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NMSU POLICY MANUAL - COMMON ELEMENTS 

NOTE: All faculty members and P&T committee members shall review carefully NMSU Policy Manual 

5.90.5.3 άwƻƭŜǎ ŀƴŘ wŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ŘǳǊƛƴƎ ǘƘŜ tǊƻƳƻǘƛƻƴ ϧ ¢ŜƴǳǊŜ tǊƻŎŜǎǎΦέ 

NMSU Policy Manual Section рΦфлΦрΦп ά/ƻƳƳƻƴ ŜƭŜƳŜƴǘǎ ǘƻ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ǇǊƛƴŎƛǇŀƭ ǳƴƛǘǎΩ 
promotion and tenure policyΥέ 
1. University policies regarding promotion and tenure supersede department and college policies 
2. Statements referencing the criteria for promotion and tenure as stated in NMSU Policy Manual 

5.90.4 are provided within this document. 
3. Candidates may temporarily suspend the promotion and tenure time process in accordance with 

NMSU Policy Manual 5.90.3.6.2 
4. A statement regarding confidentiality of records and all committee procedures, including the 

manner in which confidentiality is ensured, is provided within this document. 
5. This document may be modified annually by consensus vote of tenure-line faculty and with approval 

of the academic department head and dean. If this document changes during ŀ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ 
pre-tenure or pre-promotion period, the faculty member may choose to follow either the new 
document, or the old, but the faculty member must clearly specify which document with a signed 
hard-copy memo submitted to the academic department head. 

6. A procedure for the conduct of a three-year mid-probationary review is provided within this 
document. Faculty must submit their portfolio to their department head by mid January.  The 
portfolio shall be prepared in accordance with NMSU Policy Manual Section 5.90.5.5 and be 
reviewed by the department promotion and tenure committee, the department head, and the 
college promotion and tenure committee.  The college committee will provide to the department 
head and candidate a written formative evaluation of progress.  The review is conducted in 
ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ǇǊƛƴŎƛǇŀƭ ǳƴƛǘΩǎ ǇǊƻƳƻǘƛƻƴ ŀƴŘ ǘŜƴǳǊŜ ǇƻƭƛŎȅΦ  όSee Section 5.90.3.7.)  

7. A procedure for electing college P&T members is not applicable to this document. 
8. A procedure for electing Departmental P&T members is included in this document. 
9. The definition of eligibility for serving on the Departmental P&T committee is included in this 

document. In instances of promotion, committee members must hold a rank at least equal to the 
rank for which the candidate is applying. 

10. Term limits for Departmental P&T committee members are not specified. 
11. Term limits for college P&T committee members are not applicable to this document. 
12. ¢ƘŜ ǇǊƻǾƛǎƛƻƴ ǘƘŀǘ άƛƴ ƴƻ ŎŀǎŜ ǿƛƭƭ ŀ ǇǊƻƳƻǘƛƻƴ ŀƴŘ ǘŜƴǳǊŜ ŎƻƳƳƛǘǘŜŜ ōŜ ŎƻƳǇǊƛǎŜŘ ƻŦ ŦŜǿŜǊ ǘƘŀƴ 
ǘƘǊŜŜ ƳŜƳōŜǊǎέ ƛǎ ǇǊƻǾƛŘŜŘ ƛƴ ǘƘƛǎ ŘƻŎǳƳŜƴǘΦ 

13. A provision for addressing cases where there are inadequate numbers of eligible faculty to 
constitute a committee is included in this document.  The department and/or the college promotion 
and tenure committees may have members from outside the department. 

14. ǘƘŜ ŘŜŀƴΣ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘΣ ƻǊ ŎƻƳǇŀǊŀōƭŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ Ƴŀȅ ƳŜŜǘ ǿƛǘƘ ǘƘŜ ǇǊƛƴŎƛǇŀƭ ǳƴƛǘǎΩ 
promotion and tenure committees to discuss procedural matters 

15. the deliberations and voting of promotion and tenure committees will be conducted in closed 
session only among committee members 

16. ! ƳŜǘƘƻŘ ŦƻǊ ǎǳǊǾŜȅƛƴƎ ǘƘŜ ŎƻƳƳƛǘǘŜŜǎΩ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴǎ ǊŜƎŀǊŘƛƴƎ ŜŀŎƘ ŎŀƴŘƛŘŀǘŜόs) via secret 
written ballot is included in this document.  Voting must be in person.  Absentia and proxy ballots 
are not permitted.  All vote counts must be recorded. 

17. ! ƳŜǘƘƻŘ ŦƻǊ ǘƘŜ ǇǊƛƴŎƛǇŀƭ ǳƴƛǘǎΩ ǇǊƻƳƻǘƛƻƴ ŀƴŘ ǘŜƴǳǊŜ ŎƻƳƳƛǘǘŜŜǎ ǘƻ ǎǳōƳƛǘ ŀ ƭŜǘǘŜǊ ǎǳƳmarizing 
its recommendations and the numerical vote count on each candidate to the department head and 
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college dean or comparable administrator is included in this document.  The recommendation must: 
1) reflect the majority view, 2) contain specific commendations, concerns, and recommendations 
ŀŘŘǊŜǎǎƛƴƎ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ŎǊƛǘŜǊƛŀ ƛƴ ŜŀŎƘ ƻŦ ǘƘŜ ŀǊŜŀǎ ǊŜǉǳƛǊŜŘ ŦƻǊ ǇǊƻƳƻǘƛƻƴ ŀƴŘ ǘŜƴǳǊŜΣ ŀƴŘ оύ 
allow for dissenting opinions containing specific commendations, concerns, and recommendations 
addressing the criteria in each of the areas required for promotion and tenure 

18. ! ƳŜǘƘƻŘ ŦƻǊ ƛƴŦƻǊƳƛƴƎ ŜŀŎƘ ŎŀƴŘƛŘŀǘŜ ƛƴ ǿǊƛǘƛƴƎ ƻŦ ǘƘŜ ǇǊƛƴŎƛǇŀƭ ǳƴƛǘǎΩ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴǎ ŀƴŘ 
ƴǳƳŜǊƛŎŀƭ ǾƻǘŜ ŎƻǳƴǘΣ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘΩǎ ƭŜǘǘŜǊΣ ŀƴŘκƻǊ ǘƘŜ ŘŜŀƴΩǎ ƻǊ ŎƻƳǇŀǊŀōƭŜ 
ŀŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ƭŜǘǘŜǊ is included in this document. 

19. A candidate may withdraw from further consideration in accordance with NMSU Policy Manual 
Section 5.90.5.6.  

20. Guidelines for preparing the portfolio. (See NMSU Policy Manual Section 5.90.5.5.)  are included in 
this document 

21. A mechanism to provide candidates with sample portfolios is included in this document.  If the 
portfolios of actual persons are used, written permission must be obtained from the owner of the 
portfolio 

22. A procedure for indicating how and when a candidate may change, add, or delete materials from the 
portfolio after the portfolio is submitted to the committee for review is included in this document. 

23. A statement regarding the location where the documentation file will be stored and accessed for 
review is included in this document. 

24. A procedure for indicating how and when evaluators may request additional information is included 
in this document. All requests must be made in writing and transmitted to the candidate. 

25. A procedure allowing the candidate to review all items included in the portfolio assembled prior to 
the review by appropriate committees, administrators, and/or external reviewers is included in this 
document. 

26. A procedure for soliciting external letters (See NMSU Policy Manual Section 5.90.7 for example) is 
provided in this document. 

27. Unsolicited letters will not be considered nor included. 
28. Post-tenure review will be conducted by the department in accordance with NMSU Policy Manual 

Section 5.87 
29. The appeals process is outlined in NMSU Policy Manual Section пΦлрΦпл ŀƴŘ {ŜŎǘƛƻƴ пΦлрΦрл άIǳƳŀƴ 

Relations ς General ς !ǇǇŜŀƭǎΦέ 
30. ! ǇǊƻŎŜŘǳǊŜ ŦƻǊ ǊŜǾƛŜǿƛƴƎ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ /ƻƴŦƭƛŎǘ ƻŦ LƴǘŜǊŜǎǘ tƻƭƛŎȅ ǿƛǘƘ ǘƘŜ Departmental P&T 

committee is included in this document. 
 
 

NMSU Policy Manual Section 5.90.5.1.1 άPerformance evaluation policies in the principal units shall 

ƛƴŎƭǳŘŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŜƭŜƳŜƴǘǎΥέ 

1.  Performance Evaluations are conducted annually.  

2.  A timeline consistent with the timeline for promotion and for tenure is described in NMSU Policy 

Manual Section 5.90.5.9.  

3.  The department head must meet annually with all faculty members regarding progress toward 

promotion and tenure, the recording of objectives and goals, and the department faculty evaluation 

format.  

4.  Faculty members have the opportunity to submit a written statement in response to annual 

performance evaluations.  
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5.  The procedure for transmitting the performance evaluation, along with any supporting material, 

ŦǊƻƳ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊ ǘƻ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘ shall be agreed upon in 

advance. 

6.  The ǇǊƻŎŜŘǳǊŜ ŦƻǊ ǘǊŀƴǎƳƛǘǘƛƴƎ ŀ ǿǊƛǘǘŜƴ ŎƻǇȅ ƻŦ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘΩǎ ƻǊ ŎƻƳǇŀǊŀōƭŜ 

ŀŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ǊŜǾƛŜǿ ǘƻ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ōŜƛƴƎ ǊŜǾƛŜǿŜŘ ŀƴŘ ǘƻ ǘƘŜ ŘŜŀƴ ƻǊ ŜǉǳƛǾŀƭŜƴǘ ŀŘƳƛƴƛǎǘǊŀǘƻǊ 

shall be via hard-copy memo.  

7.  The procedure to certify in writing to the appropriate dean or comparable administrator that a 

meeting with eaŎƘ ŦŀŎǳƭǘȅ ƳŜƳōŜǊ Ƙŀǎ ƻŎŎǳǊǊŜŘ ǿƛƭƭ ōŜ ŘƻŎǳƳŜƴǘŜŘ ōȅ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ 

signature on all relevant forms. 

 

NMSU Policy Manual Section 5.90.5.1.2 Performance evaluation forms in the principal units shall include 

the following elements:  

1. An Allocation of Effort Statement.  The allocation percentages will be agreed upon by the faculty 

ƳŜƳōŜǊ ŀƴŘ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ ƘŜŀŘΣ ŀƴŘ ǿƛƭƭ ōŜ ŀǇǇǊƻǾŜŘ ŀƴƴǳŀƭƭȅ ōȅ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ 

department head and dean.  If agreement cannot be reached, the dean or equivalent administrator 

may assign the allocation of effort, and the faculty member may appeal through existing University 

procedures.   

2. The allocation of effort statement and percentages may be altered during the year with the mutual 

agreement of the faculty member, department head, and dean to reflect changing circumstances, 

such as service on a particularly time-consuming committee or grant, time for scholarship and 

creative activity, emergency teaching and advising assignments, etc. At the minimum, this statement 

shall contain the following elements: Percentage of effort devoted to teaching and advising or its 

equivalent, scholarship and creative activity, service, and extension and outreach.  (The total 

percentage shall be 100%, but any category may be zero percent.)  

3. The number of semester credit hours, student enrollment, and level of courses  

4. A statement of what the principal unit considers a full teaching and advising load  

5. If the principal unit utilizes a weighting, ranking, or scoring system, the value assigned to each 

ŎŀǘŜƎƻǊȅ Ƴǳǎǘ ōŜ ƛƴŘƛŎŀǘŜŘΦ  ¢ƘŜ ǾŀƭǳŜǎ Ƴǳǎǘ ōŜ ŎŀƭŎǳƭŀǘŜŘ ǇǊƻǇƻǊǘƛƻƴŀǘŜƭȅ ǘƻ ŀ ŎŀƴŘƛŘŀǘŜΩǎ 

allocation of effort.  

6. Current position description. 

7. A written section submitted by the faculty member detailing and citing accomplishments in relation 

to the criteria for promotion and tenure.  

8. A written review from the department head or comparable administrator including specific 

commendations, concerns, and recommendations in each of the areas of performance, as well as 

separate comments about progress toward promotion and tenure. 
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INTRODUCTION 
The professional activities of the faculty of the Department of Health Science support and advance the 
mission and the principal goals of the department as listed below: 
 

 To provide high quality teaching, advising, and supervision to students enrolled in departmental 
programs. 
 

 To produce and disseminate scholarship and creative activity based knowledge. Such knowledge 
encompasses original research and creative activity focusing on new empirical facts, ideas, and 
theories; scholarship that synthesizes and integrates the application of knowledge and methods to 
social and public health problems, especially in but not restricted to the public domain (e.g. white 
papers, evaluation reports etc.) ; and scholarship that leads to improved teaching and advising. 
 

 To provide quality service to appropriate units in the university, relevant disciplines and similar 
fields, and appropriate professional organizations; In addition such efforts may be related to 
extension and outreach efforts in various communities from local to global in the form of 
community based consulting, service based student learning projects, and other agreed upon 
extension and outreach efforts. Leadership and administrative efforts by faculty will also be included 
under service. 

 

The health science faculty as a collective represents a diversity of skills and strengths and serves a 
variety of constituents in the community. To fulfill the needs of the community and university, the 
department aims to cultivate complementary knowledge, skills, and collegiality across its departmental 
faculty. Teaching, scholarship and creative activity, and service efforts and/or contributions, therefore, 
may vary dramatically among faculty within the unit, yet they may be considered equally meritorious. 
Among untenured and tenured professors alike, some may select to prioritize basic and/or applied 
scholarly and creative activity over teaching and service. Others may balance efforts relatively evenly 
across the three categories. Still others with heavy commitments to service activities may be expected 
to allocate proportionately less time to scholarly and creative efforts and/or contributions. In some 
instances, such service may serve as a precursor to future scholarly and creative activities. However, all 
faculty members are expected to teach and advise students, provide service, and engage in scholarly 
and creative activities - the combination and relative quantity of which is expected to differ according to 
the ΨŀƭƭƻŎŀǘƛƻƴ ƻŦ ŜŦŦƻǊǘΩ ŀƴŘ goals agreed upon between the faculty member and the Academic 
Department Head. Efforts and accomplishments in teaching, scholarly and creative activity, and service 
are the principal means to evaluate and allocate rewards to departmental faculty. In keeping with the 
mission of the department and the diversity of the faculty and the students served, collegiality, 
constructive feedback, faculty participation, and transparency of process among faculty, led by the 
Academic Department Head, and modeled by senior faculty members, are considered to be integral 
components in the three domains of teaching, scholarly and creative activity, and service. 
 
Collegiality 
The Health Science Department faculty place a high value in collegiality when assessing faculty 
performance. Collegiality is defined as άDemonstrated willingness and ability to work effectively with 
colleagues to support the mission of the institution and the common goals both of the institution and 
academic organizational unit.έ While evidence relating to collegiality may be most evident in the 
category of service, collegiality can also affect performance in teaching as well as in scholarship and 
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creative activity. Collegiality is not a separate concept but regarded as having the potential to enhance 
performance in each of three areas. Because the department values teamwork, evidence of collegiality 
plays a role in faculty evaluation. Taking into account the unique mission and demands of the 
Department of Health Science, consideration of collegiality shall be made under each of the categories 
of teaching, scholarship and creative activity, and service. 
 
Faculty Participation 
Information regarding University Promotion and Tenure (P&T) policy on faculty participation and 
ensuring fairness can be found in section 5.90.3.1 of the University P&T Policy. 
 
Transparency of Process 
University Promotion and Tenure Policy information regarding transparency of process may be found in 
section 5.90.3.2 of the University P&T Policy. 
 
Constructive feedback 
The Department of Health Science faculty members place a high regard on a bi-directional, 
collaborative, and ongoing dialogue between the Academic Department Head and individual faculty to 
facilitate/guide progress towards promotion, tenure, and/or contributions to the department. 
Constructive feedback should be envisioned to be collaborative in spirit and nurture the diverse efforts 
of all departmental faculty members to achieve individual professional goals and contribute positively to 
the mission and needs of the department.  
 

THE PROFESSIONAL RANKS1 
Instructorτdemonstrates expertise within their discipline through practical, applied, and/or related 

experience. Individuals new to this rank may not have demonstrated ability to conduct independent 

scholarship and creative activity, but there must be substantive evidence of likely success at university 

ǘŜŀŎƘƛƴƎ ƻǊ ƛǘǎ ŜǉǳƛǾŀƭŜƴǘΦ LƴǎǘǊǳŎǘƻǊǎ Ƴŀȅ ōŜ ǿƻǊƪƛƴƎ ǘƻǿŀǊŘ ŀ ǘŜǊƳƛƴŀƭ ŘŜƎǊŜŜΦ !ƴ ƛƴǎǘǊǳŎǘƻǊΩǎ Ƨƻō 

description primarily relates to teaching or its equivalent and usually does not include scholarship and 

creative activity. An instructor is not eligible for tenure, except at the community colleges.  

 

College Facultyτa person holding a College Faculty appointment is eligible for advancement in rank but 

not eligible for tenure. 

 

Assistant Professorτnormally holds the highest terminal degree in their field of expertise. Outstanding 

experience and recognition in a professional field may be considered the equivalent of the terminal 

degree. An assistant professor is expected to have a thorough command of the subject matter of some 

segment of the discipline, in addition to a comprehension of the whole.  Assistant professors are tenure-

track faculty members hired on a yearly, renewable contract for a maximum of seven years. During the 

sixth year, an assistant professor typically is evaluated for promotion and tenure simultaneously, having 

submitted their portfolio at the beginning of that year. However, an assistant professor may elect to 

                                                           

1
 From NMSU Policy Manual Section 5.90.3.5 
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apply for tenure or promotion at any time with the written approval of department head and dean or 

their equivalents. The application for tenure may occur only one time. 

 

Associate ProfessorτAn associate professor is often a mid-career faculty member who has been 

awarded tenure. If a faculty member is initially employed at the rank of associate professor without 

tenure, the probationary period may vary depending upon agreements stipulated in writing at the time 

of initial hire. Once tenured, associate professors may hold this rank indefinitely or apply for promotion. 

Promotion to professor should not be considered to be forthcoming merely because of years of service 

to the university, or because tenure has previously been awarded. In accordance with the principal 

ǳƴƛǘΩǎ ǘƛƳŜƭƛƴŜǎΣ ŀ ŦŀŎǳƭǘȅ ƳŜƳōŜǊ Ƴŀȅ ǇǊŜǎŜƴǘ ŀ ǇǊƻƳƻǘƛƻƴ ǇƻǊǘŦƻƭƛƻ ƛƴ ŀƴȅ ƎƛǾŜƴ ȅŜŀǊΦ An associate 

professor must demonstrate competence, continuous progress, and maturity over a large part of the 

academic field. It is expected that evidence showing high quality of teaching and scholarship and 

creative activity has been provided and is current. 

 

Professorτŀ ǇǊƻŦŜǎǎƻǊΣ ǎƻƳŜǘƛƳŜǎ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ŀ άŦǳƭƭ ǇǊƻŦŜǎǎƻǊΣέ Ƙŀǎ ŜǎǘŀōƭƛǎƘŜŘ ŘƛǎŎƛǇƭƛƴŀǊȅΣ 

intellectual, and institutional leadership. The professor demonstrates command and a mature view of 

the disciplinary field as evidenced by teaching and advising (or its equivalent) or similar experience, 

scholarship and creative activity, service, extension, or outreach. Faculty members initially hired at the 

rank of professor are often given tenure on appointment.  

 

TEACHING 
Teaching encompasses classroom instruction, testing, supervision, grading, course development, and 
advising/mentoring students in academic projects including Masters level theses.  Teaching is central to 
the mission, purpose and objectives of New Mexico State University (NMSU), and is consequently 
encouraged, evaluated, and rewarded.  Additionally, as technology often traverses rigid boundaries and 
criteria, its evaluation in teaching needs to be done with flexibility and appropriately and with 
recognition of the expectations placed on the faculty member at the time of hiring and during 
departmental annual reviews.  The University P&T Policy states that effectiveness in teaching and 
advising is an essential criterion for tenure and advancement in rank (5.90.4.1). This evaluation of 
teaching shall be adaptable to differences among disciplines and be both formative (process oriented to 
improve teaching skills) and summative (to judge teaching skills). The evaluation of teaching is primarily 
a quantitative process, with multiple sources of evidence being employed to increase the validity of 
appropriateness, and relevance of the evaluation. One source of evidence shall be student evaluations, 
obtained for all classes in all program areas for all semesters, including summer sessions. The studentsΩ 
evaluation instrument is a standardized questionnaire with a narrative portion. Sections may be added 
by the instructor to address the special nature of the disciplines and the mode of instruction in different 
classes. Advising and mentoring students at all levels is an important aspect of teaching and faculty 
members shall demonstrate evidence of this activity. Creative and effective use of innovative teaching 
methods, unique and informal student learning evaluations, and curricular innovations are encouraged 
and shall be constructively evaluated.  One important aspect of innovation in teaching is the use of web-
based or web-enhanced curricula and courses to meet the ever changing needs of students enrolled in 
the departmental programs.    
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The areas appropriate for the evaluation of teaching include, but are not limited to the following: 

 Formal student evaluations of teaching, advising, and mentoring 

 Writing textbooks on teaching and learning pedagogies 

 Designing new courses 

 Developing and teaching web-based and/or web-enhanced courses 

 Restructuring existing courses 

 Innovative teaching techniques 

 Position papers on teaching, learning, and other creative approaches to the process of teaching and 
learning 

 Course syllabi 

 Courses taught with the number of students enrolled including those enrolled in directed readings, 
independent studies, practicum, supervised research and creative activity, special student based 
projects, etc. 

 Course reading lists 

 Class assignments, handouts, and activities 

 Community-based projects involving students and their learning  

 Service-learning projects 

 Attendance at workshops and/or other professional development seminars designed to improve 
and enhance teaching effectiveness 

 Ability to motivate students 

 Peer review of teaching or content analysis of materials used in course feedback to/from students 
(e.g., comments written on papers and exams, evaluations of students skills and performance, 
comments from students on teaching efforts etc.) 

 Differential evaluation of students (e.g., grading, grade distributions) 

 Developing curricula that are used in school or community settings 

 Presentations at professional meetings and/or publications in scholarly journals that describe 
teaching ideas, educational programs, or evaluations of educational interventions 

 Securing training grants and/or grants to develop and filed test educational materials 
 
Evidence of collegiality in teaching includes (but not limited) to the following: 

 Working with colleagues to develop curriculum, integrate courses or course sequences 

 Developing joint or interdisciplinary courses 

 Serving on comprehensive Masters exam and theses committees 

 Building collaborative and professional relationships with faculty and students 

 Working to improve course evaluation procedures 

 Mentoring faculty, GAs, and TAs with regard to research, teaching, and advising 

 tǊƻǾƛŘƛƴƎ ŀǎǎƛǎǘŀƴŎŜ ƻǊ ǘǊŀƛƴƛƴƎ ǘƻ ƛƳǇǊƻǾŜ ƻǘƘŜǊǎΩ ǘŜŀŎƘƛƴƎ 

 Holding regular office hours and/or being available for consultation with students 

 Being responsive to suggestions for improving teaching and advising based on annual evaluations 

 Team teaching and working with others faculty to coordinate courses or course content 

SCHOLARLY AND CREATIVE ACTIVITY 
Scholarship and creative activity includes discipline-based and/or multi-disciplinary activities that 
advance the pool of knowledge and learning through production of new ideas and understanding. As 
technology often traverses rigid boundaries and criteria, its evaluation in scholarly and creative activity 
needs to be done with flexibility and appropriately and with recognition of the expectations placed on 
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the faculty/candidate at the time of hiring and during departmental annual reviews.  Scholarly and 
creative activity includes the four subcategories listed below based on the notion that research is 
fundamental to scholarship and creative activities to integrate, build, reinforce, and extend new and 
existing knowledge through collaborations and research proposals (funded or non-funded) on topics 
relevant to faculty members and their discipline and communicate such endeavors through appropriate 
professional avenues. In the course of engaging in and advancing scholarly and creative activity, faculty 
members shall demonstrate their abilities through activities and processes, as well as products that are 
appropriate to the discipline and published or presented in relevant forums. As broadly conceived, the 
principle objectives in the evaluation of scholarly and creative activity are to determine the quality and 
quantity of work, its significance, extent of its dissemination, and utility. There can be some overlap in 
the subcategories listed below, and therefore a particular scholarly and creative activity may fall under 
more than one subcategory. 
 
Application Based: A scholarly and creative activity of application adds to existing knowledge in the 
process of applying intellectual expertise to the solution of practical problems, and often results in 
written products that are shared with other people in the discipline or field of study. The scholarly and 
creative activity of application could include (but is not limited) to the following activities: 
a) Development of content-based seminars and workshops 

b) Provision of technical and research based assistance 

c) Evaluation of public and private sector institutions, their work, and/or policies 

d)   Program development and evaluation 

 
Inquiry based: A scholarly and creative activity of inquiry involves investigation aimed at the discovery 
of new knƻǿƭŜŘƎŜ ǿƛǘƘƛƴ ƻƴŜΩǎ ƻǿƴ ŘƛǎŎƛǇƭƛƴŜ ƻǊ ŀǊŜŀ ƻŦ ǎǘǳŘȅΦ Lƴ Ƴŀƴȅ ǿŀȅǎΣ ƛƴǉǳƛǊȅ has the ability to 
serve as the basis for other forms of scholarships. Evidence of such inquiry based activity includes (but is 
not limited) to the following:  
a) Development, submission, and funding of grant proposals 

b) Funded and/or unfunded research activity  

c) Presentation at professional meetings 

d) Publications 

 

Integration based: A scholarly and creative activity of integration makes meaningful connections 
between previously unrelated topics, facts, or observations. Activity in this area can result in 
presentations and/or publications. Examples of activity in this subcategory include (but are not limited) 
to the following:    
a) Cross-disciplinary synthesis 

b) Conceptualization of an integrative framework within a discipline 

c) Presentation at professional meetings 

d) Publications 
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Teaching based: The scholarly creative activity in this sub-category focuses on transforming and 
ŜȄǘŜƴŘƛƴƎ ƪƴƻǿƭŜŘƎŜ ŀōƻǳǘ ǇŜŘŀƎƻƎȅ ƛƴ ƻƴŜΩǎ ŘƛǎŎƛǇƭƛƴŜΦ LƴƴƻǾŀǘƛǾŜ ŎƻƴǘǊƛōǳǘƛƻƴǎ ǘƻ ǘŜŀŎƘƛƴƎΣ ƛƴǎƻŦŀǊ ŀǎ 
they are published or presented in appropriate forums can constitute scholarly and creative activity in 
ǘƘƛǎ ǎǳōŎŀǘŜƎƻǊȅΦ ¢ƘŜ άǎŎƘƻƭŀǊƭȅ ŀƴŘ ŎǊŜŀǘƛǾŜ ŀŎǘƛǾƛǘȅ ƻŦ ǘŜŀŎƘƛƴƎέ ƛǎ ƴƻǘ ŜǉǳƛǾŀƭŜƴǘ ǘƻ ǘŜŀŎƘƛƴƎΦ 
/ƭŀǎǎǊƻƻƳ ǘŜŀŎƘƛƴƎ ŀƴŘ ǎǘŀȅƛƴƎ ŎǳǊǊŜƴǘ ƛƴ ƻƴŜΩǎ ŦƛŜƭŘ ŀǊŜ ƴƻǘ ǊŜƭŜǾŀƴǘ ŎǊƛǘŜǊƛŀ Ŧƻr evaluating faculty on 
ǘƘŜ άǎŎƘƻƭŀǊƭȅ ŀƴŘ ŎǊŜŀǘƛǾŜ ŀŎǘƛǾƛǘȅ ƻŦ ǘŜŀŎƘƛƴƎΦέ 9ȄŀƳǇƭŜǎ of activity in this subcategory include, (but are 
not limited) to the following: 
 
a) Authorship of ŀ ǘŜȄǘōƻƻƪ ƻǊ ŜŘǳŎŀǘƛƻƴŀƭ ŀǊǘƛŎƭŜ ƛƴ ƻƴŜΩǎ ŘƛǎŎƛǇƭƛƴŜ  

b) Presentations at profŜǎǎƛƻƴŀƭ ƳŜŜǘƛƴƎǎ ƻƴ ƛƴƴƻǾŀǘƛǾŜ ŀǇǇǊƻŀŎƘŜǎ ǘƻ ǘŜŀŎƘƛƴƎ ƛƴ ƻƴŜΩǎ area of 
expertise and/or interest 

 
Scholarship and creative activity as described in the New Mexico State University P&T Policy (5.90.4.2) 
include both activity and products that employ dynamic interaction of discovery and creation, teaching 
and dissemination, engagement and application, and integration, in the pursuit of fulfilling the mission 
and vision of NMSU.  Scholarship and creative activity can therefore take many forms, including, but not 
limited to refereed publications to reflect the multiple needs of the stateΩǎ population as well as the 
breath and diversity of faculty interests, abilities and creativity.   
 
In general, the forms of scholarly and creative activities appropriate for evaluation in any of the above 
mentioned four subcategories include, but are not limited to the following: 

 Journal articles or monographs 

 Professional reports (published or submitted to requesting agency) 

 Written or edited books in ones discipline 

 Chapter in an edited book 

 PI, co-PI, and/or collaborator on a funded competitive scholarly and creative activity grant  

 Unfunded research efforts including collaborative efforts resulting in products such as articles 
and/or presentations 

 Professional conference presentations 

 Invited presentations at conferences with/without an accompanying papers 

 Development of competitive scholarly and creative activity grant proposal for funding 

 Scholarly and creative grant proposals under review 

 Articles under review for publication 

 Invited presentations at conferences 

 Textbook supplement 

 Authorship of professional manuals, guides, proceedings, videotape, cassette tapes, or computer 
software 

 Technical/evaluation reports for grants 

 Preliminary grant proposal or section of grant proposals 

 Book review published in professional journal 

 Non-refereed journal articles 

 Unpublished manuscript (works in progress) 

 Journal editorship and membership on journal editorial boards 

 Review work for journals and/or conferences 
 
Evidence of collegiality in scholarly and creative activity includes: 
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 Collaboration on scholarly and creative activity projects 

 Participation in scholarly and creative activity groups, lectures series, etc. 

 Interdisciplinary efforts 

 Providing consulting to colleagues 

 Assisting students and faculty with obtaining participants for scholarly and creative activity 

 wŜǾƛŜǿƛƴƎ ŀƴŘ ŎǊƛǘƛǉǳƛƴƎ ŎƻƭƭŜŀƎǳŜΩǎ ƻǊ ǎǘǳŘŜƴǘΩǎ ǇŀǇŜǊǎ ŀƴŘ ƎǊŀƴǘǎ 

 Sharing information 

 Scholarly and creative activity and publishing with students 

 Action research and creative activity or evaluation for schools or groups that may not produce 
publishable results 

 Appropriate credit or authorship given to colleagues or students 

 Willingness to assist others 

SERVICE 
Service includes undertaking activities in the department, college, and university, contributing to the 
profession, or providing extension and outreach services to the greater community, all of which support 
the mission and goals of the university. The type and amount of service that a faculty member performs 
shall be determined collaboratively in consultation with the Academic Department Head and 
ŘƻŎǳƳŜƴǘŜŘ ƛƴ ǘƘŜ ΨŀƭƭƻŎŀǘƛƻƴ ƻŦ ŜŦŦƻǊǘΩ ŘƻŎǳƳŜƴǘΦ  These functions may overlap in some instances. All 
faculty members are expected to perform basic citizenship activities within the department, college, 
and/or university. Some faculty may accept more extensive citizenship and/or leadership functions such 
as in the faculty senate, in professional associations, and at community agencies. Faculty members are 
encouraged to perform outreach to the greater community, extension, and professional service in 
addition to basic citizenship activities.  Leadership roles and administrative work undertaken by faculty 
members that contribute to the overall advancement of the department and that can be adequately 
documented will be included in the area of service.   
 
Service to the profession is manifested by involvement in and service to local, regional, national, or 
international professional associations and/or organizations. Extension and outreach service refers 
primarily to sharing professional expertise with parties outside the university including serving on 
boards of community agencies. Extension and outreach efforts shall directly support the goals and 
mission of the department, the college, and therefore that of the university. Such service at times may 
be visible and be able to be evaluated.  Therefore, whenever possible it is important that when tangible 
products result from extension and outreach service activities, they are appropriately documented and 
submitted by the faculty members in their annual review documentation. Writing up outreach and 
extension service efforts for publication can be one way to permit evaluation of such service. 
 
Examples of service, outreach, and extension activities appropriate for evaluation include, but are not 
limited to the following: 
 
Department, college, and university 

 Serving on department, college, or university committees and task force 

 Serving on the Faculty Senate 

 Advising student organizations 

 Staff/faculty in-service 

 Guest lecturing 
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 University liaison to other universities and colleges 

 Judging academic competitions 

 Sponsored service (e.g., accreditation efforts for departmental programs, etc)  

 Administrative work as assigned 

 Recommendation letters for students 

 Service on external agencies, commissions, foundations, etc. 
 
Professional Service: 

 Professional society memberships 

 Elected and/or appointed officers in professional associations 

 Reviewer or planner for professional conferences 

 Conference or society committees 

 Journal editorship and reviewers 

 Textbook reviews 

 Speeches, workshop, and invited presentations at professional meetings (non-refereed talks and 
non-refereed papers) 

 Guest lecturing  

 Sponsored professional service (e.g., office holders in professional associations) 

 Paid or unpaid consulting with agencies or professional groups  
 
Outreach service to the greater community: 

 Speeches, workshops, and invited presentations for schools/community agencies 

 Newspaper editorials, interviews 

 School/community/government projects, boards, committees, or offices 

 Other unsponsored service (e.g., evaluation of school/community/government programs, judging 
science fairs) 

 
Extension Service 

 Class based community projects 

 {ǘǳŘŜƴǘǎΩ ŘǊƛǾŜƴ ŎƻƳƳǳƴƛǘȅ work supervision 

 Service learning projects 
 
Evidence of collegiality in service includes: 

 Willingness to take on tasks 

 Provides assistance informally by performing άōŜƘƛƴŘ ǘƘŜ ǎŎŜƴŜǎέ ǘŀǎƪǎ 

 Collaborates with other colleagues in a problem-solving capacity when dealing with professional 
concerns or problems 

 Attends and participates responsibly and willingly in faculty meetings, on committees, through 
assignments, and with other university service activities 

 Discharges assignments, and responsibilities in an expedient manner 
 

ANNUAL PERFORMANCE REVIEW 
Faculty planning, both short and long term, shall occur in the spring during the annual review process 
and utilize an agreed upon allocation of effort developed collaboratively by faculty member and 
Academic Department Head. To ensure transparency of the process, the allocation of effort document 
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shall serve as the guide for annual reviews and consideration for promotion and tenure.  This is a joint 
endeavor carried out by the faculty member, the Departmental P&T Committee, and the Academic 
Department Head, and takes into account the department mission, needs, and academic freedom. 
Annual planning and evaluation shall be a cumulative process that culminates in a tenure and promotion 
file for untenured faculty and a promotion file for those who wish to be candidates for Associate 
Professor or Professor. The consultation between the faculty member, the Department P&T Committee, 
and the Academic Department Head during annual review shall focus on constructively assisting the 
faculty member in planning his or her personal allocation of effort which is proportioned among 
teaching, scholarly and creative activity, and service. Planning need not be for specific activities or 
outcomes but for broad objectives and allocation of effort. Theoretically, a faculty member could 
negotiate allocations of any proportion ranging from 0 ς 100% in any category; however, it is anticipated 
that a more evenly distributed allocation of effort will be made among the various categories of 
professional activities in order to ensure that the needs of the department, college, university, and 
faculty member are met.  The P&T /ƻƳƳƛǘǘŜŜ /ƘŀƛǊΩǎ ŀƴŘ Academic 5ŜǇŀǊǘƳŜƴǘ IŜŀŘΩǎ ǎƛƎƴŀǘǳǊŜǎ ƻƴ 
the planning form indicate their acknowledgement of the ŀǇǇǊƻǇǊƛŀǘŜƴŜǎǎ ƻŦ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ Ǉƭŀƴ 
and should be considered an agreement between the faculty member and those responsible for 
evaluating his/her progress in the future.  Faculty shall keep these materials in a file containing evidence 
of contributions and accomplishments so that the necessary work to develop a portfolio for third-year 
review and tenure and promotion reviews can be expedited.  If unexpected events during the year 
require re-negotiations of the Ψallocation of effortΩ document, this reallocation of effort shall be 
ŘƻŎǳƳŜƴǘŜŘ ŀƴŘ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ŀƴƴǳŀƭ ǇŜǊŦƻǊƳŀƴŎŜ ŜǾŀƭǳŀǘƛƻƴ ōƛƴŘŜǊΦ   
 
Lǘ ƛǎ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŘƻŎǳƳŜƴǘ ŀŎǘƛǾƛǘƛŜǎ ŀƴŘ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎ ƻǾŜǊ ǘƘŜ ǇǊŜǾƛƻǳǎ 
year when preparing the annual report and submitting it to the Academic Department Head. In keeping 
with the mission of the department it is expected that the Academic Department Head with the input of 
the Departmental P&T Committee will provide input, constructive feedback and suggestions to assist the 
faculty to showcase their contributions accurately and appropriately. Portfolios prepared for the annual 
review shall include not only a listing of activities and accomplishments but supporting materials as well. 
Subsequent sections of this document describe required and optional material that may be included.  All 
ŦƻǊƳǎ ǘƘŀǘ ƴŜŜŘ ǘƻ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ ŀ ŦŀŎǳƭǘȅΩǎ ŀƴƴǳŀƭ ǇŜǊŦƻǊƳŀƴŎŜ ŜǾŀƭǳŀǘƛƻƴ ōƛƴŘŜǊ ƛƴŎƭǳŘƛƴƎ ǘƘŜ 
Ψallocation of effortΩ ŘƻŎǳƳŜƴǘ and departmental evaluation forms that are currently approved for use, 
can be downloaded from the departmental web-pages.   
 
The Departmental P&T Committee and the Academic Department Head shall respond to each annual 
report with a narrative evaluation as well as a rating for teaching, scholarly and creative activity, and 
service as well as for the overall performance. Collegiality as previously defined under the definitions of 
teaching, scholarly and creative activity, and service will be considered by the Faculty P&T Committee 
and the Academic Department Head ǿƘŜƴ ŜǾŀƭǳŀǘƛƴƎ ŜŀŎƘ ŎƻƳǇƻƴŜƴǘ ƻŦ ŀ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǿƻǊƪΦ ¢Ƙƛǎ 
evaluation is based on the initial planning record in each performance area and specific 
accomplishments over the year. However, the initial plan is not to be considered a rigid contract.  As 
mentioned above, unforeseen circumstances and opportunities may arise that result in activities, 
outcomes, and/or products that differ from those in the original plan. It is this summary of work that is 
evaluated. The overall rating is not necessarily an average of the performance in the three areas, but 
shall be a holistic evaluation with explicit reference to the relative contribution in each of the three 
areas as negotiated in the allocation of effort document. It is important and a matter of fairness that 
untenured faculty as well as those tenured faculty seeking promotion receive clear and consistent 
communications relative to their progress towards tenure and promotion. The faculty member will 
review the Faculty P&T CoƳƳƛǘǘŜŜΩǎ ŀƴŘ Academic 5ŜǇŀǊǘƳŜƴǘ IŜŀŘΩǎ ŜǾŀƭǳŀǘƛƻƴǎ ŀƴŘ ǎƛƎƴ ǘƘŜ 
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evaluation form indicating that it was discussed with them. If any faculty member feels that the 
evaluation is not reflective of his/her performance, or that the evaluation process was improper, they 
may appeal their evaluation in accordance with University policy. 
 
Evidence of Quality of Teaching: ¢ƘŜ ŜǾŀƭǳŀǘƛƻƴ ƻŦ ŀ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǘŜŀŎƘƛƴƎ ǎƘŀƭƭ ƴƻǘ ōŜ ƳŀŘŜ ǎƻƭŜƭȅ 
on the basis of material provided in the faculty portfolio. The Academic Department Head may use a 
variety of other sources for evaluation purposes, such as classroom observations and responding to 
unsolicited complaints and/or compliments from students. Similarly, the faculty portfolio submitted for 
the annual performance evaluation of teaching may include a variety of formal or informal evidence.  
 
Formal student evaluations must be obtained in an approved format for each course taught.  Other 
supporting material shall be submitted for each course taught and for each of the comprehensive exam 
and/or thesis committee that the faculty served/chaired. A list of courses taught each semester with the 
number of students enrolled is required. Syllabi for each course taught must also be provided.  In 
addition, the faculty member may choose to submit some of the following materials or other additional 
materials listed: 
 
Formal Courses 

 Tests  

 Supplementary materials (e.g., handouts, class assignments, class activities) 

 Evidence of course review and update 

 Evidence that course activities that are linked to and meet course objectives 

 Construction of new courses 

 Course reading lists 

 Grade distributions 

 Feedback to students 

 Evidence of subject knowledge and ability to communicate 

 Evidence of ability to motivate students 

 Evidence of interest in subject matter and in teaching 

 Unsolicited comments from students 

 Listing of steps taken to improve teaching (e.g., inviting colleagues to attend class and provide 
feedback; attendance at workshops or seminars designed to improve instruction) 

 Peer observation, including (a) direct observation of and resultant written comments concerning, 
classroom teaching or (b) written assessment of classroom materials 

 Other relevant materials 
 
Advising Students 

 Unsolicited comments from students 

 Article submitted in collaboration with students 

 Conference presentation with students 

 Scholarly and creative activity and publishing with students 

 Mentoring of students 

 Documentation of progress made by advisees 

 Documentation of timely responses to students request for help  or information 

 Students awards 

 Other relevant materials 
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Evaluation categories for annual review of teaching: The following four descriptive categories should 
be used as a guide to evaluate the teaching of faculty members.  
 
Excellent: Excellence in teaching is demonstrated by having excellent ratings for the type of course on 
the approved evaluation form, consistently positive student remarks on the evaluation form, and 
supportive evidence demonstrating both excellence and commitment to teaching over and above up-to-
date syllabi and evidence of remaining current in the teaching area. Syllabi shall be of high quality and 
supported by materials linked to the course goals and objectives. Other evidence of excellence in 
teaching may be (a) excellent peer evaluations of teaching, if peer reviewed, (b) students 
accomplishments in the form of presentations or publications, or (c) excellent student evaluations of 
thesis guidance and/or other collaborative and mentoring activities. 
 
Good: Good performance in teaching is manifested by above average ratings for the type of course on 
the approved evaluation form, positive student remarks on the evaluation form, up-to-date syllabi, 
evidence of keeping current in the teaching area, and evidence of good mentoring of students. Other 
evidence may include (a) good peer evaluation of teaching, if peer reviewed, (b) supervised student 
accomplishments in the form of presentations, projects, and/or publications, or (c) good student 
evaluations of thesis guidance and/or other collaborative and mentoring activities, (d) other evidence 
provided by the faculty. 
 
Satisfactory: Satisfactory performance in teaching is evidenced through average evaluations for the type 
of course on the approved evaluations form, few negative remarks by students on the evaluation form, 
up-to-date syllabi, and adequate mentoring of students. Other evidence may include (a) average peer 
evaluations of teaching, if peer reviewed or (b) average evaluation of thesis guidance and/or other 
collaborative and or other mentoring activities. 
 
Unsatisfactory: Unsatisfactory performance in teaching is manifested by below average evaluations for 
the type of course on the approved evaluation form, consistent negative remarks by students on the 
evaluation form, and problems with syllabi (e.g., not correct, incomplete, not regularly revised.) other 
evidence may be (a) poor peer evaluation, if peer reviewed, (b) poor student evaluations of thesis 
guidance and/or other collaborative and mentoring activities, or (c) limited regard for student 
complaints. 
 
Evidence of Quality of Scholarly and Creative Activity: Evidence of all scholarly and creative activity 
items listed on pages 8-10 of this document shall qualify as documentation of scholarly and creative 
activity contributions. Faculty performance reports and documentation submitted for the annual 
evaluation of scholarly and creative activity accomplishment shall include (but not limited to) some of 
the following suggested evidence: 
 

 Copies of articles and conference presentations  

 With sponsored scholarly and creative activity, a letter from the sponsoring agent that the scholarly 
creative and activity/contract progress has been satisfactory 

 For work in progress and/or to be presented copies of written communications (e.g., e-mails etc.) 

 Other supporting evidence regarding quality of scholarly and creative activity accomplishment may 
include: 
V Awards  or commendations from professional organizations regarding scholarly and creative 

activities 
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V Evaluations by others of scholarly and creative activity (e.g., reviews, article citations, 
discussion of research and creative activity in monograph or literature review). Evaluations 
must appear in professionally recognized outlets. 

V Letters from professional colleagues when appropriate 
V Letters of request from outside the university for reprints or further information about 

published work 
V Involvement in scholarly and creative activity that may lead to a published article 
V Invited presentations at other organizations, conferences, and/or on other campuses 
V Other evidence deemed relevant by the faculty member 

 
The following four descriptive categories should be used as guide to evaluate the annual scholarly 
creative and activities of faculty members. The descriptors and evaluation rubric for this area has been 
derived from the Revised P&T Guidelines of the College of Health and Social Services and appropriately 
modified where applicable to meet the needs of the department (Page 27).  The Departmental P&T 
Committee, the Academic Department Head, and the faculty member are encouraged to consider the 
general pattern of scholarly and creative activities, the quality of products, the time assigned, tenure 
status, and rank. Comparisons should be made not relative to the entire department but to those 
similarly situated in rank and with similar scope of work for the year within the department and the 
precedence set in the department with previous tenure and promotion decisions.   
 
Excellent: Excellence in scholarly and creative activity over the preceding year shall be evident through a 
combination of major, secondary, and other accomplishments with supporting evidence indicating a 
high quality of work.  This would include substantial scholarship and creative work relative to rank, 
position, departmental need, expectations at hiring, and past precedence.  It would also include 
significant progress and/or completion or scholarly and creative projects in accordance to faculty 
ƳŜƳōŜǊΩǎ ƭƻƴƎ-term plans.    
 
Good: This category would reflect some solid scholarly and creative activity relative to rank, position, 
departmental need, expectations at hiring, and past precedence.  In addition, this evaluation category 
would denote solid evidence of successful completion of scholarly and creative activity in the past, a 
future plan of action, and likelihood of completion.     
 
Satisfactory: A satisfactory level of scholarly and creative activity over the preceding year would refer to 
limited productivity of acceptable quality of work in this area relative to rank and position.   
 
Unsatisfactory: Unsatisfactory performance in scholarly creative and activity is manifested by a 
demonstration of limited/no scholarly productivity or activity of a quality below expectations relative to 
rank and position.    
 
Evidence for quality in performance of service: Evidence of performance of service includes, but is not 
limited to, letters of commendation, awards, service products (e.g., memos, reports or training manual 
ŀǳǘƘƻǊŜŘ ōȅ ŦŀŎǳƭǘȅ ƳŜƳōŜǊύΣ ŀƴŘ ŦŀŎǳƭǘȅ ƳŜƳōŜǊǎΩ ŘŜǎŎǊƛǇǘƛƻƴǎ ƻŦ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ 
areas: 
 

 Department, college, and university committees 

 Professional service 

 Outreach service to the greater community 

 Extension service 
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The following four descriptive categories will be used as a guide to evaluate the service efforts of faculty 
members. 
 
Excellent: Excellent initiative, efforts, and consistently useful and effective service and/or leadership to 
the department, college, and university, greater community and/or to the profession, as well as in terms 
of extension and outreach service with consistently beneficial results and outcomes appropriate to rank 
and position. 
 
Good: Consistently useful and effective service and/or leadership to department, college, university, 
greater community and/or to the profession as well as in terms of extension and outreach service 
appropriate to rank and position. 
 
Satisfactory: A satisfactory level of service and/or leadership is evidenced by combination of moderate 
participation on department, college, university, as well as in terms of extension and outreach service 
with consideration to rank and position.   
 
Unsatisfactory: Unsatisfactory performance in service and/or leadership activity as manifested by 
limited/sporadic involvement in service activities and/or limited initiative to fulfill appropriate service 
roles to meet the needs internally on campus and outreach to the greater community.   
 

 
NOTE: Prior to the preparation of portfolios for tenure, promotion, or third-year mid-probationary 
review, faculty should consult carefully NMSU Policy Manual Section 5.90.5.5 άPortfolio Preparationέ. 
 

 

DEPARTMENTAL P&T COMMITTEE:  
1. This committee is composed of all tenured departmental faculty members holding the rank of 

Associate Professor or above with the exception of the Academic Department Head. At no time will 
the committee be composed of fewer than three faculty members. In the event that there are 
inadequate numbers of eligible faculty to constitute a committee, the Departmental P&T committee 
chair will solicit participation from faculty members from outside the department, under the 
direction, guidance and approval of the Academic Department Head. 

 
2. The first meeting of this committee will be called each fall by the Academic Department Head who 

will conduct the election of the chair of the committee. Subsequent meetings will be called by the 
ŎƻƳƳƛǘǘŜŜ ŎƘŀƛǊΦ Lǘ ƛǎ ǘƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ƻŦ ǘƘŜ ŎƻƳƳƛǘǘŜŜ ǘƻ ǾŜǊƛŦȅ ǘƘŀǘ ŜŀŎƘ ŎŀƴŘƛŘŀǘŜΩǎ ǇƻǊǘŦƻƭƛƻ ƛǎ 
complete. When all portfolios are compete, the committee chair will notify committee members 
that they are ready for review and set the date for the first committee deliberations. 

 
3. /ƻƳƳƛǘǘŜŜ ƳŜƳōŜǊǎ ǿƛƭƭ ǊŜǾƛŜǿ ŎŀƴŘƛŘŀǘŜΩǎ ǇƻǊǘŦƻƭƛƻ ōȅ ǊŜǉǳŜǎǘƛƴƎ ǘƘŜƳ ŦǊƻƳ ǘƘŜ !ŎŀŘŜƳƛŎ 

Department Head. Portfolios may not be removed from the department. The Academic Department 
Head shall establish maintain, and communicate to the candidate the location, storage, access, and 
review process of the submitted portfolio. 
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4. 5ŜƭƛōŜǊŀǘƛƻƴǎ ŀƴŘ ŘƛǎŎǳǎǎƛƻƴǎ ƻŦ ŎŀƴŘƛŘŀǘŜΩǎ ǇƻǊǘŦƻƭƛƻ ǿƛƭƭ ǘŀƪŜ ǇƭŀŎŜ ƛƴ ŎƻƳƳƛǘǘŜŜ ƳŜŜǘƛƴƎǎΦ !ƭƭ 
discussions will be held in strict confidence.  If additional information is required by the committee, 
the committee chair will so advise the Academic Department Head who will subsequently contact 
the candidate in writing. 

 
5. Discussion should be objective and should adhere to the consideration of the established criteria. 

EŀŎƘ ŎŀƴŘƛŘŀǘŜΩǎ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎ ƛƴ ǘƘŜ ŀǊŜŀǎ ƻŦ ǘŜŀŎƘƛƴƎΣ scholarly and creative activity and 
service should be evaluated with respect to the quality of accomplishments, not merely quantity 
and within the ŎƻƴǘŜȄǘ ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ǊƻƭŜ and responsibilities. 

 
6. Voting will be by secret ballot. All voting will be in person. In absentia and proxy ballots shall not be 

permitted. All vote counts shall be recorded in terms of how many voted yes/no/abstained. The 
results of the voting together with a short narrative conveying the major considerations will be 
forwarded to the Academic Department Head. The narrative must reflect the majority review, 
Ŏƻƴǘŀƛƴ ǎǇŜŎƛŦƛŎ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴǎΣ ŀƴŘ ǎǳƎƎŜǎǘƛƻƴǎ ŀŘŘǊŜǎǎƛƴƎ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ŎǊƛǘŜǊƛŀ ƛƴ ŜŀŎƘ 
area required for P&T, and allow for dissenting opinions and explanation. This narrative shall be 
ǿǊƛǘǘŜƴ ŘǳǊƛƴƎ ǘƘŜ tϧ¢ /ƻƳƳƛǘǘŜŜ ƳŜŜǘƛƴƎ ōȅ ǘƘŜ /ƻƳƳƛǘǘŜŜ /ƘŀƛǊ ŀƴŘ ǎƘŀƭƭ ƘŀǾŜ ǘƘŜ ŎƻƳƳƛǘǘŜŜΩǎ 
signatures indicating concurrence prior to concluding the meeting.  These comments may later be 
typed if not done so during the meeting, at which time all committee members need to re-sign 
indicating their concurrence.  No further substantive change should be made though after the 
version prepared during the actual meeting is signed. 

 

THIRD-YEAR MID-PROBATIONARY REVIEW 
The third-year review is a major midterm evaluation of untenured faculty in tenure-track positions and is 
ŎƻƴŘǳŎǘŜŘ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǘƘƛǊŘ ȅŜŀǊ ƻŦ ŀǇǇƻƛƴǘƳŜƴǘΦ ¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘƛǎ ǊŜǾƛŜǿ ƛǎ 
to provide faculty with information about the status of their progress toward promotion and tenure. 
While this review is required for all untenured tenure-track faculty members, exceptions may be made 
as needed for those faculty who come into the university with years of credit toward tenure. The 
Academic Department Head shall initiate the third-year review process for eligible faculty by requesting 
Third-Year Review recommendations from the Department P&T Committee By February 1 during the 
spring semester. After receiving the recommendations of this committee, the Academic Department 
Head shall make his/her own recommendation and forward both to the Dean of the College. The 
Academic Department Head shall then meet with the faculty member to share the recommendations 
made by the committee and provide guidance and direction for future work. At all levels, the review 
process is designed to be supportive and constructive to the faculty member and focused on enhancing 
the likelihood of promotion and tenure. 
 
Department P&T Committee Third-Year Review:  
1. The committee chair will assist each faculty member undergoing the third-year review with the 

preparation of the portfolio to be submitted for the review. 
2. When all portfolios are complete, the committee chair shall notify committee members that they 

are ready for review and set the date for the first committee deliberations. 
3. Deliberations and discussions of the portfolio shall take place in committee meetings. All discussions 

will be held in strict confidence. If additional information is required by the committee, the 
committee chair shall request that from the faculty member. 
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4. Discussions shall be objective and adhere to the consideration of the established criteria. Each 
ŎŀƴŘƛŘŀǘŜΩǎ ŀŎŎƻmplishments in the area of teaching, scholarly and creative activity, and service 
shall be evaluated with respect to the quality of accomplishments, not merely quantity, and within 
ŎƻƴǘŜȄǘ ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ǊƻƭŜ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΦ 

5. The committee chair shall prepare a report, approved by other committee members, that is 
submitted to the Academic Department Head. This report shall discuss the strengths and areas for 
improvement of the faculty membeǊΩǎ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎ of teaching, scholarly and creative activity, 
and service. It should also provide meaningful feedback and direction to the faculty member to 
assist him/her in the planning and organizing of subsequent work activities in order to maximize the 
likelihood of promotion to Associate Professor with tenure. 

 
Portfolio for Third-Year Review: The materials prepared and presented for the third-year review shall 
be the same as for promotion consideration with the exception of letters from external reviewers. Each 
faculty member undergoing a third-year review must present a portfolio of appropriate supporting 
materials such as documented evidence of quality in teaching, scholarly and creative activity, and 
service listed under Annual Review. Supporting materials must include copies of all publications and 
summary of student evaluations of courses. The faculty member may add supporting documentation to 
the original portfolio as and when they become available after the initial submission. However, the 
inclusion of non-essential documents is discouraged. 
 
Evaluation for Third-Year Review: The criteria for ŜǾŀƭǳŀǘƛƻƴ ƻŦ ǘƘŜ ǉǳŀƭƛǘȅ ƻŦ ŀ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ 
accomplishments over the first three years of appointment shall be the same as those for promotion to 
Associate Professor with tenure although the quantity of work expected is necessarily less. 
Consideration should also be givŜƴ ǘƻ ǘƘŜ ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǊƻƭŜ and responsibilities. The expectation for 
scholarly and creative activity in the first three years of an appointment shall be focused on evidence of 
development and progress of a coherent line of scholarly and creative activity. While the principle 
emphasis is on quality, it is recognized that different products and types of scholarly and creative activity 
require different length of time investments; this should be take into consideration. It is expected that 
quality in teaching should be manifested by at least good evaluations according to the criteria for 
teaching used in the annual review. While a level of service to various constituencies is expected, given 
only three years in rank, it must be recognized that newer faculty may not have the breath and depth of 
service necessary to exhibit the levels of involvement and service to the university, greater community, 
and professional organizations expected for promotion. The faculty member should have demonstrated 
collegiality and a willingness to work with colleagues in supporting the goals and mission of the 
department, college, and university. 
 

 
NOTE: Please refer to NMSU Policy Manual Section 5.90.5.9 άUniversity Timeline for Promotion and 
Tenure.έ 
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PROMOTION TO ASSOCIATE PROFESSOR WITH TENURE2 
The Academic Department Head has the responsibility of initiating the promotion to Associate Professor 
with tenure for eligible faculty in the department, although a faculty member may submit his or her 
name to the Department Head for early consideration. Faculty members must meet the minimum 
eligibility requirements for Associate Professor with tenure as delineated in the New Mexico State 
University Policy Manual Section 5.90.5.4). At the beginning of each fall semester, faculty eligible for 
promotion should be notified by the Academic Department Head and supplied with copies of the 
department, college, and university guidelines and review forms for P&T, as well as deadlines for 
submitting portfolios for promotion. The names of the faculty members to be considered for promotion 
to Associate Professor with tenure will be forwarded to the Department P&T Committee. After receiving 
the recommendations of the Departmental P&T Committee, the Academic Department Head will make 
his/her own recommendation and forward both to the College P&T Committee.  The faculty member 
will be duly informed of the process and forwarded copies of all correspondence among the Academic 
Department Head and Departmental P&T committee.     
 
Portfolio for Promotion to Associate Professor with Tenure: Each candidate must present a portfolio of 
materials in support of his/her promotion and appropriate supporting materials such as documented 
evidence of quality in teaching, scholarly and creative activity, and service listed under the Annual 
Review. Supporting materials must include a current vita, copies of all publications and summary of 
student evaluations of courses. The faculty member may add additional supporting documentation to 
the original portfolio as and when they become available. However, the inclusion of non-essential 
documents is discouraged. The department and college shall establish and have in place a mechanism to 
provide candidates with information of the process.  The applying candidate should have access to 
sample portfolios for review and preparation, from the NMSU Teaching Academy. 
 
Letters from external peer reviewers: [ŜǘǘŜǊǎ ŦǊƻƳ ŜȄǘŜǊƴŀƭ ǇŜŜǊ ǊŜǾƛŜǿŜǊǎ ŜǾŀƭǳŀǘƛƴƎ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ 
scholarly record must be solicited by the Academic Department Head and included ǿƛǘƘ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ 
portfolio when forwarded to the department and the college P&T Committee. Letters from at least six 
external reviewers must be requested; three from a list provided by the candidate and three selected by 
the Academic Department Head in consultation with the Department P&T Committee. A minimum of 
four (4) letters must be returned. Reviewers should be ǎŎƘƻƭŀǊǎ ƛƴ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŀǊŜŀ ƻŦ scholarly and 
creative activity and should not be former mentors, professors, or close colleagues. Every effort should 
be made to eliminate biases for or against the candidate. Each reviewer shall receive a copy of the 
ŎŀƴŘƛŘŀǘŜΩǎ ŎǳǊǊŜƴǘ Ǿƛǘŀ ŀƴŘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜǎ άǿǊƛǘǘŜƴ ƴŀǊǊŀǘƛǾŜ ǎǳƳƳŀǊȅ ƻŦ ǉǳŀƭƛŦƛŎŀǘƛƻƴέ. Each 
reviewer will also receive copies of the current departmental, college, and university P&T documents. 
Instructions to reviewers will include: ŀύ ŀ ǊŜǉǳŜǎǘ ŦƻǊ ŀ ōǊƛŜŦ ǎǘŀǘŜƳŜƴǘ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ 
qualifications for serving as a reviewer; b) a request that the reviewer indicate the relationship between 
the candidate and reviewer; c) notification that the candidate, faculty review committee, and 
administrators will have an opportunity to read the letter of assessment; and d) notification that third 
parties may review the letters in the event of an EEOC or other investigation into a tenure or promotion 
decision. 

                                                           

2
 Faculty members hired as an Associate Professor on a tenure line may pursue a permanent contract (tenure) 

once they become eligible, in accordance with these same criteria, with or without simultaneous consideration for 

promotion to professor. 
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Evaluation for Promotion to Associate Professor with Tenure:  An associate professor must 
demonstrate competence, continuous progress, and maturity over a large part of the academic field. It 
is expected that evidence showing high quality of teaching and scholarship and creative activity has 
been provided and is current. While in rank as Assistant Professor the candidate must have established a 
pattern of differential effort in teaching, scholarly and creative activity, and service. This will be taken 
into account by the Academic Department Head and the Departmental P&T Committee in making a 
deliberation. To be recommended for promotion to this rank, the candidate must have an established 
record of scholarly and creative activity, a record that also suggests that the candidate will have a high 
probability of being promoted to Professor based on subsequent work done while in this rank. There 
should also be evidence of having gained greater ǊŜŎƻƎƴƛǘƛƻƴ ŦƻǊ ƻƴŜΩǎ scholarly and creative activity. 
While the principal emphasis is on quality, it is recognized that different products and types of scholarly 
and creative activity require different time investments that should be taken into consideration. The 
quality of work is judged by internal faculty assessments and statements from external peer referees. It 
is also expected that a faculty member promoted to Associate Professor with tenure has demonstrated 
at least good performance in teaching as described in the annual review criteria. A record of quality of 
service to the department, college and/or university, professional associations, and appropriate 
communities is also expected. The candidate should have demonstrated collegiality and willingness to 
work with colleagues in supporting the goals and mission of the department, college and university. 
 
Feedback 
Each year Department P&T Committee will provide written feedback to the candidate regarding 
satisfactory progress towards promotion. Strong and areas for improvement will be identified, with 
specific suggestions as how to improve these areas.  
 
Remediation Procedure 
If a candidate is not making satisfactory progress, one or more members of the Department P&T 
/ƻƳƳƛǘǘŜŜ ǿƛƭƭ ōŜ ƛŘŜƴǘƛŦƛŜŘ ŀǎ ƳŜƴǘƻǊǎΦ Lǘ ǿƛƭƭ ōŜ ǘƘŜ ƳŜƴǘƻǊǎΩ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƘŜƭǇ ƎǳƛŘŜ ǘƘŜ 
candidate towards successful progress in the following year(s). 
 

PROMOTION TO PROFESSOR3 
The Academic Department Head has the responsibility of initiating the promotion to Professor for 
eligible faculty in the department although faculty member may submit his or her name to the Academic 
Department Head for early consideration.  Faculty members must meet the requirements for Professor 
as delineated in the most recent NMSU Policy Manual. At the beginning of each fall semester, faculty 
going forward for promotion should be supplied with copies of the department, college, and university 
guidelines and review forms for P&T and deadlines for submitting portfolios for promotion. The names 
of faculty members to be considered for promotion will be forwarded to the Departmental P&T 
Committee. After receiving the recommendation of the Departmental P&T Committee, the Academic 
Department Head will make his/her own recommendation and forward both to the college P&T 
Committee.   

                                                           

3
 Faculty members hired as a Professor on a tenure line may pursue a permanent contract (tenure) once they 

become eligible, in accordance with these same criteria. 
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Portfolio for Promotion to Professor: Each candidate must present a portfolio of materials in support of 
the promotion and appropriate supporting materials such as the documented evidence of quality in 
teaching, research and creative activity, and service listed under Annual Review. Supporting materials 
shall emphasize accomplishments since the last promotion, and the inclusion of non-essential 
documents is discouraged. The candidate, in close consultation with the Academic Department Head (or 
department member appointed by the Academic Department Head), prepares the appropriate review 
forms and portfolio to be submitted.  The candidate shall have access to sample portfolios for review 
while preparing his/her portfolio.  Additionally, the candidate may add supporting documentation to the 
original portfolio as and when they become available after its initial submission. However, the inclusion 
of non-essential documents is discouraged. 
 
Letters from external peer reviewers: [ŜǘǘŜǊǎ ŦǊƻƳ ŜȄǘŜǊƴŀƭ ǇŜŜǊ ǊŜǾƛŜǿŜǊǎ ŜǾŀƭǳŀǘƛƴƎ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ 
ǎŎƘƻƭŀǊƭȅ ǊŜŎƻǊŘ Ƴǳǎǘ ōŜ ǎƻƭƛŎƛǘŜŘ ōȅ ǘƘŜ !ŎŀŘŜƳƛŎ 5ŜǇŀǊǘƳŜƴǘ IŜŀŘ ŀƴŘ ƛƴŎƭǳŘŜŘ ǿƛǘƘ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ 
portfolio when forwarded to the department and the college P&T Committee. Letters from at least six 
external reviewers must be requested; three from a list provided by the candidate and three selected by 
the Academic Department Head in consultation with the Department P&T Committee. A minimum of 
ŦƻǳǊ όпύ ƭŜǘǘŜǊǎ Ƴǳǎǘ ōŜ ǊŜǘǳǊƴŜŘΦ wŜǾƛŜǿŜǊǎ ǎƘƻǳƭŘ ōŜ ǎŎƘƻƭŀǊǎ ƛƴ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŀǊŜŀ ƻŦ ǎŎƘƻƭŀǊƭȅ ŀƴŘ 
creative activity and should not be former mentors, professors, or close colleagues. Every effort should 
be made to eliminate biases for or against the candidate. Each reviewer shall receive a copy of the 
ŎŀƴŘƛŘŀǘŜΩǎ ŎǳǊǊŜƴǘ Ǿƛǘŀ ŀƴŘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜǎ άǿǊƛǘǘŜƴ ƴŀǊǊŀǘƛǾŜ ǎǳƳƳŀǊȅ ƻŦ ǉǳŀƭƛŦƛŎŀǘƛƻƴέΦ 9ŀŎƘ 
reviewer will also receive copies of the current departmental, college, and university P&T documents. 
LƴǎǘǊǳŎǘƛƻƴǎ ǘƻ ǊŜǾƛŜǿŜǊǎ ǿƛƭƭ ƛƴŎƭǳŘŜΥ ŀύ ŀ ǊŜǉǳŜǎǘ ŦƻǊ ŀ ōǊƛŜŦ ǎǘŀǘŜƳŜƴǘ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ 
qualifications for serving as a reviewer; b) a request that the reviewer indicate the relationship between 
the candidate and reviewer; c) notification that the candidate, faculty review committee, and 
administrators will have an opportunity to read the letter of assessment; and d) notification that third 
parties may review the letters in the event of an EEOC or other investigation into a tenure or promotion 
decision. 
 
Evaluation for Promotion to Professor:  A pǊƻŦŜǎǎƻǊΣ ǎƻƳŜǘƛƳŜǎ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ŀ άŦǳƭƭ ǇǊƻŦŜǎǎƻǊΣέ Ƙŀǎ 
established disciplinary, intellectual, and institutional leadership. The professor demonstrates command 
and a mature view of the disciplinary field as evidenced by teaching and advising (or its equivalent) or 
similar experience, scholarship and creative activity, service, extension, or outreach.  A record of quality 
service and/or leadership to the department, college, and/or university, professional associations, and 
greater community, and mentoring junior faculty are also expected. The candidate shall have 
demonstrated collegiality and willingness to work with colleagues in supporting the goals and missions 
of the department, college, and university. 
 
Feedback 
Each year the Departmental P&T Committee shall provide written feedback to the candidate regarding 
satisfactory progress towards promotion. Strong and improvement areas will be identified, with specific 
suggestions as to how to improve the weaker areas. 
 
Remediation procedures 
If a candidate is not making satisfactory progress, one or more member of the Departmental P&T 
/ƻƳƳƛǘǘŜŜ ǎƘŀƭƭ ōŜ ƛŘŜƴǘƛŦƛŜŘ ŀǎ ƳŜƴǘƻǊΦ Lǘ ǿƛƭƭ ōŜ ǘƘŜ ƳŜƴǘƻǊǎΩ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƘŜƭǇ ƎǳƛŘŜ ǘƘŜ 
candidate towards successful progress in the following year(s). Specific deadlines for evaluation of the 
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ŦŀŎǳƭǘȅ ƳŜƳōŜǊΩǎ ǇǊƻƎǊŜǎǎ ƻƴ ǊŜƳŜŘƛŀǘƛƻƴ ǿƛƭƭ ōŜ ŜǎǘŀōƭƛǎƘŜŘΣ ŀƴŘ ŀ ŦƻǊƳŀƭ ǘŜǊƳƛƴŀǘƛƻƴ ƻŦ ǊŜƳŜŘƛŀǘƛƻƴ 
will occur when remediation goals have been met. 
 
Timelines for P&T 
Please refer to the University P&T Policy for the timelines to conduct tenure and/or promotion reviews.  
In addition, consultations with the Academic Department Head on these deadlines are strongly 
recommended.    
 

POST-TENURE REVIEW 
Post-tenure review in the Department of Health Science will be conducted in accordance with NMSU 

Policy Manual Section 5.87 Post-Tenure Review. 
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SAMPLE LETTER 
 

 

 


