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The mission of the Department of Workforce Education and Instructional Technology
(WEIT) is to develop informed educators, leaders and citizens through career and
information systems research, instruction, and professional development while
emphasizing creativity and innovation. We strive to support the development of our
entire faculty toward excellence. The purpose of these criteria is to serve as the policy
and procedures for Appointment, Promotion, and Tenure within the Department of
WEIT.

This document and discipline-specific criteria must be accepted by the faculty within the
Department and the Department Head and must be reviewed and approved by the
Dean of the Mary Frances Early College of Education and the Senior Vice President for
Academic Affairs and Provost. New faculty members must be provided with this PTU
document and University Guidelines. In addition, the faculty, Department Head, Dean
and the Provost, must approve any changes or updates to this PTU document. All
revisions and approval dates must be listed in the PTU document. These procedures
and criteria will apply to all faculty upon becoming a faculty member in the Department.

These criteria have been approved by the tenure-track faculty within the Department of
WEIT (i.e., the appointment unit). In all matters related to promotion and tenure, the
Department of WEIT will carefully follow and adhere to the UGA Guidelines for
Appointment, Promotion, and Tenure (referred to hereafter as the UGA Guidelines). The
procedures and criteria contained in this document are in addition to those presented in
the UGA Guidelines. The material that follows provides specific information on
procedures that will be followed and on the criteria for promotion and for tenure, in the
Department of WEIT approved by the faculty. Issues not addressed in this document
can be answered by referring to the UGA Guidelines.

A candidate’s qualifications will be judged against the criteria set out in the
aforementioned UGA Guidelines and the discipline-specific criteria described herein.



Evidence to support the qualifications of a faculty member for promotion and/or tenure
may be solicited and submitted from many sources. All such evidence shall be
submitted in written form. Hearsay or personal opinion not based on the written
materials, whatever the source, may not be any part of the decision making process.
Promotion and/or tenure shall not be influenced by the person's race, gender, sexual
orientation, ethnic or national origin, religion, age, disabled status, or status as a veteran
of military service.

Voting Eligibility

The Department of WEIT is the “unit” for tenure and promotion. Faculty eligible to vote
on appointments, third-year reviews, promotions and tenure are stipulated in the UGA
Guidelines.

Appointment

Procedures in the UGA Guidelines will be carefully followed for the search and
appointment of new full-time faculty. At the time of appointment, a new faculty
member will be given a copy of the UGA Guidelines and the Department of WEIT
Procedures and Criteria for Appointment, Third-year Review, Promotion and Tenure,
and will be advised about the Department’s requirements for promotion and tenure. The
faculty member will sign a letter indicating receipt and understanding of this PTU
document and the UGA Guidelines.

The Department is committed to supporting new full-time faculty. An important element
to this support is mentoring by an experienced faculty member. In consultation with the
new faculty member, the Department Head will assign a temporary faculty mentor upon
hire. This mentor will help the new faculty member get oriented and familiar with
Department, College, and University policies and procedures. The new faculty member
should also use this first year to get acquainted with other faculty and to meet with them
for their advice about how to be successful.

The Department Head will consult with the new faculty member no later than the start of
their second year about appointing a mentorship committee until promotion consisting of
three eligible faculty from within the Department. However, this appointment is always
open for reconsideration, The mentorship committee will advise on matters of teaching,
research, professional decorum, the Department, and promotion and tenure
procedures. Annual Evaluations for all faculty must be conducted according to the
defined discipline-specific criteria. A faculty member’s progress toward achieving the
discipline-specific criteria must be clearly documented in writing. In the written annual



evaluation, the Department Head will provide written advice to faculty below the rank of
professor on their progress towards promotion, with specific suggestions as to what the
faculty member must do in teaching, research, and service for promotion to the next
rank and for tenure (if appropriate).

Third-year Review of Progress Towards Promotion and Tenure

At a time specified by the Department Head during the candidate's third year, each
assistant professor will submit a dossier equivalent to sections IV and V of the
promotion and tenure dossier described in the UGA Guidelines. The Department Head
or the assigned faculty mentorship committee will advise the faculty member on the
contents of the dossier and will ensure its accuracy. The mentorship committee will
serve as the Third-Year Review committee. The chair of the mentorship committee will
also serve as the chair of their Third-Year Review committee. This committee will review
and give feedback on the dossier. At a regular departmental meeting, with a quorum of
eligible faculty present, the Department Head or the mentoring committee chair will
present the candidate’s dossier to the faculty. The faculty will then discuss and vote on
whether sufficient progress toward promotion and tenure has been made. On the basis
of this review, the committee will write a report that presents in detail its finding and that
makes clear recommendations to the candidate concerning their progress towards
promotion and tenure. In particular, the report will address the question of whether the
candidate is progressing in a satisfactory way towards meeting departmental criteria for
promotion and tenure. A copy of the report will be given to both the candidate and the
Department Head.

Preliminary Consideration for Promotion and Tenure

The Department will follow procedures for initial consideration presented in the UGA
Guidelines. Before the midterm of the fall semester of the year prior to being considered
for promotion and/or tenure, the Department Head will send a letter to faculty requesting
names of those who wish to be considered for promotion and/or tenure. Faculty who
wish to be considered will communicate this wish in writing to the Department Head.
Prior to the end of fall semester, the candidate will present a current vita in the format
specified by the UGA Guidelines, a statement of achievements, and copies of selected
publications. The candidate’s mentoring committee will review the documents and
suggest changes. The Department Head will then review and discuss these materials
with the candidate. The candidate will revise the materials as needed and present a
final version together with the third-year review letter (accompanied with any response
from the candidate) and original letter of appointment (accompanied by any addenda or
changes in allocation of effort) by a date specified by the Department Head. The



Department Head will make these materials available to all faculty eligible to vote on the
candidate. At a subsequent meeting of eligible faculty, the faculty will vote on the
following question: “Should [Candidate’s name] be formally reviewed for promotion to
the [next rank] and/or for tenure.” Faculty will vote “Yes” or “No” on this question. The
results will be conveyed by the Department Head in writing to the candidate within three
working days of the vote.

Formal Review for Promotion and Tenure

In accordance with the UGA Guidelines, candidates who have received a vote on
preliminary consideration, and who wish to be formally reviewed for promotion and/or
tenure, are eligible for formal review for promotion and/or tenure. This also includes
assistant professors who are in their fifth probationary year who request review
regardless of the preliminary consideration vote outcome, and any assistant professors
in their sixth or subsequent probationary year. Consistent with the principle of flow,
candidates regardless of the vote they receive on preliminary consideration, even those
who receive a mixed or negative vote, may still proceed with the formal review if they
wish. Note: If a candidate for professor proceeds to full review after a negative
preliminary vote and is not successfully promoted, the candidate will not be eligible for
review until three years have transpired since the last negative review.

Candidates eligible for promotion and/or tenure will work with the Department Head and
their mentoring committee to prepare the dossier. The Department Head will solicit
letters of evaluation from external reviewers following procedures in the UGA
Guidelines. In order to eliminate any conflict of interest, it is important that none of those
chosen have close association with the candidate, such as dissertation advisor, co-
author, or co-principal investigator. It is generally expected that the external reviewers
will be nationally or internationally recognized in the candidate’s area of expertise, or a
closely related area, and must be at or above the rank desired by the candidate. For
external reviewers outside the United States or in non-academic positions, a ‘statement
of qualifications’ as described in the UGA Guidelines should address the question of the
reviewer’s equivalent rank in the U.S. academic system.”

The Department Head will contact each external reviewer and forward the candidate’s
current curriculum vitae, two-page statement of achievements, and copies of
publications selected by the candidate. The external reviewer will receive a copy of the
UGA Guidelines and the Department of Workforce Education and Instructional
Technology’s Procedures and Criteria for Appointment, Third-Year Review, Promotion
and Tenure as guides and will be asked to comment only on the scholarship and
reputation of the candidate. A copy of the letter requesting the external review and any
response will be included in the dossier.



At a date specified by the Department Head, the candidate’s dossier will be made
available for review to all faculty eligible to vote. The candidate’s dossier will be
presented and considered by the candidate’s mentor or Department Head at a faculty
meeting with a quorum consisting of at least two-thirds of the faculty who are eligible to
vote. All eligible faculty, except the Department Head shall vote by secret ballot, “yes,”
or “no,” except for those who recuse themselves because of a conflict of interest. No
abstentions are allowed. Absentee ballots do not count toward the quorum but may be
cast in writing so long as they are received by the Department Head before the start of
the meeting. The vote of the Department Head will be revealed at the time that ballots
are counted. A favorable recommendation by a simple majority of the voting WEIT
faculty shall mean a vote to recommend the candidate for promotion and/or tenure.
Voting may take place either in person with paper-based ballots or electronically using
secure, UGA-sanctioned survey software. All paper-based ballots must be counted by
two faculty members. The results of the voting will be presented to the faculty before
adjournment. It is the duty of the Department Head to compile and record votes in the
candidate’s file. The Department Head also will inform the candidate of the vote,
including the tally, within three working days of the meeting.

The Department Head will write a cover letter, unless the Department Head voted
against the candidate, in which case the candidate may designate a senior faculty
member to prepare these documents. If the overall vote is negative, the Department
Head still writes a cover letter to summarize the deliberation for the negative vote. The
candidate may read and respond to any cover letter that goes forward.

Procedures for Promotion to the Rank of Professor

The Department will follow UGA Guidelines associated with promotion to the rank of
professor. Associate professors in the Department are advised to consult with the
Department Head and other professors in the department for advice and mentoring
about expectations for promotion to the rank of professor. When an associate professor
indicates the intent to pursue promotion to professor, the department head will consult
with the candidate in appointing a mentoring committee. The candidate will work with
the Department Head and their mentoring committee to prepare all necessary materials
for each step in the promotion process as described by the UGA Guidelines.

Promotion procedures for Non-Tenure Track Faculty

The department will follow the UGA Guidelines associated with promotion procedures
for the particular track of non-tenure track faculty. It is important to note that these
procedures are markedly different from those of tenure-track faculty. When the



candidate is eligible for promotion, the department head will consult with the candidate
in appointing a mentoring committee.

Department Criteria for Promotion and Tenure

The general criteria for the ranks of Instructor, Assistant Professor, Associate Professor
and Professor are stated in the UGA Guidelines. Departmental criteria for promotion to
Associate Professor and Professor, along with Tenure, are detailed in the following
sections.

Promotion to Associate Professor

The rank of associate professor is the mid-career faculty rank at the University. Under
usual circumstances, candidates must serve at least five years as assistant professor,
including the year when the promotion will be considered at the University level, before
they are eligible for promotion to associate professor. Candidates for promotion to
associate professor must show clear and convincing evidence of emerging stature as
regional or national authorities.

Teaching. WEIT faculty members are expected to be effective teachers. In this context,
teaching refers not only to classroom performance, but also to the full range of activities
that enhance student development. Faculty are expected to support the short- and long-
term academic and professional achievements of students (e.g., Student Success
Activities).

As described in the UGA Guidelines, effectiveness in teaching is reflected by student
learning and improvements in the learning environment and curriculum. Faculty are
expected to teach at a level that reflects their breadth and depth of scholarship.
Documentation that may be used in providing evidence of effective teaching is
enumerated in the UGA Guidelines.

For promotion to associate professor, candidates must provide clear evidence of
effectiveness in classroom teaching; in direction of independent studies, theses and
dissertations; in student advisement and mentoring; in curriculum development; and in
other University and professional activities related to teaching as appropriate for their
assignments. The evidence should include positive student evaluations of teaching
activities, a high-quality scholarship of teaching as reflected by written materials, and
improvements to the instructional programs and the learning environment.

Research. Faculty members in the Department of WEIT are expected to be continually
involved in research activities that create new knowledge and advance their specific



disciplines. A record of scholarship in research is expected for promotion to the rank of
associate professor. Sources of evidence that can be used in providing documentation
of research and scholarly activities are enumerated in the UGA Guidelines.

The Departmental expectation is that the candidate shall have established a program of
research that makes an important contribution to the body of knowledge in their
discipline at the national level. The candidate’s scholarship in research should be
comparable in quality and quantity to that of individuals seeking promotion to associate
professor in their field in nationally recognized programs. The most direct evidence of a
scholarly contribution is a consistent record of publication in high-quality, peer-reviewed
journals related to the candidate’s discipline. An exemplary dossier will include a variety
of contributions. A significant number of the articles should be based on data gathered
and analyzed using a recognized research method (e.g., quantitative, qualitative,
mixed), with the candidate the leading author. The research should have a focus and
meaningful impact on the field and society. External reviewers’ comments and citations
to the candidate’s research in publications of other scholars will be used to evaluate the
importance and impact of the research. Effort in seeking funding, independently and/or
in collaboration with other colleagues, to support the candidate’s scholarship should
also be evident.

If the Department hires a faculty member whose research will result in different kinds of
research productivity that are not included above, the Department and the candidate
must agree in writing at the time of appointment as to the general expectations that the
candidate must satisfy. The Dean must approve this agreement. Any revision or
amendment to the agreement approved at the time of hire must be approved by the
Dean and included as documentation in the dossier along with the offer letter.

Service. Faculty members are expected to use their academic and professional
expertise to benefit the operation and governance of the University, their profession and
the public-at-large. Types of evidence that can be used to document service to the
University society, their profession and society are contained in the UGA Guidelines.

In the Department of WEIT, successful candidates for promotion to associate professor
are expected to have attended departmental meetings, have some limited service on
student and departmental committees, and, if asked to serve, limited service on campus
committees and governing bodies. Candidates are also expected to participate in
professional association activities by attending meetings, participating on committees,
holding office, performing editorial work and peer review, and being involved in other
professional activities.

Professor



The rank of professor is the highest rank at the University. Under usual circumstances,
candidates must serve at least five years as associate professor, including the year
when the promotion will be considered at the University level, before they are eligible for
promotion to professor. Candidates for promotion to professor must show clear and
convincing evidence of high levels of attainment in the criteria appropriate to their work
assignments and the missions of their units. Unless the candidate’s assignments are
specifically regional, they should demonstrate national or international recognition in
their fields and the likelihood of maintaining that stature.

Promotion to professor requires attainment of a level of performance and scholarship in
teaching, research, and service beyond that required for an associate professor. The
dossier should provide documentation of sustained effectiveness and additional
important achievements in teaching, research and service consistent with the
assignment since the date of promotion to the rank of associate professor. For faculty in
the Department of WEIT, attainment of a national or international reputation for their
research and scholarship will be the most important criterion for promotion to the rank of
professor. The candidate’s scholarship in research should be comparable in quality to
that of individuals seeking promotion to professor in their field in nationally recognized
programs. External reviewers’ comments and citations to the research in publications of
other scholars should clearly indicate a high level of importance and impact of their
research and scholarship. Funding independently and/or in collaboration with other
colleagues, to support the candidate’s scholarship should also be evident. Other
evidence of a national reputation such as invited presentations at national and
international meetings, important scholarly reviews, editorial service, and important
contributions to professional associations should also be evident.

Tenure

Candidates for tenure in the Department of Workforce Education and Instructional
Technology must have a record of exemplary performance in the discharge of their
primary responsibilities in teaching; research; and service to society, the University, and
the profession. Tenure is granted only at the ranks of, or coincident with promotion to,
associate professor and professor. A recommendation for tenure in the Department will
require performance at the level specified for the rank at which either or both is being
sought as described in the UGA Guidelines and in the previous sections of this
document. In addition, tenure in the Department of WEIT will be recommended only if
there is a continuing and long-range need for the duties and responsibilities that may be
expected of the candidate in the future, and if the candidate is likely to continue to be an
active and productive scholar.



