________________________







Dean

cc:
Vice-President and Provost
