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APPENDIX A 

NOTICE

NOTICE OF NON-REAPPOINTMENT

Written notice that a term appointment is not to be renewed upon expiration shall be given to a faculty member by the University as soon as possible and not less than: a) four months prior to the expiration of a one-year appointment; b) six months prior to the expiration of a two-year appointment; and c) twelve months prior to the expiration of an appointment longer than two years.

Coterminous faculty shall be given written notice that the appointment will end not less than (a) ninety (90) calendar days prior to the expiration of an appointment; or (b) ninety (90) calendar days following receipt of notice that funding is ending/reduced for the faculty member, whichever is sooner.  


- Article XXVII of Collective Negotiations Agreement Between Rutgers and the AAUP-BHSNJ

APPENDIX B

EVALUATION PATHWAY FOR ACADEMIC PROMOTIONS NOT 
INVOLVING TENURE OR THE TENURED RANKS


Appropriate Departmental

Faculty Peer Group

Dean

Chancellor 
APPENDIX C

Rutgers Biomedical and Health Sciences

Policies and Guidelines Governing Appointments, Promotions, and Professional

Activities of the Faculty

https://laborrelations.rutgers.edu/sites/default/files/document/appointments_promotions_guidelines_00385501xb0a50.pdf
APPENDIX D
Statement on Professional Ethics (Rutgers Policy, Section 60.5.1)

Since the very nature of a university and its value to society depend upon the free pursuit and dissemination of knowledge and free artistic expression, all members of the faculty and teaching staff of the University, whether tenured or nontenured, full-time or part-time, are expected, whenever and wherever they engage in teaching, research, service, professional practice or clinical practice, as well as in their research and professional publication, freely to discuss subjects with which they are competent to deal, to pursue inquiry therein, and to present and endeavor to maintain their opinions and conclusions relevant thereto. In expressing those ideas which seem to them justified by the facts, they are expected to maintain standards of sound scholarship and competent teaching. 

A. They shall conduct themselves in accordance with the standards of professional ethics, set forth in paragraphs I to V inclusive, of the following Statement on Professional Ethics adopted  by the American Association of University Professors at its annual meeting in April 1966 and revised in June 1987. 

Statement on Professional Ethics

I. Professors, guided by a deep conviction of the worth and dignity of the advancement of knowledge, recognize the special responsibilities placed upon them. Their primary responsibility to their subject is to seek and to state the truth as they see it. To this end professors devote their energies to developing and improving their scholarly competence. They accept the obligation to exercise critical self-discipline and judgment in using, extending, and transmitting knowledge. They practice intellectual honesty. Although professors may follow subsidiary interests, these interests must never seriously hamper or compromise their freedom of inquiry. 

II.  As teachers, professors encourage the free pursuit of learning in their students. They hold before them the best scholarly and ethical standards of their discipline. Professors demonstrate respect for the students as individuals and adhere to their proper role as intellectual guides and counselors. Professors make every reasonable effort to foster honest academic conduct and to ensure that their evaluations of students reflect each student's true merit. They respect the confidential nature of the relationship between professor and student. They avoid any exploitation, harassment, or discriminatory treatment of students. They acknowledge significant academic or scholarly assistance from them. They protect their academic freedom. 

III. As colleagues, professors have obligations that derive from common membership in the community of scholars. Professors do not discriminate against or harass colleagues. They respect and defend the free inquiry of associates. In the exchange of criticism and ideas professors show due respect for the opinions of others. Professors acknowledge academic debt and strive to be objective in their professional judgment of colleagues. Professors accept their share of faculty responsibilities for the governance of their institution.

IV. As members of an academic institution, professors seek above all to be effective teachers and scholars. Although professors observe the stated regulations of the institution, provided the regulations do not contravene academic freedom, they maintain their right to criticize and seek revision. Professors give due regard to their paramount responsibilities within their institution in determining the amount and character of work done outside it. When considering the interruption or termination of their service, professors recognize the effect of their decision upon the program of the institution and give due notice of their intentions.

V. As members of their community, professors have the rights and obligations of other citizens. Professors measure the urgency of these obligations in the light of their responsibilities to their subject, to their students, to their profession, and to their institution. When they speak or act as private persons they avoid creating the impression of speaking or acting for their college or university. As citizens engaged in a profession that depends upon freedom for its health and integrity, professors have a particular obligation to promote conditions of free inquiry and to further public understanding of academic freedom. 

B. Outside the fields of instruction, artistic expression, research, professional and clinical practice, and professional publication, faculty members, as private citizens, enjoy the same freedoms of speech and expression as any private citizen and shall be free from institutional discipline in the exercise of these rights. The conduct of the faculty member shall be in accordance with standards dictated by law.

APPENDIX E

SAMPLE 30-DAY NOTIFICATION LETTER

TO INDIVIDUALS TO BE CONSIDERED FOR PROMOTION

Dear (name):

I am writing to inform you that your evaluation for promotion will commence in thirty (30) days.  Prior to the expiration of that period, please forward to me, for use in your evaluation, one copy of the following materials: a current curriculum vitae (in RBHS Format or from the Faculty Survey) and any publications, manuscripts, documents, other relevant information, teaching portfolio, or personal statement you wish to be included for consideration in your evaluation.  In addition, prior to the expiration of that period, please discuss with me the deadline for your submission to me of a completed Recommendation Information Form (RBHS Form NTT 1). If you wish to include a lengthy unpublished manuscript and need copying services, you should contact my office or the office of the dean.  You will be charged the prevailing rate for copying services.

(If applicable, insert paragraph below):

In addition, you may, if you wish, discuss with me the names of potential evaluators, and you may also prepare a list of individuals from whom you prefer letters of evaluation not be solicited.  You must provide a written explanation for the proposed exclusion of any individuals.

If you have any questions about the promotion process, please contact me promptly.  The current Academic Promotion Instructions, forms and appendices can be accessed at the Appointments & Promotions section of the RBHS Faculty Affairs webpage.  









Sincerely,




(Chairperson)

c:  (Dean)

APPENDIX E-I

SAMPLE LETTER – PRELIMINARY SOLICITATION OF SERVICE AS CONFIDENTIAL REFEREE

Please ensure you are in receipt of a signed Form 2 before sending this letter.
THE TEXT OF THIS LETTER CANNOT BE MODIFIED 

(may be sent via e-mail to both arm’s length reviewers and non-arm’s length reviewers)

Dear (name):

We are reviewing the dossier of (name), currently untenured (title) at Rutgers University for potential promotion to the rank of untenured (title). I am contacting you in my role as department chair to ask if you would be willing to review Professor (name)’s scholarly materials and provide us with a substantive and rigorous evaluation of (their) work.  

If you agree to help, we will send you the official request, Professor (name)’s cv and samples of (their) research. We would need to receive your evaluation by (date), and we ask that you consider the specific questions in the cover letter as well as all of the materials that we will send you.

At this time we ask that you respond no later than (date), only to indicate whether or not you are able to participate in the evaluation.  In fairness to the process, any substantive comments to be presented to our committees of evaluation must be based on a reading of the full packet of materials mentioned above.  

Your evaluation letter will be maintained in confidence as stipulated by University policy, and it is important to the integrity of our process that this request be kept confidential.

Thank you very much for considering this request.  




Sincerely,












(Chairperson)
APPENDIX E-II

THE TEXT OF THIS LETTER CANNOT BE MODIFIED WITHOUT APPROVAL


SAMPLE LETTER – 

SOLICITATION OF CONFIDENTIAL EVALUATION

FOR FACULTY MEMBERS ON THE TEACHING, RESEARCH or CLINICAL TRACK WHO ARE CANDIDATES FOR PROMOTION TO THE RANK OF ASSOCIATE PROFESSOR OR PROFESSOR
Please ensure you are in receipt of a signed Form 2 before sending this letter.
(Minimum of 4 Arm’s Length Letters Required)

(For individuals who are candidates for promotion to Distinguished Professor or for promotion within the Professional Practice track, refer to Appendix E-III, E-IV or E-V) 

Dear (name):

The (department/program) of the (school) which is part of Rutgers Biomedical Health Sciences of Rutgers, The State University of New Jersey, is considering the promotion of untenured (current title and name) to (title) on the (track) without tenure effective (date). Guidelines and criteria for the may be found here: https://laborrelations.rutgers.edu/sites/default/files/document/appointments_promotions_guidelines_00385501xb0a50.pdf beginning on [page 22 for research track, page 13 for clinical track or page 10 for teaching track].
To assist the department and the University in this consideration, it is the University's practice to solicit written evaluations from specialists outside the University in the candidate's field, including, when relevant, from public/community partners with expertise in publicly-engaged/community-engaged projects relevant to the candidate’s work. These letters are essential in assisting us to evaluate Professor (name)'s scholarly achievements and professional standing in comparison with colleagues in (their) field.

I am writing to ask if you would send me a confidential letter assessing Professor (name)'s (scholarship/teaching achievements/achievements in clinical practice).  We would especially like your evaluation of the originality and quality of (their) achievements, their impact upon the field, and the value of (their) contributions to the profession.  We would also appreciate your assessment of Professor (name)'s accomplishments relative to others in comparable positions in the discipline nationally and internationally, as well as your judgment of whether (their) work meets the requirement for someone being considered for promotion at your institution. 

If the candidate's scholarship features elements of public/community engagement (this may not be applicable to all candidates), please provide your evaluation of the rigor and integration of discipline-related expertise; the quality and integrity of collaboration with public/community partners; the tangible benefits and/or dissemination to the public/community; contributions to the scholarship, policy, and practice.  Detailed  guidelines for evaluating such scholarship may be found here: PES and CES Guidelines (March 25 2024).pdf (rutgers.edu).
In addition, if you are able to comment upon Professor (name)'s teaching and/or service to the profession, we would appreciate receiving your assessment in these areas.
Please provide us with a short biosketch, including a brief description of your areas of expertise and current research interests, and/or curriculum vitae.  

Finally, please advise us of your relationship to the candidate, if any, and the prior basis of your knowledge of the candidate’s work, if any.

For your information, I am enclosing a copy of Professor (name)'s curriculum vitae and personal statement (if applicable).  If you would like to have copies of any of the publications beyond those which I have enclosed, I will be happy to send them to you.  Because our departmental deliberations must be concluded by (date), I would appreciate your response by no later than (date).  If you are unable to respond by then, please let me know.

I want to assure you that the University will make every effort to maintain the confidentiality of the letter you write.  Let me express in advance our deep appreciation for your assistance in this matter.














Sincerely,














(Chairperson)

Enc.

APPENDIX E-III

THE TEXT OF THIS LETTER CANNOT BE MODIFIED WITHOUT APPROVAL

SAMPLE LETTER – SOLICITATION OF CONFIDENTIAL EVALUATION FOR FACULTY MEMBERS ON THE TEACHING, RESEARCH or CLINICAL TRACK

WHO ARE CANDIDATES FOR PROMOTION TO THE RANK OF DISTINGUISHED PROFESSOR

(Minimum of 4 Arm’s Length Letters Required)

Dear (name):

The (department) of the (school) which is part of Rutgers Biomedical Health Sciences of Rutgers, The State University of New Jersey, is considering the promotion of untenured (current title and name) to untenured Distinguished (title) effective (date).  The designation of Distinguished (title) is reserved for those selected faculty in the University who have achieved scholarly eminence in their discipline and fields of inquiry.  The standard for promotion to Distinguished (title) is significantly higher than that applied to promotion to (current title). Guidelines and criteria for the (track) may be found here: https://laborrelations.rutgers.edu/sites/default/files/document/appointments_promotions_guidelines_00385501xb0a50.pdf beginning on [page 22 for research track, page 13 for clinical track or page 10 for teaching track]. 
The most significant area of consideration for promotion to Distinguished (title) is (scholarship/teaching/clinical practice). Only those faculty who have demonstrated outstanding achievement in that area by earning significant recognition inside and outside the University are eligible for promotion to Distinguished Professor.  Typically, such recognition is reflected in clearly demonstrable national and international reputation in one's discipline.

To assist the department and the University in this consideration, it is the University's practice to solicit written evaluations from specialists outside the University in the candidate's field.  These letters are essential in assisting us to evaluate (title and name)'s (scholarship/teaching/clinical practice) and professional standing in comparison with colleagues in (their) field.  I am writing to ask if you would send me a confidential letter assessing (title and name)'s accomplishments in accordance with the standard described above.  I would also appreciate your comments on whether (their) work would meet the requirements for someone being considered for promotion at your institution.  

If the candidate's scholarship features elements of public/community engagement (this may not be applicable to all candidates), please provide your evaluation of the rigor and integration of discipline-related expertise; the quality and integrity of collaboration with public/community partners; the tangible benefits and/or dissemination to the public/community; contributions to the scholarship, policy, and practice.  Detailed guidelines for evaluating such scholarship may be found here: PES and CES Guidelines (March 25 2024).pdf (rutgers.edu).
If you are able to comment upon Professor (name)’s teaching and/or service to the profession, or other collaboration with the community, we would appreciate receiving your assessment in these areas.
We would also appreciate it if you would provide us with a short biosketch, including a brief description of your areas of expertise and current research interests, and/or curriculum vitae.  

Finally, please advise us of your relationship to the candidate, if any, and the basis of your prior knowledge of the candidate’s work, if any.

For your information, I am enclosing a copy of (title and name)'s curriculum vitae and personal statement (if applicable).  If you would like to have copies of any of the publications beyond those which I have enclosed, I will be happy to send them to you.  Because our departmental deliberations must be concluded by (date), I would appreciate your response by no later than (date).  If you are unable to respond by then, please let me know.

I want to assure you that the University will make every effort to maintain the confidentiality of the letter you write.  Let me express in advance our deep appreciation for your assistance in this matter.

                              
 

Sincerely,

                               


(Chairperson)

Enc.

APPENDIX E-IV

THE TEXT OF THIS LETTER CANNOT BE MODIFIED WITHOUT APPROVAL

SAMPLE LETTER – SOLICITATION OF CONFIDENTIAL EVALUATION FOR FACULTY MEMBERS ON THE PROFESSIONAL PRACTICE TRACK WHO ARE CANDIDATES FOR PROMOTION TO THE RANK OF ASSOCIATE PROFESSOR OR PROFESSOR

Minimum of 4 Non-Arm’s Length Letters Required)

Dear (name):

The (department/program) of the (school) which is part of Rutgers Biomedical Health Sciences of Rutgers, The State University of New Jersey, is considering the promotion of untenured (current title and name) to (title) on the Professional Practice Track without tenure effective (date). Guidelines and criteria for the Professional Practices track may be found here: https://laborrelations.rutgers.edu/sites/default/files/document/appointments_promotions_guidelines_00385501xb0a50.pdf  beginning on page 18.

To assist the department and the University in this consideration, it is the University's practice to solicit written evaluations from specialists in the candidate's field and others with knowledge of the candidate’s clinical and teaching skills, including, when relevant, from public/community partners with expertise in publicly-engaged/community-engaged projects relevant to the candidate’s work..  These letters are essential in assisting us to evaluate Professor (name)'s achievements in the delivery of health care or in their profession and professional standing in comparison with colleagues in (their) field.

Professional Practice Faculty are expected to have professional experience, which may include health care delivery, or equivalent intellectual capital, in their chosen field of professional practice which enables them to bring to their work as a faculty member both a professional perspective and a knowledge of the contexts in which graduates may be employed. Faculty members on the Professional Practice Track will have professional skills and knowledge necessary for superior health care efforts and education and will be evaluated on the basis of their individual skills and unique contributions to the university. These faculty may also play a critical supportive role in ongoing health care research through participation in and enabling of research programs of other faculty through identification of eligible patients and their enrollment in clinical trials and evaluation of tests performed in the context of clinical trials.

I am writing to ask if you would send me a confidential letter assessing (title and name)'s accomplishments in accordance with the standard described above.  We would especially like your evaluation of the originality and quality of (their) achievements, their excellence in the practice of their profession, their impact upon the field, and the value of (their) contributions to the profession. We would also appreciate your assessment of Professor (name)'s accomplishments relative to others in comparable positions in the discipline nationally and internationally, as well as your judgment of whether (their) work meets the requirement for someone being considered for promotion at your institution.  In addition, if you are able to comment upon Professor (name)'s scholarship, teaching and/or service to the profession, we would appreciate receiving your assessment in these areas. 

If the candidate's scholarship features elements of public/community engagement (this may not be applicable to all candidates), please provide your evaluation of the rigor and integration of discipline-related expertise; the quality and integrity of collaboration with public/community partners; the tangible benefits and/or dissemination to the public/community; contributions to the scholarship, policy, and practice.  Detailed  guidelines for evaluating such scholarship may be found here: PES and CES Guidelines (March 25 2024).pdf (rutgers.edu).
We would also appreciate it if you would provide us with a short biosketch, including a brief description of your areas of expertise and current research interests, and/or curriculum vitae.  

Finally, please advise us of your relationship to the candidate, if any, and the prior basis of your knowledge of the candidate’s work, if any.

For your information, I am enclosing a copy of Professor (name)'s curriculum vitae personal statement (if applicable).  If you would like to have copies of any of the publications beyond those which I have enclosed, I will be happy to send them to you.  Because our departmental deliberations must be concluded by (date), I would appreciate your response by no later than (date).  If you are unable to respond by then, please let me know.

I want to assure you that the University will make every effort to maintain the confidentiality of the letter you write.  Let me express in advance our deep appreciation for your assistance in this matter.














Sincerely,














(Chairperson)

Enc.

APPENDIX E-V
THE TEXT OF THIS LETTER CANNOT BE MODIFIED WITHOUT APPROVAL

SAMPLE LETTER – SOLICITATION OF CONFIDENTIAL EVALUATION FOR FACULTY MEMBERS ON THE PROFESSIONAL PRACTICE TRACK WHO ARE CANDIDATES FOR PROMOTION TO DISTINGUISHED PROFESSOR

(Minimum of 4 Non-Arm’s Length Letters Required)

Dear (name):

The (department) of the (school) which is part of Rutgers Biomedical Health Sciences of Rutgers, The State University of New Jersey, is considering the promotion of untenured (current title and name) to untenured Distinguished Professor effective (date). The title of Distinguished Professor on the Professional Practice Track is conferred upon unique individuals with international reputations who are undisputed thought leaders in their fields and have had singular roles in shaping the understanding of a discipline. They are typically faculty members whose contributions have been recognized as a leader in shaping the field of investigation. In the Professional Practice Track, they should be internationally recognized for their superior health care efforts and related scholarly contributions.  Guidelines and criteria for the Professional Practices track may be found here: https://laborrelations.rutgers.edu/sites/default/files/document/appointments_promotions_guidelines_00385501xb0a50.pdf beginning on page 18.
To assist the department and the University in this consideration, it is the University's practice to solicit written evaluations from specialists in the candidate's field.  These letters are essential in assisting us to evaluate (title and name)'s (health care excellence, teaching, their shaping of their field and scholarship, if appropriate) and professional standing in comparison with colleagues in (their) field.  I am writing to ask if you would send me a confidential letter assessing (title and name)'s accomplishments in accordance with the standard described above.  I would also appreciate your comments on whether (their) work would meet the requirements for someone being considered for promotion at your institution.  

If the candidate's scholarship features elements of public/community engagement (this may not be applicable to all candidates), please provide your evaluation of the rigor and integration of discipline-related expertise; the quality and integrity of collaboration with public/community partners; the tangible benefits and/or dissemination to the public/community; contributions to the scholarship, policy, and practice.  Detailed guidelines for evaluating such scholarship may be found here: PES and CES Guidelines (March 25 2024).pdf (rutgers.edu).
If you are able to comment upon Professor (name)’s teaching and/or service to the profession, or other collaboration with the community, we would appreciate receiving your assessment in these areas.
We would also appreciate it if you would provide us with a short biosketch, including a brief description of your areas of expertise and current research interests, and/or curriculum vitae.  

Finally, please advise us of your relationship to the candidate, if any, and the basis of your prior knowledge of the candidate’s work, if any.

For your information, I am enclosing a copy of (title and name)'s curriculum vitae and personal statement (if applicable).  If you would like to have copies of any of the publications beyond those which I have enclosed, I will be happy to send them to you.  Because our departmental deliberations must be concluded by (date), I would appreciate your response by no later than (date).  If you are unable to respond by then, please let me know.

I want to assure you that the University will make every effort to maintain the confidentiality of the letter you write.  Let me express in advance our deep appreciation for your assistance in this matter.

                              
 

Sincerely,

                               


(Chairperson)

Enc.

APPENDIX F
SAMPLE – INVENTORY LISTING OF MATERIALS 

TO BE INCLUDED IN 

PACKAGE FOR PROMOTION

To the Candidate:

Please list the materials which you are submitting to the department for its review of your credentials.  The list must be comprehensive and descriptive of the material submitted.  Please number the materials by item and affix the Inventory Listing number to the cover or first page of the item itself.  This list will assure all reviewing bodies that they have your complete package available to them.  

Items included, listed separately: 

1. Curriculum vitae
2.

3.

4.

5.

6. 

7.

8.

9.

10.

________________________

Date Received by Department

_______________________________

Signature of Chair or Convener & Date

________________________________

Candidate’s Signature & Date
Candidate
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