Supplemental Tenure Letter

[Date]
[Name & Address]
Dear Dr. [NAME],
Enclosed is Portland State University’s formal letter offering you a [XX] FTE tenure-track position as [TITLE] Professor of [DEPT] beginning [DATE].  The formal letter spells out general terms and conditions of employment. This supplemental letter details [points we have agreed to in negotiating your appointment], duties of your appointment with the Department of [XXX] and the outcomes we expect of you along the way towards promotion and indefinite tenure, as well as what you may expect of the University, and support we will offer you as a pre-tenured faculty member. Additional faculty responsibilities are specified in the AAUP Collective Bargaining Agreement, and details about expectations for faculty teaching, scholarship and service are included in [Dept) P&T guidelines and the University Promotion and Tenure guidelines (List URLs or attachments).
Instructional Expectations:

[Full-time instructional course load in the DEPT is XX credits per year. ]
[Address any reduction in load for first year(s).]
[Address course buy-out policy and minimum load]

[List specific courses-if applicable]

Departmental Contribution Expectations:
[Curriculum development-expectations]

[Supervision of graduate students]

[Undergraduate Advising]

[Departmental governance]

[University Service]

Scholarly and Research Agenda:
[Address departmental expectations for funded research, number of proposals to be written, number of refereed publications of scholarly work – in which journals, level of community engagement, etc.]
Start-up: 
[Moving expenses, computer needs, office, graduate assistant, travel, conferences, summer salary, lab equipment, software] 
[List specific expectations about how startup funds to be accessed, duration of funds, reimbursed, etc.]

Tenure Review Timeline: 
The [departmental Promotion and Tenure Committee and Department Chair] will evaluate your progress toward promotion and tenure throughout your probationary period.  The evaluations will be focused on your teaching, your scholarly productivity, and your University service/community engagement and are intended to help you and the Department assess your progress toward tenure and promotion and provide counsel and assistance.  You will be advised of the results upon completion of the reviews. Recommendations will be made to you for improvement if necessary.  The first review will occur in the Fall of [20xx].  Your next review will be completed in the Spring of [20xx], by the end of your third year; you will be expected to submit materials for this review during Winter term of that year.  This third-year review is critical to your advancement toward tenure and promotion.  Subsequent reviews will occur in the Fall of [20xx] and the Fall of [20xx].  Your final review for tenure will occur in the [20xx-xx] academic year.

This offer is valid and binding only if the Notice of Appointment and this attached Supplemental Letter of Offer are each signed by the Provost or Vice Provost, Academic Affairs.  To be accepted, both documents must be signed by you and returned to the department by [date].

We are delighted that you will be joining us as [a/an + rank] in our department.  We look forward to a long, productive and collegial relationship with you.  If you have any questions, do not hesitate to call.

Sincerely,

Department Chair/Director
Dean
Provost/Vice Provost

Office of Academic Affairs

I accept the terms outlined in this supplemental letter

___________________________________________

Name 




Date
Attach or link: Formal offer letter, Dept/School P&T Guidelines, PSU P&T Guidelines. Cycle for annual, third year and tenure reviews

[image: image1.emf]Fall Quarter Winter Quarter Spring Quarter Notes

1st Year

"Faculty on annual tenure must be 

reviewed after the completion of 

the first year of their appointment 

and each subsequent year"  (1996, 

University Tenure and Promotion 

Guidelines). 

Oct--Conduct the review of the 

faculty member's first year 

Feb--Faculty file to dept. April--Chair shares the review 

with faculty member and sends 

recommendation to dean

Oct--Conduct the review of the 

faculty member's progress.

Oct--Conduct the review of the 

faculty member's progress.

Oct--Conduct the final review of 

the faculty member (this review 

determines recommendation for 

tenure)

Jan--Departmental/Committee 

recommendation(s) to dean

Cycles for Annual, Third Year, and Tenure Reviews--Effective Beginning 2009-10*

2nd Year



 Dec--Chair shares the review 

with faculty member 

3rd Year "…there must be a review at the 

end of the third year" (1996 

University Tenure and Promotion 

Guidelines).



Mar--Committee 

recommendation to chair

May--Dean's recommendation to 

Vice Provost



*Supplemental letters attached to letters of appointment for all new hires must include these timelines.  Those hired prior to 2009-2010 should be reviewed 

according to this schedule unless their supplemental letters indicate otherwise.



4th Year

5th Year

6th Year

Feb--Dean's recommendation to 

Provost

Dec--Chair shares the review 

with the faculty member

Dec--Chair shares the review 

with faculty member

Dec--Chair shares committee and 

chair recommendations with the 

faculty member


_1362485630.xls
Sheet1

		Cycles for Annual, Third Year, and Tenure Reviews--Effective Beginning 2009-10*

				Fall Quarter		Winter Quarter		Spring Quarter		Notes

		1st Year								"Faculty on annual tenure must be reviewed after the completion of the first year of their appointment and each subsequent year"  (1996, University Tenure and Promotion Guidelines).

		2nd Year		Oct--Conduct the review of the faculty member's first year

				Dec--Chair shares the review with faculty member

		3rd Year				Feb--Faculty file to dept.		April--Chair shares the review with faculty member and sends recommendation to dean		"…there must be a review at the end of the third year" (1996 University Tenure and Promotion Guidelines).

						Mar--Committee recommendation to chair		May--Dean's recommendation to Vice Provost

		4th Year		Oct--Conduct the review of the faculty member's progress.

				Dec--Chair shares the review with the faculty member

		5th Year		Oct--Conduct the review of the faculty member's progress.

				Dec--Chair shares the review with faculty member

		6th Year		Oct--Conduct the final review of the faculty member (this review determines recommendation for tenure)		Jan--Departmental/Committee recommendation(s) to dean

				Dec--Chair shares committee and chair recommendations with the faculty member		Feb--Dean's recommendation to Provost

		*Supplemental letters attached to letters of appointment for all new hires must include these timelines.  Those hired prior to 2009-2010 should be reviewed according to this schedule unless their supplemental letters indicate otherwise.
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