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Final tenure and promotion decisions are made by the University, not by the School. What is described here supplements the general university guidelines found at https://faculty.umd.edu/apt- manual.
The distinctive attribute of a School of Public Policy is that it is both an academic unit and a professional school. Thus research, teaching and service are more broadly defined and assessed than for a purely disciplinary unit.
Tenure
 
Research and Scholarship
 
Both quality and quantity of publications count but how they count is difficult to specify. Mostly they are input into a forecast of what your stature as a researcher and scholar will be when you are at your apogee. A track record of publication in peer-reviewed disciplinary and interdisciplinary journals is important. Particular weight will be given to articles in journals designated as tier 1 or 2 by the judgment of the relevant disciplinary departments at the University of Maryland or recognized as one of the best journals in an interdisciplinary field. Articles in non-peer reviewed journals (e.g., law journals), and in edited book collections, may qualify for these purposes as well, depending on faculty and referee evaluations of significance and quality. Articles that have been accepted count in the total. Recognition will be given to the fact that some fields have very long review processes. Papers given at conferences, particularly invited papers, are also indicative of scholarly success. The publication criteria for tenure are independent of whether the candidate applies early or waits until the last year of eligibility
 
Books count as much as several articles, especially within such fields as international relations, political science, history or philosophy. Multi-disciplinary books that address important public policy topics in insightful ways will be seen positively. Book manuscripts that have been accepted count in the total. The book will be evaluated by its content, reviews, and its auspices; the imprint of good academic presses provides a signal of quality, particularly if the time between the publication and tenure decision is too short to allow for many reviews to be published. Edited books will be assessed positively but will count for less than fully authored books. Individually authored books will have greater weight than those that are jointly authored.
 
As a public policy school, we give important weight to research that enters the policy stream and affects the ongoing debate. Policy relevant articles in academic journals can have this effect, as can books published by presses that do a particularly good job of reaching policymakers and practitioners in the relevant field(s). Other examples include: serious individual and co-authored analytic works aimed at policy audiences (e.g., presented in individual or institutional reports, legislative testimony, written advisory products for administrative or legislative policy-makers); active involvement in the design of new legislation; evaluation of policies through contracts or grants; and publications in journals or books intended for a broad inter-disciplinary range of policy makers, researchers and analysts. No one should qualify for tenure without success in academic publication as defined in prior paragraphs. However, high-quality policy work in applied formats will count toward the quantity of scholarly production expected of a tenured professor.
 
Obtaining external funding is desirable but not essential. Both effort and success count; e.g., grant applications that were scored highly at a government agency or foundation but did not get funded will be given some positive weight, though not as much as a successful one. Less grant funds and activity will be expected of a theorist or a philosopher than of, say, an applied economist with a specialty in health policy.bSuccess in raising external funds is not a substitute for publications.
 
The tenure process requires written evaluations from outside experts. The evaluations should be from senior persons with prominent academic standing, including (as appropriate to the individual case under consideration) in both traditional disciplinary departments and other public policy schools. Practitioner letters may be sought in support of specific activities but cannot substitute for the outside scholarly evaluations required by the University.
Teaching and Advising:
 
While student course evaluations count, greater weight will be given to peer teaching evaluations. These latter will be conducted on a routine basis during the period up to tenure. They will become part of the file for the three years preceding the tenure decision. An internal candidate for tenure will be expected to have taught a substantial number of core courses and/or courses that are required in the specializations and to have contributed to the development of the School’s course offerings.
 
The School now has a large enough PhD program that mentoring of PhD students has become an important element of the teaching function. While it is recognized that PhD students may prefer senior and better known faculty members astheir principal advisors, junior faculty are expected to participate on PhD committees from their second year.
 
Service:
 
The School will impose modest internal service requirements on new junior faculty initially. However, by year 3 each faculty member will be expected to be a full participant in the governance of the School, often including participation on one or more major committees Junior faculty members will be expected to be involved in the life of the School, e.g., attending, participating in and organizing student events. They will also be expected to spend a substantial fraction of work time at the School so as to be available both to colleagues and students.
 
Public policy faculty should also be involved in public policy in an active fashion. At some time in their academic career, spending a year or two working directly in government will count as a public service. (It may also serve valuably to inform future research and policy advising.) However, given that the tenure clock does not stop for public service, it is inadvisable to take it on before gaining tenure. There are a number of other forms of public service, e.g., testifying before legislative or executive bodies (local, state or federal); providing advice to groups involved in public policy issues or being a speaker at policy events. Writings for newspapers, magazines and other more popular publications, designed to inform public debate, can count as an important public service.
 
The School also offers opportunities to teach in executive programs. These will be valued in the tenuring decision, but if they are overload as service rather than as teaching in the regular class- room.
 
 Promotion to Full Professor
 
Promotion to full professor rests on the same three pillars.

Research and Scholarship. The applicant should be able to demonstrate a national reputation in one or more sub-fields of research and scholarship and a current research output and agenda consistent with that reputation. The evaluation letters should no longer refer to promise but to accomplishment. The reputation may be in a discipline or ina specific policy area. Invitations to deliver papers in prominent scholarly and/or policy conferences and the occasional keynote or plenary address will be expected. Citation counts will be considered.
 
Teaching. No additional requirements are imposed for regular teaching. The candidate will be expected to have participated actively in the PhD program.
Service. The candidate should be active both on campus and in the broader scholarly and policy worlds. A media presence is desirable but not required.



Addendum A:
 
Statement Concerning the Impact of COVID-19 on Promotion and Tenure
 
The School of Public Policy recognizes that COVID-19 has had a substantial effect on the research, teaching, andservice of its faculty members. We also recognize that these effects are likely to continue, as least for some, long after the pandemic has ended. The University of Maryland has recognized this in at least a couple of important ways. First,they have permitted faculty to apply for tenure delays related directly to COVID-19 impacts. Second, they have permitted any faculty member going up for promotion and tenure to include a “COVID Impact Statement” in their dossier.
More specifically, we as a School will consider this event in the following ways in our own promotion and tenure processes:
1. Consistent with university guidelines, all candidates for P&T review are encouraged to include a CovidImpact Statement in their dossier to reflect on the impact of the pandemic on their research, teaching and service.
2. We will take this unprecedented event and its impact on the usual progression of our faculty towards promotion and tenure into consideration when evaluating both the work performed during this period of disruption and their potential as a scholar after promotion and/or tenure when on and off campus activities are no longer disrupted by the pandemic.
3. We will consider the unprecedented necessity to engage in remote teaching when evaluating the teaching performance of candidates. While we will give positive credit to those faculty who demonstrated particular skill in online education, we will not hold the failure to do so against those faculty who may have struggled.
4. All letters providing guidance to external reviewers must include guidance, consistent with university APT guidance, stating that the university has recognized the effect of COVID-19 on research productivity. Further, the letters should reiterate that the reviewers are NOT to take into account any tenure delays that have been granted in evaluating the performance of the faculty member in question.
5. We will recognize that COVID-19 did not have an equal effect on all faculty, for instance a) faculty themselves may have been ill; b) had additional caregiving responsibilities for young children, older adults, or other family members, c) had their research disrupted, or d) had mental health ramifications from the pandemic.
6. In the deliberations of the APT Committee on each candidate, the committee must discuss the impact of COVID-19 on the candidate. In addition, the report of the APT committee must include a statement of how the committee took into account these effects when making its recommendation on promotion and/or tenure.
7. The Dean’s letter must also explain how the Dean took the effects of COVID-19 into account when making his or her recommendation.

Addendum B
 
Broadening the Nature of Scholarly Research Contributions
 
In addition to the variety of publications listed in the guidelines above, the School acknowledges that faculty may make important research contributions in other forms. In particular, the development of new sources of data has become a critical element in the growth of many fields of public policy research. The creation of new data sets often requires a lengthy commitment to activities (e.g. creating large scale collaborative groups, demanding fund raising beyond traditional grant writing) and some granters now require that data collected by grantees be posted publicly. Sharing data publicly can also increase the likelihood of gaining funding for proposed projects. We recognize that by sharing the data, scholars both greatly contribute to the field and that this contribution can be a major impact on the field. In addition, we recognize that by sharing data publicly the collector also sacrifices their own ability to exclusively publish with the data, thus potentially limiting their ability to publish many articles or books following an extensive data collection effort. The School, therefore, counts datasets created that are posted publicly as research contributions to the field and citation counts to datasets can add to the citation counts for the author’s publications.

The School is particularly interested in recruiting scholars in fields that have been neglected by mainstream disciplines. For example, Diversity, Equity, and Inclusion research has historically been given short shrift in a variety of social sciences. Fostering those non-traditional fields may require the development of new journals and/or publishing in new journals that are treated as marginal by the traditional scholars. Both the Tenure and Promotion decisions will be sensitive to such issues.

Extensive mentoring and development work within a field can also count toward research impact. The School acknowledges the extensive work necessary to build diversity within the field through building new publication outlets,mentorship and collaborative groups, or helping develop individuals to enter the pipeline. Activities to build the diversity of the researchers in the field can also be considered toward research impact.
 
Addendum C
Assistant Professor Third Year Review Policy Guidelines: School of Public Policy
The following guidelines govern the process of the Third Year review at the School of Public Policy, a process which is carried out at the college level.
Purpose: To determine renewal of an Assistant Professor’s contract and provide feedback and guidance.
Criteria and Possible Outcomes: A renewal should be provided if it is judged that there is a plausible path forward that would lead to tenure and promotion. The normal outcomes are either renewal of the three-year contract or non-renewal, in which case a one-year terminal contract will be provided. On rare occasions, a one- or two-year non-terminal contract may be provided. This outcome might be considered if there were some intermediate achievement deemed essential to make tenure and promotion a possibility.
Process: This review is carried out by a committee of all the Area’s tenured faculty. The APT Chair will work with the Assistant Professor and the Chair of the Mentoring Committee of the Assistant Professor to assemble the required documents as listed below. The APT Chair will document the review, discuss the outcome with the Assistant Professor,and forward a summary report and recommendation (vote outcome) for renewal (one-, two-, or three-year extension) or non-renewal to theDean. The Chair of the Mentoring Committee will prepare a short report on the Assistant Professor’s record for distribution to the APT Committee in advance of the third- year review meeting.
Required documents:
1. Curriculum vitae
2. Personal statement (generally 2 to 3 pages)
3. Course Evaluation Summary and Peer Teaching Reviews
4. Selected Publications
 Other documents in support of Assistant Professor’s contract renewal may also be included.
Taking into consideration the recommendation of the tenured faculty and APT Chair, the Dean will make the final decision and will write a letter to the Assistant Professor giving the decision and summarizing the recommendations and rationale.
After receiving the Dean’s letter, the Assistant Professor should meet with the Chair and the Chair of the Mentoring Committee to receive guidance and feedback and possibly reset goals for the Assistant Professor.
Timing: The review will be conducted during the Spring Semester of the final year of the Assistant Professor contract. Documents listed above should be provided by March 15th of the Spring Semester, to ensure that the final decision and Dean’s letter are received by the Assistant Professor before the end of that semester.
Non-renewal: In the event of non-renewal, the Assistant Professor will be offered a one-year, terminal contract for the following academic year. Normally, the Assistant Professor will not receive any summer support beyond what was indicated in any prior offer or renewal letters.
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INTRODUCTION
In light of the important contributions made by different types of faculty, the University of Maryland established a set of Professional Track (PTK) faculty titles to be used for non-tenure track appointments (II-100A – Titles) and guidelines for unit-level processes to ensure fair treatment and reward excellence. The title series and guidelines originally came into effect in 2017. In July 2024, the University released a new AEP Manual and Guidelines (“University AEP Policy”), which is effective as of July 1, 2025.
PTK faculty are vital to the ability of the School of Public Policy (SPP) and constituent units to excel at teaching, research, and service missions. In turn, the SPP Policies and Procedures for the Appointment, Evaluation, and Promotion (AEP) of PTK Faculty (“SPP AEP Policy”) are designed to attract, retain, and support high-quality PTK faculty and enable them to excel in performing the relevant responsibilities of their positions, thus contributing to the success of SPP and constituent units, as well as the University. With those aims in mind, the SPP AEP Policy should reflect the following requirements and principles:
· Compliance with all applicable University policies and procedures;
· Job titles (series and rank) that accurately reflect each PTK faculty member’s qualifications, roles, duties, responsibilities, and contributions to SPP;
· Evaluation (including in the context of consideration for appointment, reappointment, and promotion) consistent with a PTK faculty member’s job title and specified roles, duties, and responsibilities of the particular faculty position;
· Evaluation consistent with the basic framework of the traditional APT model used for TTK faculty, comprising the three domains of (1) Research, (2) Teaching, and (3) Service, Administration, and Leadership – where the applicability and weight of each domain is conditional on a PTK faculty member’s job title, role, duties, and responsibilities.
· Fair, equitable treatment among PTK faculty and between PTK and TTK faculty;
· Transparency and accountability of policies, procedures, rules, norms, and processes;
· Meaningful inclusion of PTK faculty with 50% or greater appointments in faculty governance;
· Simplicity and flexibility to the extent possible.
This version of the SPP AEP Policy reflects a revamping of the original policy that was approved by the SPP Faculty Committee in February 2017. These revisions have been made in accordance with the 2025 University AEP Policy, as well as to recognize current circumstances at the School.
Section I outlines procedures for the adoption and revision of the SPP AEP Policy. Section II identifies and describes the PTK faculty title series that are permitted to be used within SPP. The remainder of the document provides policies and procedures of the School for the hiring and appointment (Section III), mentoring and evaluation (Section IV), reappointment/renewal (Section V), promotion (Section VI) and emerita/emeritus status (Section VII) of faculty with assignments in these PTK title series, and the appointment and responsibilities of the SPP AEP Committee (Section VIII) and Advisory Sub-Committees (Section IX).
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SECTION I. REVISION OF AEP POLICIES
(A) Revisions to the SPP AEP Policy must be approved by a vote of PTK faculty who have academic year appointments of 50 percent or more in the School of Public Policy.  
(B) In accordance with the University AEP Policy, all members of any committees or subcommittees established to revise the SPP AEP Policy must be PTK faculty members who have academic year appointments of 50 percent or more in the School of Public Policy.
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SECTION II. TITLES AND DESCRIPTIONS OF RANKS FOR PROFESSIONAL TRACK FACULTY
(A) The title series and ranks applicable to PTK faculty within the School of Public Policy (SPP) include those in several categories of the University’s framework of title series and ranks, as follows:
	PTK Faculty with Duties Primarily in Research and Scholarship

	
	Research Professor title series
	(see Table II-1)

	
	
	Assistant Research Professor, Associate Research Professor, Research Professor

	
	Research Scholar title series
	(see Table II-2)

	
	
	Assistant Research Scholar, Associate Research Scholar, Research Scholar

	
	Research Scientist title series
	(see Table II-3)

	
	
	Assistant Research Scientist, Associate Research Scientist, Research Scientist

	
	Other research PTK faculty
	(see Table II-4)

	
	
	Faculty Assistant, Post-Doctoral Scholar, Post-Doctoral Associate

	PTK Faculty with Duties Primarily in Clinical Instruction and Scholarship

	
	Clinical Professor title series
	(see Table II-5)

	
	
	Assistant Clinical Professor, Associate Clinical Professor, Clinical Professor

	PTK Faculty with Duties Primarily in Instruction

	
	Lecturer title series
	(see Table II-6)

	
	
	Lecturer, Senior Lecturer, Principal Lecturer

	Additional PTK Faculty Ranks

	
	Faculty Specialist title series
	(see Table II-7)

	
	
	Faculty Specialist, Senior Faculty Specialist, Principal Faculty Specialist

	
	Visiting faculty
	(see Table II-8)

	
	Emeritus faculty
	(see Table II-9)

	
	Affiliate faculty
	(see Table II-10)

	
	
	Affiliate Assistant Professor, Affiliate Associate Professor, Affiliate Professor

	
	Adjunct faculty
	(see Table II-11)

	
	
	Adjunct Assistant Professor, Adjunct Associate Professor, Adjunct Professor


(B) All PTK faculty appointments with these titles do not carry tenure or eligibility for tenure.
(C) All PTK faculty appointments with these titles can be renewable, subject to limitations.
(D) The processes for the review of qualifications of all PTK faculty with these titles are conducted according to the policies and procedures specified below for cases of appointment (Section III), reappointment (Section V), promotion (Section VI), and emerita/emeritus status (Section VII).



	TABLE II-1.   TITLES AND DESCRIPTIONS OF RANKS FOR PROFESSIONAL TRACK FACULTY WITH DUTIES PRIMARILY IN RESEARCH AND SCHOLARSHIP – RESEARCH PROFESSOR TITLE SERIES

	These positions typically require faculty to excel in two domains, namely Research and Service or Research and Teaching, although the principal assignment is focused on Research. These positions do not necessarily have major Teaching duties, but responsibilities and professional activities may include course instruction and research mentoring (e.g., Ph.D. committee participation) and supervision.

	1st Rank
Assistant Research Professor
	2nd Rank
Associate Research Professor
	3rd Rank
Research Professor

	· This rank is generally parallel to Assistant Professor.
· An earned doctoral degree or appropriate terminal degree will be a normal minimum requirement for appointment at this rank.
· Appointees must demonstrate superior research ability and potential for contributing to the educational mission through teaching or service.
· Appointees should be qualified and competent to direct the work of others (such as technicians, graduate students, and other research personnel).
· Appointments to this rank are typically one to three years.
· Appointments are renewable (see Section V).
	· This rank is generally parallel to Associate Professor.
· In addition to the qualifications required of the Assistant Research Professor, appointees must demonstrate:
· Extensive successful experience in scholarly or creative endeavors, 
· The ability to propose, develop, and manage major research projects, and 
· Proven contributions to the educational mission through teaching or service.
· Appointments to this rank are typically one to five years.
· Appointments are renewable (see Section V).
	· This rank is generally parallel to Professor. 
· In addition to the qualifications required of the Associate Research Professor, appointees must demonstrate: 
· A degree of proficiency sufficient to establish an excellent reputation among regional and national colleagues.
· A record of outstanding scholarly production in research, publications, professional achievements, or other distinguished and creative activity
· Excellence in contributing to the educational mission through teaching or service.
· Appointments are typically made as five-year contracts.
· Appointments are renewable (see Section V).
· Appointments for additional five- year terms can be renewed as early as the third year of any given five-year contract.





	TABLE II-2.   TITLES AND DESCRIPTIONS OF RANKS FOR PROFESSIONAL TRACK FACULTY WITH DUTIES PRIMARILY IN RESEARCH AND SCHOLARSHIP – RESEARCH SCHOLAR TITLE SERIES

	These positions typically require faculty to excel in two domains, namely Research and Service. In most cases, these positions do not have significant Teaching duties, but responsibilities and professional activities can include research mentoring (e.g., Ph.D. committee participation) and supervision.

	1st Rank
Assistant Research Scholar
	2nd Rank
Associate Research Scholar
	3rd Rank
Research Scholar

	· This rank is generally parallel to Assistant Professor.
· An earned doctoral degree or appropriate terminal degree will be a normal minimum requirement for appointment at this rank.
· Appointees to this rank must demonstrate superior scholarly research ability.
· Appointees must be qualified and competent to direct the work of others (such as technicians, graduate students, and other research personnel).
· Appointments to this rank are typically one to three years.
· Appointments are renewable (see Section V).
	· This rank is generally parallel to Associate Professor.
· In addition to the qualifications required of the Assistant Research Scholar, appointees must demonstrate:
· Extensive successful experience in scholarly or creative endeavors sufficient to have established a regional and national reputation among colleagues.
· The ability to propose, develop, and manage research projects as appropriate.
· A sound record of scholarly production in research, publications, professional achievements, or other distinguished and creative activities.
· Appointments to this rank are typically one to five years.
· Appointments are renewable (see Section V).
	· This rank is generally parallel to Professor. 
· In addition to having the qualifications required of the Associate Research Scholar, appointees must demonstrate: 
· A degree of proficiency sufficient to establish an excellent reputation among national and international colleagues.
· A successful record of proposing, developing, and managing research projects.
· An extensive, respected record of scholarly production in research, publications, professional achievements, or other distinguished and creative activity.
· Appointments are typically made as five-year contracts.
· Appointments are renewable (see Section V).
· Appointments for additional five- year terms can be renewed as early as the third year of any given five-year contract.





	TABLE II-3.   TITLES AND DESCRIPTIONS OF RANKS FOR PROFESSIONAL TRACK FACULTY WITH DUTIES PRIMARILY IN RESEARCH AND SCHOLARSHIP – RESEARCH SCIENTIST TITLE SERIES

	These positions typically require faculty to excel in two domains, namely Research and Service. In most cases, these positions do not have significant Teaching duties, but responsibilities and professional activities can include research mentoring (e.g., Ph.D. committee participation) and supervision.

	1st Rank
Assistant Research Scientist
	2nd Rank
Associate Research Scientist
	3rd Rank
Research Scientist

	· This rank is generally parallel to Assistant Professor.
· An earned doctoral degree or appropriate terminal degree will be a normal minimum requirement for appointment at this rank.
· Appointees shall have demonstrated superior scholarly research ability.
· Appointees should be qualified and competent to direct the work of others (such as technicians, graduate students, other research personnel).
· Appointments to this rank are typically one to three years.
· Appointments are renewable (see Section V).
	· This rank is generally parallel to Associate Professor.
· An earned doctoral degree or appropriate terminal degree will be a normal minimum requirement for appointment at this rank.
· In addition to the qualifications required of the Assistant Research Scientist, appointees:
· Shall have significant scientific research accomplishments.
· Show promise of continued productivity.
· Have the ability to propose, develop, and manage research projects.
· Appointments to this rank are typically one to five years.
· Appointments are renewable (see Section V).
	· This rank is generally parallel to Professor.
· In addition to having the qualifications required of the Associate Research Scientist, appointees:
· Shall have established a national and, where appropriate, international reputation for outstanding scientific research.
· Should provide tangible evidence of sound scholarly production in research, publications, professional achievements, or other distinguished and creative activity.
· Appointments are typically made as five-year contracts.
· Appointments are renewable (see Section V).
· Appointments for additional five-year terms can be renewed as early as the third year of any given five-year contract.




	TABLE II-4.   TITLES AND DESCRIPTIONS OF RANKS FOR OTHER PROFESSIONAL TRACK FACULTY WITH DUTIES PRIMARILY IN RESEARCH AND SCHOLARSHIP

	These positions typically require faculty to excel in Research, which is the principal focus of duties and responsibilities, and associated Service. These positions do not ordinarily have Teaching duties, but certain roles may include teaching or mentoring activities, including course instruction and research supervision.

	Faculty Assistant

	· A baccalaureate degree shall be the minimum requirement.
· The appointee shall be capable of assisting faculty in any dimension of academic activity and shall have ability and training adequate to the carrying out of the particular techniques required, the assembling of data, and the use and care of any specialized apparatus.
· Appointments to this rank are typically for terms of one to three years and are renewable (see Section V), for up to three years.
· This is not a promotable position. Faculty Assistants who seek to change positions are eligible to apply for open Faculty Specialists positions, for other faculty positions subject to qualifications, or for staff positions.

	

	Post-Doctoral Scholar

	· The appointee generally shall hold a doctorate in a field of specialization earned within three years of initial appointment to this rank. An exception to the time from degree requirement must be approved by the Office of the Provost.
· Appointment to this rank shall allow for continued training to acquire discipline-specific independent research skills under the direction of a faculty mentor.
· Appointments are typically for one to three years and are renewable (see Section V), provided no appointee serves in this rank for more than three years.
· After three years at this rank, appointees who have performed satisfactorily are eligible for appointment to the rank of Post-Doctoral Associate.

	Post-Doctoral Associate

	· The appointee generally shall hold a doctorate in a field of specialization earned within five years of initial appointment to this rank. An exception to the time from degree requirement must be approved by the Office of the Provost.
· The appointee shall have training in research procedures, be capable of carrying out individual research or collaborating in group research at the advanced level, and have the experience and specialized training necessary for success in such research projects as may be undertaken.
· Appointments are typically for one to three years and are renewable, provided the maximum consecutive length of service in both post-doctoral ranks shall not exceed six years. Exceptions may be approved by the Office of the Provost.
· After six years in the post-doctoral ranks, appointees who have performed satisfactorily are eligible for appointment to an appropriate faculty position other than in the Post-Doctoral series. Note that “eligible for appointment” does not confer a right to appointment.








	TABLE II-5.   TITLES AND DESCRIPTIONS OF RANKS OF PROFESSIONAL TRACK FACULTY WITH DUTIES PRIMARILY IN CLINICAL TEACHING AND SCHOLARSHIP – CLINICAL FACULTY TITLE SERIES

	These positions are variable in assignment. In many cases, the appointments are “dual domain” in nature because such faculty would be expected to excel in two domains, namely clinical Teaching and Service. In the context of the School of Public Policy, the term “clinical” refers to experience acquired through engagement with the policy process in a variety of technical, decision-making, and managerial roles. These positions do not necessarily have research duties with expectations of associated accomplishments. The teaching activities of faculty may involve research mentoring, including participation in students’ Ph.D. committees. The professional productivity of faculty may involve forms of clinical scholarship and other research activities, including research direction. Professional experience and certifications relevant to these roles may be considered as part of the qualifications of the candidate. Higher ranks in this series would carry an expectation of progressively greater levels of responsibility, as well as managerial and/or supervisory experience.

	1st Rank
Assistant Clinical Professor
	2nd Rank
Associate Clinical Professor
	3rd Rank
Clinical Professor

	· This rank is generally parallel to Assistant Professor.
· The appointee shall hold, as a minimum, the terminal professional degree in the field, with training and experience in an area of clinical specialization, and professional or board certification, when appropriate.
· There shall be clear evidence of a high level of ability as a policy practitioner.
· The appointee shall also have demonstrated scholarly and/or administrative ability.
· Appointments to this rank are typically one to  three years.
· Appointments are renewable (see Section V).
	· This rank is generally parallel to Associate Professor.
· In addition to the qualifications required of an Assistant Clinical Professor, the appointee shall ordinarily have had extensive successful experience in clinical or professional practice in one or more relevant public policy domains, and in working with and/or directing others (such as professionals, faculty members, graduate students, fellows, and residents or interns) in their policy domain.
· The appointee shall also have demonstrated superior teaching ability and scholarly or administrative ability.
· Appointments to this rank are typically one to five years.
· Appointments are renewable (see Section V).
	· This rank is generally parallel to Professor. 
· In addition to the qualifications required of an Associate Clinical Professor, the appointee shall have demonstrated a degree of excellence in clinical practice and teaching sufficient to establish an outstanding regional and national reputation among colleagues.
· The appointee shall also have demonstrated extraordinary scholarly competence and leadership in the profession.
· Appointments are typically made as five-year contracts.
· Appointments are renewable (see Section V).
· An appointment can be renewed for an additional five-year term as early as the third year of any given five-year contract.



	TABLE II-6.   TITLES AND DESCRIPTIONS OF RANKS FOR PROFESSIONAL TRACK WITH DUTIES PRIMARILY IN TEACHING – LECTURER TITLE SERIES

	These positions are variable in assignment. In many cases, the appointments are “dual domain” in nature because such faculty would be expected to excel in two domains, namely Teaching and Service. The positions do not necessarily have Research duties or expectation of associated accomplishments. The teaching activities of faculty may involve research mentoring. The professional productivity of faculty may involve forms of scholarship related to the design of academic programs and curricula, as well as instructional delivery and assessment.

	1st Rank
Lecturer
	2nd Rank
Senior Lecturer
	3rd Rank
Principal Lecturer

	· The normal requirement is a Master’s degree in the field of instruction or a related field, or equivalent professional experience in the field of instruction.
· The title Lecturer will ordinarily be used to designate appointments of persons who are serving in a teaching capacity for a limited time or part-time.
· Appointments to this rank can be made for one or multiple semesters.
· Appointments are renewable (see Section V).
	· In addition to having the qualifications of a Lecturer, the appointee shall have an exemplary teaching record over the course of at least five years of full-time instruction or its equivalent as a Lecturer (or similar appointment at another institution) and shall exhibit promise in developing additional skills in the areas of research, service, mentoring, or program development.
· Appointments to this rank are typically one to five years.
· Appointments are renewable (see Section V).
	· In addition to the qualifications required of the Senior Lecturer, appointees to this rank shall have an exemplary teaching record over the course of at least five years full-time service or its equivalent as a Senior Lecturer (or similar appointment at another institution) and/or the equivalent of five years full-time professional experience as well as demonstrated excellence in the areas of research, service, mentoring, or program development.
· Appointments are typically made as five-year contracts.
· Appointments are renewable (see Section V).
· An appointment can be renewed for an additional five-year term as early as the third year of any given five-year contract.





	TABLE II-7.   TITLES AND DESCRIPTIONS OF RANKS FOR OTHER PROFESSIONAL TRACK FACULTY –    FACULTY SPECIALIST TITLE SERIES

	These positions are variable in assignment. The appointments can cover multiple domains and such faculty would be expected to excel in those domains based on their roles, duties, and responsibilities.

	1st Rank
Faculty Specialist
	2nd Rank
Senior Faculty Specialist
	3rd Rank
Principal Faculty Specialist

	· The appointee shall hold a Bachelor’s degree in a relevant area and show potential for excellence in the administration and/or management of academic or research programs.
· Faculty Specialists are expected to engage in activities such as developing curriculum and/or innovative means for delivering curriculum, supervising the non-research activities of graduate or post-doctoral students, serving as grant writers or authors of other publications for an academic or research program, conducting specialized research duties or other such duties that would generate intellectual property to which the faculty member shall retain the rights.
· Appointments to this rank can be made for one or multiple semesters.
· Appointments are renewable (see Section V).
	· In addition to showing superior ability to administer academic or research programs, as evidenced by successfully discharging responsibilities such as those of the Faculty Specialist, the appointee shall hold a Master’s degree or have at least 3 years full-time experience as a Faculty Specialist (or similar appointment at another institution), or its equivalent.
· Appointments to this rank are typically one to five years.
· Appointments are renewable (see Section V).
	· In addition to a proven record of excellence in managing and directing an academic or research program, the appointee shall hold a Ph.D. or have at least 5 years of full-time experience as a Senior Faculty Specialist, or its equivalent.
· Appointments are typically made as five-year contracts.
· Appointments are renewable (see Section V).
· An appointment can be renewed for an additional five-year term as early as the third year of any given five-year contract.




	TABLE II-8.   VISITING PROFESSIONAL TRACK FACULTY

	The prefix “Visiting” before a PTK faculty member’s title (e.g., Visiting Assistant Research Professor) shall be used in the School for appointments of at least a 50% level of effort to one of the positions indicated below, under any of the following scenarios:
· Scenario #1: A PTK faculty member is hired, but their appointment has not yet successfully completed the requisite AEP review process. The expectation is that the review process will be initiated and completed in the next review cycle that occurs after the appointment. The faculty member retains their visiting status pending the outcome of the review. In the event of a successful outcome, the visiting status will be removed from the job title effective at the start of the next fiscal year (July 1). In the event of an unsuccessful outcome in one cycle of review, the faculty member can go through the review process again in a subsequent review cycle. If a faculty member with visiting status experiences two unsuccessful review outcomes, their appointment is subject to termination.
· Scenario #2: A PTK faculty member is hired with an appointment of a limited duration of one or more years that has been arranged to address specific temporary needs of the School (e.g., leave replacement of existing PTK/TTK faculty), without specific intentions of retention beyond the term of the contract unless a new non-temporary position becomes available for which the individual may be eligible to apply. The initial appointment under this scenario is ordinarily limited to two years, but may be renewed or extended subject to ongoing needs of the School. Faculty in temporary positions with visiting status are eligible to be hired or converted to a non-temporary position, subject to the procedures applicable to hiring and appointment (see Section III). A faculty member hired or converted from a temporary position into a non-temporary position is expected to undergo the requisite AEP review process.
· Scenario #3: An individual who already holds an equivalent position at another academic institution or other relevant organization has an appointment at the School, without intentions of retention beyond the term of the contract unless a new position becomes available for which the individual may be eligible to apply. Such an appointment will ordinarily be supported by either funding resources that the individual has secured themselves (e.g., sabbatical leave, research grant/contract), or funding resources associated with a specific research program/project, academic or co-curricular program, or other initiative based within the School or one of the constituent Centers/Institutes. The initial appointment under this scenario can range from one to five years, depending on the circumstances of the appointment, the sources of financial support, and the rank of the position. An appointment may be renewed or extended subject to ongoing needs and the availability of financial support.

	1st Rank
	2nd Rank
	3rd Rank

	Visiting Assistant 
Research Professor
	Visiting Associate
Research Professor
	Visiting Research Professor

	Visiting Assistant
Research Scholar
	Visiting Associate
Research Scholar
	Visiting Research Scholar

	Visiting Assistant
Research Scientist
	Visiting Associate
Research Scientist
	Visiting Research Scientist

	Visiting Assistant
Clinical Professor
	Visiting Associate
Clinical Professor
	Visiting Clinical Professor

	Visiting Lecturer
	Visiting Senior Lecturer
	Visiting Principal Lecturer

	Visiting Faculty Specialist
	Visiting Senior Faculty Specialist
	Visiting Principal
Faculty Specialist

	· The title series and rank of each PTK faculty member with visiting status shall be commensurate with the appointee's qualifications at the time of appointment.



	TABLE II-9.   EMERITA/EMERITUS PROFESSIONAL TRACK FACULTY

	The word “emerita” or “emeritus” after an academic title shall be used to recognize a faculty member who has retired from full-time employment in the University of Maryland after a meritorious record.

	· To be eligible for nomination to emerita/emeritus status, a PTK faculty member must meet these criteria:
· Rank and position appointment at the time of retirement is one of the following:
· Research faculty: Research Professor, Research Scholar
· Clinical faculty: Clinical Professor
· Instructional faculty: Principal Lecturer, Principal Agent Associate
· Other PTK faculty: Principal Faculty Specialist
· Member of the University of Maryland faculty for the equivalent of 10+ years of full-time service.
· Only in exceptional circumstances may faculty with fewer than equivalent of 10 years of full-time service be recommended for emerita/emeritus status.
· Proper written notice of the intention to retire given to the Dean of the School. 
· The decision whether or not to award emerita/emeritus status shall be based primarily on the candidate's record of significant accomplishment in the domains of Research & Scholarship, Teaching, and/or Service, Administration & Leadership.



	TABLE II-10. AFFILIATE FACULTY

	These titles shall be used to recognize the affiliation of a University of Maryland faculty member or other employee with an academic unit other than that to which their appointment and salary are formally linked. 

	1st Rank
Affiliate Assistant Professor
	2nd Rank
Affiliate Associate Professor
	3rd Rank
Affiliate Professor

	· The rank of affiliation shall be commensurate with the appointee's qualifications.
· The nature of the affiliation shall be specified in writing
· The appointment shall be made upon the recommendation of the Faculty Committee of the School and with the consent of the faculty of the affiliate’s primary department.
· Appointments with this status can be made for one or multiple years.
· Appointments are renewable (see Section V).
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SECTION III. HIRING AND APPOINTMENT OF PROFESSIONAL TRACK FACULTY
(A) The hiring process for a PTK faculty position anticipated to result in an appointment duration of at least one year generally requires a formal job description, a public advertisement of the available opening, and a search, in that order – undertaken consistent with relevant University policies and procedures. These requirements are applicable to positions in any of the following:
· Research Professor title series (see Table II-1)
· Research Scholar title series (see Table II-2)
· Research Scientist title series (see Table II-3)
· Other research PTK faculty (see Table II-4)
· Clinical Professor title series (see Table II-5)
· Lecturer title series (see Table II-6)
· Faculty Specialist title series (see Table II-7)
In particular, the requirements apply to hires of PTK faculty for non-temporary positions who will initially have visiting status, pending a successful outcome of the AEP review process.
(1) Exceptions to the requirements include:
(i) a hire for a position expected to result in an appointment of less than one year,
(ii) a hire for a position expected to result in an appointment of less than 50% workload,
(iii) an appointment of a faculty member with Emerita/Emeritus, Affiliate, or Adjunct status.
(2) Other exceptions to the requirements may include certain cases involving appointments of:
(i) faculty positions with visiting status to meet emergent temporary needs of the School or a constituent unit (e.g., leave replacement),
(ii) faculty positions based in Centers/Institutes that are expected to be fully supported by external grants/contracts for research and other funding for initiatives, programs, and projects with specialized requirements of qualifications.
(B) The hiring official (typically the Dean, an Assistant/Associate Dean, or a Center/Institute Director) is expected to consult with the AEP Committee about the details of the job description, advertisement, and search, in advance of initiating the recruitment for a PTK faculty position.
(1) In particular, the consultation should address compliance with the University AEP Policy and the SPP AEP Policy, including whether the indicated title series and rank(s) are consistent with the nature of the position and the minimum and desired qualifications.
(2) If the AEP Committee raises matters of compliance or consistency, the hiring official should make a reasonable effort to address them before recruitment commences. 
(C) For advertised PTK faculty positions, a candidate for appointment must apply via the University’s Workday system or equivalent. Required materials will include:
(1) Online application,
(2) Current CV, 
(3) Other appropriate supporting items (e.g., evidence of previous research, teaching experience, etc.) as described in the advertisement.
(D) Any search committee for a PTK faculty position should be constituted to include a majority of PTK faculty and may include TTK faculty – each as full voting members of the committee.

(E) In addition to working with the search committee, the hiring official should consult with the Faculty Committee regarding the recruitment or appointment of a PTK faculty member, for positions that are primarily funded by state funds.
(1) These expectations do not apply to recruitments and appointments that are primarily supported by external funding. 
(F) The hiring official (if not the Dean) will recommend the hire directly to the Dean, who will have final School approval for the hire.
(G) The hiring official and/or the Dean will be expected to consult with the AEP Committee in advance of making an offer for the appointment of a candidate to a PTK faculty position.
(1) In particular, the consultation should address whether the title series and rank reflected in the offer are compliant with the University AEP Policy and the SPP AEP Policy, as well as consistent with the nature of the position, the qualifications of the candidate, and the profiles of comparable existing PTK faculty in the School.
(2) If the AEP Committee raises matters of compliance and consistency, the hiring official should make a reasonable effort to address them before an offer is made to a candidate. 
(H) Minimum qualifications for appointment to each PTK title series and rank appear in Section II and Appendix A.
(I) The specific role, duties and responsibilities and the associated levels of workload effort (expressed in percentages of 100% FTE) of each PTK faculty member should be clearly defined in their contract upon appointment, with updates of the contract to be made in a timely manner in the event of material changes.
(1) In the case of a PTK faculty member whose responsibilities and corresponding workload and sources of funding vary frequently (e.g., across semesters or even pay periods), updates to their contract can be documented with a formal addendum specifying the relevant details.
(J) The School will use the University’s online contract management system so that each contract of a PTK faculty member is officially recorded and contains necessary elements, including:
(1) The specific time frame during which the contract is effective,
(2) Whether the appointment is a 9-month or a 12-month term per year,
(3) The overall level of workload effort (expressed in a percentage of 100% FTE),
(4) The base salary (for a 100% FTE over either a 9-month or 12-month term),
(5) A clear description of the roles, duties, and responsibilities associated with the appointment, 
(6) Assignments of specific levels of effort (expressed in percentages of 100% FTE) for at least major categories of different roles, duties, and responsibilities, to minimize ambiguity about the composition of workload at the time of review for reappointment or promotion,
(7) Eligibility for changes in salary such as COLA and merit increases,
(8) Whether the appointment is eligible for reappointment (renewal),
(9) Applicable terms of University policies.
(K) Each newly appointed faculty member, their supervisor and any relevant Center/Institute leadership, and the Dean or their designee should have access to the faculty member’s current and previous contracts (including any associated documentation of roles, duties, and responsibilities).
(L) A “supervising official” (typically the Dean, Assistant/Associate Dean, or Center/Institute Director) may be designated as responsible for overseeing the work of each PTK faculty member.
(1) In the case of a faculty member who is supervised by more than one individual, the supervising official will be the individual who supervises the faculty member for the majority of their FTE effort.
(2) If questions arise about who the supervising official is for a particular faculty member, the Dean will designate the responsible supervising official for the purposes of this policy.
(M) During onboarding, a newly hired PTK faculty member is provided access to important materials related their appointment and professional development, including the following (subject to adoption):
(1) The SPP AEP Policy,
(2) The SPP Workload Policy,
(3) The SPP plan for mentoring of PTK faculty (under development),
(4) The SPP plan for overall performance evaluation of PTK faculty (under development),
(5) The SPP plan for peer teaching evaluation of PTK faculty (under development),
(6) SPP resources on requirements and preparing for promotion.
(N) Per University policy, a new PTK faculty member who is appointed to a non-temporary position at the 2nd or 3rd rank will:
(1) Undergo the same AEP review process that is employed for equivalent promotion cases (see Section VI), which should be initiated in the next cycle following the start of an appointment,
(2) Initially have visiting status, pending the outcome of the AEP review process.
These requirements are applicable to appointments at the 2nd or 3rd rank in any of the following: 
· Research Professor title series (see Table II-1)
· Research Scholar title series (see Table II-2)
· Research Scientist title series (see Table II-3)
· Clinical Professor title series (see Table II-5)
· Lecturer title series (see Table II-6)
· Faculty Specialist title series (see Table II-7)
The requirements are also applicable to Post-Doctoral Associate positions, which are considered to be 2nd rank in a title series for purposes of the SPP AEP Policy.
SECTION IV. MENTORING AND EVALUATION OF PROFESSIONAL TRACK FACULTY
(A) The School is in the process of creating a mentoring plan to support the professional development and preparation for advancement of PTK faculty members who are eligible for promotion.
(1) The mentoring plan is expected to specify the positions for which mentors are required, the procedure for appointing mentors, and mentors and mentees’ responsibilities.
(2) Once approved, the mentoring plan will be linked here.
(B) The School’s plan for overall performance evaluations of PTK faculty members is under development.
(1) Once approved, the plan will be linked here.

SECTION V. REAPPOINTMENT OF PROFESSIONAL TRACK FACULTY
(A) Subject to Section II, each PTK faculty member will be considered for a renewal of their contract on a timely basis in accordance with relevant University policies and procedures.
(1) In a case of a PTK faculty member who is appointed on a full-time basis for a term not less than one year and accumulates at least seven years of full-time equivalent service at the University, the decision whether or not to reappoint must be made and communicated to this faculty member at least 6 months prior to the end of their current contract.
(2) In a case of a PTK faculty member who is appointed on a full-time basis for a term not less than one year and has accumulated less than seven years of service at the University, the decision whether or not to reappoint must be made and communicated to the faculty member at least 90 days prior to the end of their current contract.
(3) In a case of a PTK faculty member appointed on a part-time basis and/or for a term less than one year, the decision whether or not to reappoint must be made and communicated to the faculty member at least 30 days before the end of their current contract.
(4) Appropriate details about the timeline of consideration for reappointment must be reflected in a PTK faculty member’s contract.
(B) The School is responsible for ensuring that no PTK faculty member has an interval of working without an active contract in effect, including in situations where reappointment is applicable.
(C) All decisions about reappointment are subject to the consideration of performance, as well as the projected needs and available resources of the School and/or the relevant Center/Institute or program, factoring in the specific circumstances of each faculty member’s contract.
(D) The supervisor of a PTK faculty member may seek advice from the School leadership concerning the reappointment of a PTK faculty member.
(E) The supervisor of a PTK faculty member is responsible for determining whether or not to recommend reappointment.
(1) In the case of a PTK faculty member who has a contract directly with the School, the Dean will have final School approval regarding reappointment.
(2) In case of a PTK faculty member who has a contract with a Center/Institute, the Director of the Center/Institute may have initial approval authority regarding reappointment, followed by final School approval from the Dean.
(F) PTK faculty may be given progressively longer contracts upon reappointment (and promotion – see Section VI), when possible, subject to the SPP AEP Policy and University policies.
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SECTION VI. PROMOTION OF PROFESSIONAL TRACK FACULTY
(A) PTK ranks constitute a career ladder and minimum times in rank are a general expectation as part of consideration for promotion.
(B) Promotion is not routine and each rank has its own performance criteria. In no case is time in rank the only credential for promotion.
(C) Readiness for promotion is based on an overall body of work and evidence of excellence in the areas for which individual PTK faculty are contracted.
(D) A general expectation is that a PTK faculty member in the School of Public Policy will have at least four years of full-time equivalent service in a given PTK faculty rank before requesting consideration for promotion.
(E) If a candidate requests review for promotion after four years of full-time service, then, if the review is successful, the faculty member will have completed 5 years at the time of promotion (as the process takes about a year).
(F) If the promotion request is not successful, then the candidate can request promotion again in later years. There is no “up or out.”
(G) Faculty members can wait as long as they feel necessary before requesting review for promotion.
(H) While promotion is not required to stay at the School, strong performance at rank is required for continuation of contracts.
(I) The AEP review process for all promotion (and new appointment) cases is expected to occur on an annual basis in a single cycle to be completed during the period of each academic year.
(1) The limited exceptions to the standard schedule of these procedures are governed by University policy and require approval from the University’s Office of Faculty Affairs.
(J) The calendar of the AEP review process may be updated for each cycle as appropriate.
(1) The AEP Committee is responsible for establishing the calendar.
(2) The calendar should be made available to the leadership and faculty in the School.
(K) Per University policy, the origin of a PTK faculty member’s request for promotion can be either:
(1) The supervisor recommends that the PTK faculty member seek promotion.
(2) The PTK faculty member decides to seek promotion.
Either way, the PTK faculty member exercises the choice about whether to request promotion.
(L) A PTK faculty member who chooses to seek promotion must initiate the AEP review process by completing the following two actions:
(1) Sending a declaration of intent to the Associate Dean for Research and Faculty Affairs by the deadline, for consideration during the cycle of the process in the next academic year.
(i) Unless otherwise announced by the AEP Committee, the standing deadline is July 15.
(2) Submitting a formal request and dossier by the deadline, according to procedures and calendar established the AEP Committee.
(i) Unless otherwise announced by the AEP Committee, the standing deadline for those requesting promotion to the 3rd rank in a PTK faculty title series is September 15.
(ii) Unless otherwise announced by the AEP Committee, the standing deadline for those requesting promotion to the 2nd rank in a PTK faculty title series is December 15.
These same actions are required of a new PTK faculty member appointed with a visiting status to a non-temporary position who seeks a conversion of appointment to a non-visiting status.
(M) Guidance about the expectations of the formal request and the dossier is summarized in the reference document AEP Procedures – Elements of PTK Dossier.
(N) The candidate for promotion (or appointment) should submit a cover letter accompanying the dossier that:
(1) States the request for promotion (or appointment), specifying the position that is sought.
(2) Enumerates the items submitted as part of the dossier.
The letter should not present the merits for promotion (or appointment), which instead ought to be addressed in required elements of the dossier, such as the Personal Statement (see below).
(O) The candidate is responsible for submitting a complete set of the requisite dossier materials by the deadline stipulated in the calendar, according to the directions for submission.
(1) Each candidate will be provided with access to a secure folder on Box to upload materials.
(P) The candidate’s dossier must provide evidence that their work capitalizes on academic and/or professional expertise and fulfills the School’s criteria for excellence.
(1) Appendix B provides a non-exhaustive list of relevant forms of evidence that the School considers when evaluating performance in different areas of professional activity.
(2) The suitable evidence to include within the dossier will vary depending on the candidate’s position, duties, roles, and responsibilities and may therefore address productivity, significance, innovation, and impact in the following areas (if applicable): 
(i) Research and scholarship,
(ii) Instruction and instructional activities,
(iii) Mentoring and advising,
(iv) Supervision of employees,
(v) Service, administration, and leadership,
(vi) Outreach and community engagement activities,
(vii) Connections to business, government and non-profit sectors,
(viii) Support provided to units,
(ix) Creation and/or growth of programs,
(x) Extent of participation and type of contribution to collaborative activities,
(xi) Professional development including external activities and experience.
(Q) The candidate is responsible for submitting a dossier comprising several elements:
	ELEMENT
	PTK Track

	
	Research
	Clinical
	Instructional
	Specialist

	Cover letter request for promotion
	Required
	Required
	Required
	Required

	CV
	Required
	Required
	Required
	Required

	Personal Statement
	Required
	Required
	Required
	Required

	Research Portfolio
	Required
	If applicable
	If applicable
	If applicable

	Teaching Statement
	If applicable
	Required
	Required
	If applicable

	Teaching Portfolio
	If applicable
	Required
	Required
	If applicable

	Mentoring, Advising & Research Supervision
	If applicable
	If applicable
	If applicable
	If applicable

	Student Course Experience Data (instructor)
	If applicable
	Required
	Required
	If applicable

	Service Portfolio
	If applicable
	Required
	Required
	If applicable


Meanwhile, the School is responsible for supplying certain elements incorporated into the dossier:
	ELEMENT
	PTK Track

	
	Research
	Clinical
	Instructional
	Specialist

	Student Course Experience Data (administrative)
	If applicable
	Required
	Required
	If applicable

	Peer Teaching Evaluations
	If applicable
	Required
	Required
	If applicable


Required elements must be included in every promotion (or appointment) dossier.
Other elements ought to be included if applicable given the nature of a candidate’s position, duties, roles, responsibilities, and professional activities, which make those elements pertinent to a comprehensive review of the candidate’s record and performance.

(1) Curriculum Vitae (CV)
(i) This document is required of all candidates for promotion (and appointment).
(ii) The document should present an accurate, up-to-date portrait of a candidate’s accomplishments in as concise a manner as possible.
(iii) The document must be prepared in the campus standard format for CVs (see template).
· The University’s CV template is designed to encompass all fields and disciplines; each candidate may modify the template to remove CV categories that are not relevant to their activities.
(iv) The candidate must sign and date the CV prior to submission of the dossier, thereby indicating that the contents of the document are accurate and up to date.
· In the event of subsequent material changes to the candidate’s credentials, such as additional funding or new publications, the candidate has the option to capture relevant information within an addendum to the CV.
· Such an addendum can be included in the dossier up to the time that the dossier is transmitted to the Office of Faculty Affairs for campus-level review [if applicable]. 
· The candidate must also sign and date any addendum to the CV.
(2) Personal Statement
(i) This document is required of all candidates for promotion (and appointment).
(ii) According to the University AEP Policy, the purpose of this document is to provide the candidate with an opportunity to articulate how they merit promotion (or appointment) based upon their record of achievement in one or more of the following domains:
· Research, scholarship, creative and/or professional activity
· Teaching
· Service, administration and/or leadership.
(iii) The candidate’s Personal Statement should provide an overall summary of their record across those domains with respect to:
· Professional credentials, experience, and activities
· Productivity and accomplishments
· Contributions and impact
· Goals
· Professional development plans
(iv) The contents of the Personal Statement should be appropriate given:
· A candidate’s previous relevant position(s), duties, roles, and responsibilities,
· A candidate’s current position, duties, roles, and responsibilities,
· The position to which the candidate seeks to be promoted (or appointed) and associated duties, roles, and responsibilities. 
(v) The Personal Statement should be composed in a manner directed toward readers who are not necessarily specialists in the candidate’s field.
(vi) The Personal Statement should generally be 3-4 single-spaced pages, with a maximum of 5 pages.


(3) Teaching Portfolio
(i) A candidate for promotion (or appointment) is expected to submit this element as part of the dossier if currently or previously involved in teaching courses or other instruction and the position being sought will involve instructional responsibilities and/or leadership of an academic or co-curricular program.
(ii) Among the recommended items within the Teaching Portfolio are the following:
· Teaching Statement, including an overview of teaching philosophy and experience
· If included, this document must be signed and dated by the candidate.
· Course materials (e.g., syllabi, sample lecture slides, assignments, and exercises)
· Instructional advancements and innovation
· Experiential learning and external engagement activities connected to instruction
· Invitations to present in a capacity linked to instruction, curriculum, and pedagogy
· Awards for teaching
· Grants for delivery and innovation in instruction, curriculum, and pedagogy
· Learning outcomes assessment materials
· Reflective assessments, such as:
· informal observations of teaching
· self-evaluation of courses
· student comments or letters
This material is distinct from formal peer teaching evaluations (reflected elsewhere).
· Training pertaining to instruction, curriculum, and pedagogy – whether this was taken (i.e., professional development) or delivered by the candidate
(iii) The maximum length of the Teaching Portfolio is strictly limited to 150 pages.
(4) Mentoring, Advising & Research Supervision
(i) Candidates who have been involved in mentoring, advising, and research supervision of students are expected to include relevant information as part of a dossier.
(ii) Certain details should be incorporated into the CV that is submitted for the dossier.
(iii) The candidate can also submit a separate document that augments the information provided within the CV.
· If submitted, this separate document must be signed and dated by the candidate.
· The document should offer an overview of activities and accomplishments, such as:
· contexts of mentoring, advising, and research supervision
· design, leadership, and/or operation of programs of mentoring, advising, and research supervision
· collaboration with mentees and advisees on products
· placement of mentees and advisees in academic and professional positions
· awards for mentoring or advising
· The document should also include the entire CV section on mentoring, advising, and research supervision.
(5) Student Course Experience Data (“Student Course Evaluations”)
(i) This element is expected to be included as part of the dossier if a candidate for promotion (or appointment) is currently or has previously been involved in teaching courses or other instruction and the position being sought will involve instructional responsibilities and/or leadership of an academic or co-curricular program.
(ii) The School will supply an administrator view version (which contains a quantitative summary of students’ responses to close-ended questions) of the official report generated from student course evaluations of courses offered at SPP.
· The candidate can choose to include the instructor’s view of the official report (which contains the qualitative information of detailed students’ comments).
· Note: The University’s preference is to receive the administrator-view reports.
· The candidate is responsible for obtaining and including the administrator view version of the official reports for courses offered in other units of UMD.
· The candidate is responsible for obtaining and including equivalent official reports of student evaluations from courses that were taught at other academic institutions.
(iii) Each student evaluation report should be clearly labeled to indicate the course title, institution, year, and academic term.
(6) Peer Teaching Evaluations
(i) This element is expected to be included as part of the dossier if a candidate for promotion (or appointment) is currently or has previously been involved in teaching courses or other instruction and the position being sought will involve instructional responsibilities and/or leadership of an academic or co-curricular program.
(ii) The School will supply reports of peer teaching evaluations of courses offered at SPP (see Section III for details).
· At least some of the peer evaluations should be conducted prior to the academic year when a candidate is under review for promotion (or appointment).
· The candidate is responsible for obtaining available reports of peer evaluations related to courses offered in other units of UMD.
· The candidate is responsible for obtaining available reports of peer evaluations related to courses that were taught at other academic institutions.
(iv) Each report from a peer teaching evaluation should be clearly labeled to indicate the evaluator’s name and title, course title, institution, year, and academic term.
(7) Supplemental Materials
(i) The University AEP Policy permits a candidate to include supplemental materials as part of the dossier. Supplemental materials are restricted to a total of 150 pages.
(ii) The School delineates supplemental materials into two components:
· Research Portfolio (see below)
· Service Portfolio (see below)
These components purposely correspond to major domains of PTK faculty positions.
(8) Research Portfolio
(i) A candidate for promotion (or appointment) should include a Research Portfolio as part of the dossier if their current or previous roles involved responsibilities related to relevant research and scholarship and/or the position being sought will involve such responsibilities (including research and scholarship that is of a clinical or applied nature or about academic and co-curricular programs).
(ii) Among the suggested items within the Research Portfolio are the following:
· Research Statement, which provides an overview elaborating on aspects such as:
· Areas of specialization
· Initiatives, programs, projects, partnerships, and collaborations
· External and intramural funding
· Original data collection, secondary data compilation, and fieldwork activities
· Productivity, accomplishments, contributions, impact, and innovations
· Dissemination of work in various venues
· Organization of events (e.g., conferences, workshops, symposia, seminars)
· Engagement with communities of policy and practice
· Awards and recognitions
· Active agenda
If included, the Research Statement must be signed and dated by the candidate and is limited to a maximum of 5 pages.
· Representative research products (e.g., publications, presentations, data, tools).
· Candidates should limit to five publications most relevant to qualifications.
· According to the University AEP Policy, a list of products with hyperlinks to access full text is preferred to including entire products as part of the dossier. 
· Reputation of publication outlets.
· Per the University AEP Policy, this item is expected to be added to the dossier during the AEP review process.
· The candidate can assist the AEP Committee by supplying relevant information, drawing on sources such as JCI and Scimago (impact factor, ranking), as well as qualitative assessments for outlets not tracked by such sources.
· Uptake of research.
· The candidate can assist the AEP Committee by supplying relevant information (e.g., citation counts, reads, downloads), detailed by product.
· Other examples of types of evidence itemized in Appendix B.
(9) Service Portfolio
(i) A candidate for promotion (or appointment) should include a Service Portfolio as part of the dossier if their current or previous roles involved relevant service, administration or leadership responsibilities and/or the position being sought will involve such responsibilities (including roles involving service, administration or leadership related to research and scholarship, clinical practice, and academic and co-curricular programs).
(ii) Among the suggested items within the Service Portfolio are the following:
· Service Statement, which provides an overview elaborating on aspects such as:
· Key roles and responsibilities
· Initiatives, programs, projects, partnerships, and collaborations
· Accomplishments and innovations
· Contributions and impact
· Engagement with communities of policy and practice
· Awards and recognitions
If included, the Service Statement must be signed and dated by the candidate and is limited to a maximum of 5 pages.
· Program, Center, and Institute Leadership Impact Statement
· Professional-track faculty whose assigned duties include substantial leadership of a center, institute or academic program are expected to demonstrate effectiveness in that leadership role as part of their promotion case.
· For such faculty, the service portfolio must include a brief “Program Leadership and Impact” statement that:
1. Describes the mission and key activities of the program/center; and
2. Provides evidence, appropriate to the unit, of program quality and success during the review period (e.g., participant enrollment and completion, student or stakeholder outcomes, external evaluations or accreditation, program growth, resource stewardship, external funding, or awards and recognition).
· Merely holding an administrative title (e.g., director, associate director, program director) is not sufficient for promotion. The case for promotion must show that the candidate’s leadership has contributed meaningfully to the program’s quality, impact, or sustainability.
(R) Letter from Supervisor
(1) An option exists for the candidate’s supervisor to submit a letter of evaluation of the candidate.
(i) The supervisor should not submit such a letter if already involved in another formal capacity as part of the AEP review process (i.e., Dean, member of AEP Committee, member of Advisory Sub-Committee) for the candidate’s case.
(2) Within the letter, the supervisor should address the criteria to qualify for promotion, as appropriate to the rank of the title series sought by the candidate.
(3) Within the letter, the supervisor may include an explicit recommendation about whether the request for promotion warrants approval.
(4) The letter should be submitted by the deadline for the candidate to submit their dossier.
(S) Letters from External Evaluators
(1) External evaluations must be conducted and added to a candidate’s dossier for consideration during the AEP review process in each case of promotion (or appointment) to the 2nd or 3rd rank in the following PTK faculty title series:
· Research Professor title series (see Table II-1)
· Research Scholar title series (see Table II-2)
· Research Scientist title series (see Table II-3)
· Clinical Professor title series (see Table II-5)
· Lecturer title series (see Table II-6)
· Faculty Specialist title series (see Table II-7)
(2) Two external evaluations are required in cases of promotion (or appointment) to the 2nd rank.
(3) Three external evaluations are required in cases of promotion (or appointment) to the 3rd rank.
(4) To be eligible, evaluators must meet all the following criteria: 
(i) Relevant expertise to enable effective assessment of the candidate’s qualifications,
(ii) Rank at or above the rank of the promotion (or appointment) the candidate is seeking (or the equivalent status),
(iii) External to the School (evaluators from other units at UMD are permitted), 
(iv) Not a current or recent (within the last five years) collaborator,
(v) Not a colleague (e.g., in the case of a candidate who has an appointment in another unit or is involved in an inter-unit partnership such as a program or initiative).
(5) A candidate for promotion (or appointment) should suggest at least three potential evaluators.
(i) The list of suggestions must accompany the submission of the dossier by the deadline.
(ii) The candidate is expected to provide the name, position, primary affiliation, and email address of each suggested evaluator.
(iii) The candidate must not contact potential evaluators at any point in regards to evaluations, including to solicit evaluations.
(6) The AEP Committee may identify a further list of potential evaluators, in consultation with the Advisory Sub-Committee and School leadership.
(7) The AEP Committee is responsible for making choices of evaluators from among the lists.
(i) At least one of the evaluators must be selected from the candidate’s suggestions.
(8)  At least one letter of evaluation must be obtained from an evaluator external to the University.
(9) Outreach to evaluators occurs in two steps:
(i) The Chair of the AEP Committee approaches each potential evaluator to inquire about availability, using a template letter and providing the School’s Unit Promotion Criteria.
(ii) The Chair of the AEP Committee follows up with each committed evaluator to make a formal request, using a template letter and providing access to the materials necessary to complete a thorough and accurate evaluation:
· Candidate’s dossier
· Information about the candidate’s contractual role(s), duties, and responsibilities 
(10)  The AEP Committee must maintain a log of the correspondence with evaluators.
(11)  Exceptions
(i) If a candidate has a third party program evaluation, that can substitute for a letter of evaluation in fulfilling the requirements.
(ii) A peer teaching evaluation substitutes for a letter of evaluation in fulfilling the requirements for cases of faculty with instructional responsibilities. 
· Faculty in the Lecturer title series are permitted to substitute as many as three peer teaching evaluations.
· Faculty in other PTK title series are permitted to substitute one peer teaching evaluation to fulfill the requirements.
(iii) Letters of reference are permitted to substitute for letters of evaluation in cases of appointment or promotion to Post-Doctoral Associate (see Table II-4) or to the 2nd or 3rd rank within the Lecturer title series (Table II-6) and the Faculty Specialist title series (Table II-7).
· The distinction is that a letter of reference can be obtained from a candidate’s colleague or collaborator, including those within the School.
(T) AEP Review Process
(1) Within the School, the process for reviewing all promotion (and appointment) cases involves multiple steps of consideration of the candidate’s dossier, in the following sequence:
(i) Advisory Sub-Committee
(ii) AEP Committee
(iii) Dean
(2) If the candidate for promotion has another appointment in a unit outside of the School, the AEP Committee must seek input from the other unit prior to making a recommendation on the promotion, and can choose to include an appropriate faculty member from that unit on the Advisory Sub-Committee.
(3) Each of the above steps is expected to involve an independent assessment of the candidate’s qualifications and performance, with reference to:
(i) The dossier materials (including items added as a result of the AEP review process),
(ii) The candidate’s role(s), duties, and responsibilities as specified in their contract(s),
(iii) The criteria for promotion/appointment (see Appendix A and Appendix B).
(4) Assessments of requests for promotion (or appointment), as well as resulting decisions in those cases, cannot be made in relation to a School-wide quota.
(5) The Advisory Sub-Committee may prepare several items (see Section VIII), which are then added to the dossier materials made available to the AEP Committee.
(i) In particular, an Evaluative Report is expected to include a recommendation as to whether the individual should be promoted (or appointed).
(ii) The Advisory Sub-Committee’s review should normally be completed in time to provide all required items to the AEP Committee at the latest by the following dates:
· February 1: request for promotion (or appointment) to 3rd rank in a PTK title series
· April 1: request for promotion (or appointment) to 2nd rank in a PTK title series
(6) The AEP Committee is required to meet, deliberate and vote on the request for promotion (or appointment), and prepare a Meeting Report that summarizes the deliberations and vote, which is then added to the dossier materials made available to the Dean.
(i) A recommendation for promotion (or appointment) requires a positive vote of a majority of the members of the AEP Committee.
(ii) The AEP Committee’s review should normally be completed in time to provide all required items to the Dean at the latest by the following dates:
· February 15: request for promotion (or appointment) to 3rd rank in a PTK title series
· April 15: request for promotion (or appointment) to 2nd rank in a PTK title series
(iii) If the AEP Committee has questions or concerns regarding the items prepared by the Advisory Sub-Committee, the Chair of the AEP Committee can send a request to the Chair of the Advisory Sub-Committee for clarification and/or additional information.
(7) The candidate is entitled to review and verify several items at certain junctures during the AEP review process:
(i) Before initial outreach to evaluators
· School’s Unit Promotion Criteria
· Sample letter to request availability from evaluators
· Sample letter requesting evaluation with supporting materials
· Student Course Experience Data reports
· Peer teaching evaluations
· Program evaluations
(ii) Immediately after the Advisory Sub-Committee completes tasks
· Summary Statement of Professional Responsibilities, Achievements and Impact 
· Reputation of Publication Outlets
The candidate must record on the Candidate Verification Form that they reviewed each item.
(8) The candidate is permitted to prepare and submit a Rejoinder to the Summary Statement.
(i) The purpose of the Rejoinder is only to correct any factual inaccuracies.
(9) The Dean is expected to decide whether or not to support promotion (or appointment), based on the available information in the dossier, and prepare a letter indicating this decision and the rationale.
(i) The Dean receives all the dossier materials, including all items added as a result of the AEP review process.
(ii) If the Dean has questions or concerns regarding the items prepared by the AEP Committee or the Advisory Sub-Committee, the Dean can send a request to the corresponding Chair for clarification and/or additional information.
(iii) The Dean’s review should normally be completed at the latest by the following dates:
· March 1: request for promotion (or appointment) to 3rd rank in a PTK title series
· May 15: request for promotion (or appointment) to 2nd rank in a PTK title series
(iv) Within 14 days of the Dean completing their review, they must notify the candidate with a summary of the outcomes of the reviews within the School.
(10)  The next steps depend on the outcomes of the reviews with the School, as well as the rank of the position requested in a promotion (or appointment): 
	Rank in Title Series 
of Position Requested
	Review Outcomes
	Next Step

	3rd rank
	Both Dean and AEP Committee support
	Request proceeds to campus-level AEP Review Committee

	
	Either Dean or AEP Committee supports
	Request proceeds to campus-level AEP Review Committee

	
	Neither Dean nor AEP Committee supports
	Request is not approved, subject to UMD OFA’s examination of due process compliance

	2nd rank
	Both Dean and AEP Committee support
	Request moves to OFA for certification

	
	Only Dean supports
	Request moves to OFA for certification

	
	Only AEP Committee supports
	Request is not approved, subject to UMD OFA’s examination of due process compliance

	
	Neither Dean nor AEP Committee supports
	Request is not approved, subject to UMD OFA’s examination of due process compliance



(11) The Associate Dean for Research and Faculty Affairs is responsible for preparing the package of the candidate’s materials, according to the requirements stipulated in the University AEP Policy, and transmitting to UMD OFA.
(12) Approval of a request for promotion (or appointment) to the 3rd rank in a PTK title series requires review by the campus-level AEP Committee, as well as the approval of the Provost.
(13) Approval of a request for a promotion (or appointment) to the 2nd rank in a PTK title series requires examination by UMD OFA for due process compliance.
(14) In the event that a candidate’s request for promotion (or appointment) is not approved at the School level, the case will be reviewed by the Associate Provost for Faculty Affairs to ensure that the candidate has received substantive and procedural due process.
(i) According to the University AEP Policy, a violation of substantive due process arises when the decision was based on any of the following:
· illegal or constitutionally impermissible characteristic of the candidate (e.g., gender, race, age, nationality, disability, sexual orientation),
· candidate’s exercise of constitutionally protected First Amendment freedoms (e.g., freedom of speech),
· erroneous information,
· misinterpretation of information, or
· a clear inconsistency with the dossier materials.
(ii) According to the University AEP Policy, a violation of procedural due process arises when a decision was negatively influenced by a failure during the AEP review process to:
· take a procedural step established in the School’s AEP Policy, or 
· fulfill a procedural requirement established in the School’s AEP Policy.
(iii) If the Associate Provost for Faculty Affairs determines that a violation of due process has occurred, the candidate’s case will be remanded to the School for reconsideration.
(iv) In the event of a determination that no violation of due process has occurred, the Associate Provost for Faculty Affairs will notify the School, certifying this determination.
· The Dean will then notify the candidate about the final decision on the request for promotion (or appointment).
(15) In the case of a negative outcome, the candidate may submit a request for appeal to the Associate Provost for Faculty Affairs.
(i) The request must be submitted within 60 days of notification about the final decision on the request for promotion (or appointment).
(ii) The request must be submitted in writing.
(iii) The request must detail the basis for the appeal and evidence to support the claims.
(iv) The appeal must be based on substantive and/or procedural due process grounds.
· Appeals cannot be made on any other basis.
· Violations occurring prior to the review process are not a basis for an appeal.
(16) If the request to appeal is granted:
(i) The candidate will have an additional 60 days within which to submit materials related to the case to the Associate Provost for Faculty Affairs.
(ii) The appeal will be reviewed by a campus-level AEP Appeals Committee established by the UMD OFA.
(U) The Dean is responsible for communicating the final decision on promotion (or appointment) to the candidate, in writing.
(V) Promotions, once approved, may not be rescinded.
(W) Promotions will typically be effective on July 1 following the completion of the AEP review cycle.
(X) Upon promotion, the PTK faculty member’s base 100% FTE salary rate is expected to increase, subject to State budget constraints and directives from USM.
(1) On an annual basis, the School will set minimum increases in salaries for promotion to different PTK faculty ranks.
(2) Every effort will be made to have salary increases for promotions of PTK faculty comparable to salary increases for TTK promotions.
(3) Every effort will be made to achieve salaries for PTK faculty that are professionally appropriate and competitive, to the extent allowed by available fiscal resources. 
(Y) A negative decision regarding promotion does not preclude the following:
(1) Continuing an existing appointment for the remainder of the effective term.
(2) The possibility of a renewal of the existing PTK appointment.
(3) Reinitiating a request for promotion in a subsequent AEP review cycle.
SECTION VII. APPOINTMENT OF EMERITA/EMERITUS PROFESSIONAL TRACK FACULTY
(A) The process for consideration of a PTK faculty member (subject to meeting eligibility requirements as specified in Table II-9) to receive Emerita/Emeritus status involves the following steps:
(1) The candidate submits a formal letter of resignation and retirement to the Dean of SPP (copying the SPP Associate Dean for Research & Faculty Affairs).
(i) The letter of resignation should ordinarily be submitted during the last academic semester prior to the intended date of retirement.
(ii) The letter should state the intended date of retirement.
(iii) The letter may result in documentation of an approved retirement agreement between the faculty member and SPP.
(2) The candidate meets with the University Benefits Office regarding plans for retirement.
(i) The University Benefits Office prepares and provides to the candidate a memo confirming that the faculty member met with them about plans for retirement.
(3) The candidate submits to the SPP Associate Dean for Research & Faculty Affairs a package to request Emerita/Emeritus status, consisting of the following items:
(i) Cover letter that formally communicates the request.
(ii) Letter of resignation and retirement.
(iii) Memo from the Benefits Office.
(iv) Personal statement (maximum of 5 pages) with candidate’s overview of significant accomplishments in the domains of Research & Scholarship, Teaching, and/or Service, Administration & Leadership.
(v) CV (signed and dated by candidate).
These submitted items comprise the candidate’s initial dossier.
(4) The SPP Associate Dean for Research & Faculty Affairs (with assistance from administrative leadership of SPP) compiles the following items:
(i) Documentation to substantiate that the candidate has accumulated the equivalent of 10+ years of full-time service as faculty at UMD.
· Any periods of service at less than full-time status should be addressed, with explanation of conversion of service to an equivalent of full-time status.
· For example, two years at a 50% level of effort equates to one year of full-time status.
(ii) Documentation (excerpted from employment contracts or other official material) of candidate’s roles, duties, and responsibilities covering the period as faculty at UMD.
(iii) Approved retirement agreement (if applicable).
These compiled items are added to the candidate’s dossier.
(5) If the candidate’s primary appointment has been in a Center/Institute within SPP, the SPP Associate Dean for Research & Faculty Affairs shares the dossier materials with the relevant Director of the Center/Institute.
(i) The Center/Institute Director reviews the dossier and prepares a Secondary Unit Head’s Letter assessing the candidate’s service and accomplishments as a basis of conferring Emerita/Emeritus status.
(ii) As part of the letter, the Center/Institute Director should include an explicit recommendation about whether or not to confer Emerita/Emeritus status.
(iii) The Secondary Unit Head’s Letter is added to the candidate’s dossier.
(6) If the candidate has another appointment in a unit outside of SPP, the SPP Associate Dean for Research & Faculty Affairs shares the dossier materials with the relevant unit head (e.g., School/College Dean, Department Chair).
(i) The unit head reviews the dossier and prepares a Secondary Unit Head’s Letter assessing the candidate’s service and accomplishments as a basis of conferring Emerita/Emeritus status.
(ii) As part of the letter, the unit head must include an explicit recommendation about whether or not to confer Emerita/Emeritus status.
(iii) The Secondary Unit Head’s Letter is added to the candidate’s dossier.
(7) The SPP Associate Dean for Research & Faculty Affairs shares the full dossier materials with the SPP AEP Committee.
(8) The SPP AEP Committee reviews the dossier and prepares a Committee Report assessing the candidate’s service and accomplishments as a basis of conferring Emerita/Emeritus status.
(i) The report must include an explicit recommendation about whether or not to confer Emerita/Emeritus status.
· Such a recommendation to confer Emerita/Emeritus status requires a positive vote of a majority of the members of the SPP AEP Committee.
(ii) The AEP Committee report is added to the candidate’s dossier.
(9) The SPP Associate Dean for Research & Faculty Affairs shares the dossier materials with the Dean of SPP.
(10)  The Dean of SPP reviews the dossier and prepares a Dean’s Letter assessing the candidate’s service and accomplishments as a basis of conferring Emerita/Emeritus status.
(i) The letter must include an explicit recommendation about whether or not to confer Emerita/Emeritus status.
(ii) The Dean’s Letter is added to the candidate’s dossier.
(11)  The SPP Associate Dean for Research & Faculty Affairs prepares the transmittal form with corresponding dossier materials and submits electronically to the Provost’s Office for purposes of the further stage of review.
(12)  The Dean is responsible for making the final decision about the requested appointment to Emerita/Emeritus status and communicating it to the candidate, in writing.
SECTION VIII. COMPOSITION AND RESPONSIBILITIES OF AEP COMMITTEE
(A) The School will maintain an AEP Committee, consisting of three faculty members.
(1) At least two PTK faculty members, with the option of one TTK faculty member.
(2) One member may be appointed by the Dean to serve as Chair of the Committee.
(3) Each member of the committee shall be a full voting member.
(4) Each member of the AEP Committee shall serve a three-year term.
(B) In order to be eligible to serve on this committee,      
(1) A faculty member’s position must be at the 3rd rank (“full”) in a PTK or TTK title series.
(2) A faculty member must hold at least a 50% appointment in the School.
(C) All members of the AEP Committee are elected by the Faculty Committee.
(1) In order to be eligible to vote to select a member of this committee, a faculty member must hold at least a 50% appointment in the School.
(D) In the case of a vacancy, the replacement shall be selected by the same process indicated above.
(E) PTK faculty members serving on the committee will have that service recognized by the School, counting towards service commitment.
(F) The AEP Committee is responsible for:
(1) Offering expertise about applicable University and SPP AEP policies to the SPP community, including in relation to:
(i) Providing guidance to the School leadership, Centers/Institutes, programs, search committees, and hiring officials that contributes to recruitments of PTK faculty, for example with respect to the language about qualifications and responsibilities that is reflected within job advertisements; criteria and procedures for assessment of candidates’ applications; and determinations about the title series and ranks of appointments.
(ii) Supporting the School, Centers/Institutes and programs with onboarding of new PTK faculty.
(iii) Supporting mentoring, peer teaching evaluation, and other assessment of PTK faculty.
(iv) Consulting with individual PTK faculty about professional development, career trajectories, and preparations to be reviewed for promotion.
(2) Liaising, through the Associate Dean of Research and Faculty Affairs, with the University’s Office of Faculty Affairs to:
(i) Maintain an appropriate understanding about the latest University AEP Policy.
(ii) Help represent the interests of SPP in offering inputs about University AEP Policy.
(iii) Help ensure compliance of the SPP AEP Policy with the University AEP Policy.
(iv) Help address issues with respect to the implementation of the University AEP Policy and the correspondence between the SPP AEP Policy and the University AEP Policy.
(3) Overseeing and implementing review processes related to requests for:
(i) New appointments of PTK faculty (see Section III).
(ii) Promotions of existing PTK faculty (see Section VI).
(iii) Emerita/Emeritus status of existing PTK faculty (see Section VII).
(G) At the start of each annual cycle, the SPP AEP Committee will receive a formal charge from the University’s Office of Faculty Affairs and the SPP Chief Access and Success Officer (who is responsible for coordinating this step).
SECTION IX. COMPOSITION AND RESPONSIBILITIES OF ADVISORY SUB-COMMITTEES
(A) The Associate Dean of Research and Faculty Affairs, in consultation with the AEP Committee, will typically appoint an Advisory Sub-Committee for each case of a PTK faculty member requesting promotion or appointment to the 2nd or 3rd rank in a title series.
(1) The Advisory Sub-Committee should consist of three faculty members.
(i) All members of the Sub-Committee should have relevant expertise to review the record of the specific PTK faculty member requesting promotion or appointment.
(ii) At least two of the members of the Sub-Committee must be PTK faculty.
(iii) All of the members should be at or above the rank (in the same PTK title series or the equivalent in another PTK title series or in the TTK series) being sought by the candidate.
(iv) One member of the Sub-Committee can also be a member of the AEP Committee.
(v) One member of the Sub-Committee can be a relevant faculty member from another unit if the AEP Committee deems that circumstances warrant the arrangement in order to conduct an appropriate evaluation of the candidate.
· Examples include a candidate for promotion having another appointment in a unit outside of the School, or a candidate for appointment in the School being due to have another appointment in a unit outside of the School. In these and similar circumstances, adding a committee member from another unit within the University might provide relevant expertise, while also reducing the burden on SPP faculty.
(vi) All members have equal status in terms of a Sub-Committee’s outputs and recommendation.
(2) The Associate Dean of Research and Faculty Affairs should designate one of the members of the Advisory Sub-Committee to serve as the Chair.
(i) (Per the University AEP Policy) In the case of a PTK faculty member whose position and/or primary responsibilities are within a Center/Institute, the Director of the Center/Institute or their designee should typically serve as the Chair of the Advisory Sub-Committee (regardless of whether the Director or designee is a PTK or TTK faculty member).
(ii) Otherwise, the Chair should be a PTK faculty member.
(B) The Advisory Sub-Committee is responsible for conducting an initial review of the request for promotion or appointment.
(1) Based on the review, the Advisory Sub-Committee should produce the following items:
(i) Summary Statement of Responsibilities, Achievements, and Impact
(ii) Evaluative Report
(iii) Reputation of Publication Outlets [if applicable]
(iv) Credentials of Evaluators
(2) The Advisory Sub-Committee does not vote on the request for promotion or appointment, but is expected to indicate within the Evaluative Report a recommendation about the case.
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(H) The SPP Chief Access and Success Officer will give a formal charge to each Advisory Sub-Committee before the Sub-Committee commences the review process on a given appointment or promotion case.



	APPENDIX A. QUALIFICATIONS/CRITERIA FOR APPOINTMENT, REAPPOINTMENT, AND PROMOTION

	Group 1. PTK Faculty with Duties Primarily in Research and Scholarship

	1st rank: Assistant Research Professor
	2nd rank: Associate Research Professor
	3rd rank: Research Professor

	1st rank: Assistant Research Scholar
	2nd rank: Associate Research Scholar
	3rd rank: Research Scholar

	1st rank: Assistant Research Scientist
	2nd rank: Associate Research Scientist
	3rd rank: Research Scientist

	Group 2. PTK Faculty with Duties Primarily in Clinical Teaching and Scholarship

	1st rank: Assistant Clinical Professor
	2nd rank: Associate Clinical Professor
	3rd rank: Clinical Professor

	Group 3. PTK Faculty with Duties Primarily in Teaching (Instructional)

	1st rank: Lecturer
	2nd rank: Senior Lecturer
	3rd rank: Principal Lecturer

	Group 4. PTK Faculty in Additional Ranks

	1st rank: Faculty Specialist
	2nd rank: Senior Faculty Specialist
	3rd rank: Principal Faculty Specialist

	CATEGORY
Type
Rank
	GROUP 1
	GROUP 2
	GROUP 3
	GROUP 4

	QUALIFICATIONS

	Academic Degree

	· 1st rank
	Hold the terminal degree for practice in the discipline.
	Hold the terminal degree for clinical practice in the discipline.
	Hold a Master’s degree in the field of instruction or a related field, or equivalent professional experience in the field of instruction.
	Hold a Bachelor’s degree in a relevant area.

	· 2nd rank
	Same as 1st rank
	Same as 1st rank
	Same as 1st rank
	Hold a Master’s degree or have at least 3 years full-time experience as a Faculty Specialist (or similar appointment at another institution), or its equivalent.

	· 3rd rank
	Same as 1st rank
	Same as 1st rank
	Same as 1st rank
	Hold a Ph.D. or have at least 5 years of full-time experience as a Senior Faculty Specialist, or its equivalent.

	Professional Experience

	· 1st rank
	Have at least 2 years research or professional experience in appropriate area(s).
	Have at least 3 years’ experience in professional practice.
	Entry-level position. Experience desirable, but not necessary to qualify for position.
	Entry-level position. Experience desirable, but not necessary to qualify for position.

	· 2nd rank
	Have at least 5-7 years research or professional experience in appropriate area(s).
	Have at least 5-7 years’ experience and currency in professional practice.
	Have at least 5-7 years’ experience in scholarship or professional practice in appropriate area(s).
	Hold a Master’s degree or have at least 3 years full-time experience as a Faculty Specialist (or similar appointment at another institution), or its equivalent.

	· 3rd rank
	Have at least 7-10 years research or professional experience in appropriate area(s).
	Have at least 7-10 years’ experience and currency in professional practice.
	Have at least 7-10 years’ experience in scholarship or professional practice in appropriate area(s).
	Hold a Ph.D. or have at least 5 years of full-time experience as a Senior Faculty Specialist, or its equivalent.

	TEACHING

	Professional Expertise

	· 1st rank
	Evidence of teaching ability (for Assistant Research Professor).
	Have a record of success in clinical practice, teaching, or training.
	Have a demonstrated potential for success in teaching.
	Show potential for excellence in the administration and/or management of academic or research programs.

	· 2nd rank
	· Demonstrate an excellent record of teaching ability (for Associate Research Professor).
· Demonstrate successful record of directing others (e.g., other professionals, graduate students, interns) in professional activities in the field.
	· Demonstrate an excellent record of clinical teaching ability.
· Have extensive successful experience in clinical practice in a field of specialization.
· Demonstrate successful record of directing others (e.g., other professionals, graduate students, interns) in clinical activities in the field.
	· Demonstrate an excellent record of teaching ability.
· Demonstrate successful record of directing others (e.g., other professionals, graduate students, interns) in professional activities in the field.
	· Show superior ability to administer academic or research programs, as evidenced by successfully discharging responsibilities such as those of the Faculty Specialist.

	· 3rd rank
	· Established outstanding regional and national reputation among colleagues for excellence in teaching and practice within the profession.
· Promote expertise among junior PTK members through mentorship.
	· Demonstrate a superior record of clinical teaching ability.
· Established outstanding regional and national reputation among colleagues for excellence in clinical teaching and practice within the profession.
· Promote expertise among junior clinical faculty members through mentorship.
	· Demonstrate a superior record of teaching ability.
· Established outstanding regional and national reputation among colleagues for excellence in teaching and research or practice within the profession.
· Promote expertise among junior faculty members through mentorship.
	· Proven record of excellence in managing and directing an academic or research program.

	
	Applying Research
to Practice
	Bridging Teaching
to Practice
	Other Teaching
	Other Teaching

	· 1st rank
	Demonstrate awareness of research findings and other curricular information for practice.
	Demonstrate potential to integrate classroom instruction and training in clinical practicum settings.
	See Groups 1 and 2 for other Types as appropriate.
	See Groups 1 and 2 for other Types as appropriate.

	· 2nd rank
	Reliably and consistently translate research findings and other curricular information into practice.
	Consistently work with the tenure-track faculty to integrate classroom instruction and training in practical settings.
	See Groups 1 and 2 for other Types as appropriate.
	See Groups 1 and 2 for other Types as appropriate.

	· 3rd rank
	Actively apply cutting edge research findings and other curricular information into practice.
	[bookmark: _1jrnfi1ew0n2]Consistently demonstrate leadership and innovation in integrating classroom instruction and training in practical settings.
	See Groups 1 and 2 for other Types as appropriate.
	See Groups 1 and 2 for other Types as appropriate.

	SCHOLARSHIP
	RESEARCH SCHOLARSHIP
	CLINICAL SCHOLARSHIP
	RESEARCH SCHOLARSHIP

	Professional Scholarship, Leadership, and Service

	· 1st rank
	Participate within the profession (member of professional organizations).
	Participate within the profession (member of professional organizations).
	Participate within the profession (member of professional organizations).
	Participate within the profession (member of professional organizations).

	· 2nd rank
	Contribute to the profession by sharing expertise with other professionals.
	Contribute to the profession by sharing clinical expertise with other professionals.
	Contribute to the profession by sharing expertise with other professionals.
	Contribute to the profession by sharing expertise with other professionals.

	· 3rd rank
	Demonstrate a significant record of scholarly activity, service, and leadership within the profession.
	Demonstrate substantial record of scholarly or practice activity, service, and leadership within the profession.
	Demonstrate substantial record of scholarly/creative activity, service, and leadership within the profession.
	Demonstrate substantial record of scholarly/creative activity, service, and leadership within the profession.

	Scholarly Works

	· 1st rank
	Show evidence of proficiency and potential to conduct independent scholarly research.
	
	
	

	· 2nd rank
	Have a record of producing scholarly works with impact.
	
	
	

	· 3rd rank
	Have a substantial record of producing scholarly research with impact, resulting in a national scholarly reputation.
	
	
	

	SERVICE AND LEADERSHIP

	Service, Administration, and Leadership Supporting the Mission of School or Center.

	· 1st rank
	Demonstrates potential to support the overall mission of the School or center.
	Demonstrates potential to support the overall mission of the School or center.
	Demonstrates potential to support the overall mission of the center and School center.
	Demonstrates potential to support the overall mission of the center and School center.

	· 2nd rank
	Provide consistent support for the overall mission of the School or center.
	Provide consistent support for the overall mission of the School or center.
	Provide consistent support for the overall mission of the center and School.
	Provide consistent support for the overall mission of the center and School.

	· 3rd rank
	Achieved unmistakable recognition for service, administration, or leadership in ways that contribute substantially to the overall mission of the School or center.
	Achieved unmistakable recognition for service, administration, or leadership in ways that contribute substantially to the overall mission of the School or center.
	Achieved unmistakable recognition for service, administration, or leadership in ways that contribute substantially to the overall mission of the program or center and School.
	Achieved unmistakable recognition for service, administration, or leadership in ways that contribute substantially to the overall mission of the program or center and School.

	Service and Leadership to the School, University, Community, and Beyond (regional, national, international)

	· 1st rank
	Support the basic functions of the School or center by service on School or center committees.
	Support the basic functions of the School or center by service on School or center committees.
	Support the basic functions of the School or center by service on School or center committees.
	Support the basic functions of the School or center by service on School or center committees.

	· 2nd rank
	Consistently support the functions of the School or center through administrative responsibilities, service on School/campus committees, and/or special projects.
	Consistently support the functions of the School or center through administrative responsibilities, service on School/campus committees, and/or special projects.
	Consistently support the functions of the program through administrative responsibilities, service on center/School/campus committees, and/or special projects.
	Consistently support the functions of the program through administrative responsibilities, service on center/School/campus committees, and/or special projects.

	· 3rd rank
	Substantive and sustained record of effective leadership and service (beyond the program), for example, to the School, the University, the community, regionally, nationally, and internationally.
	Substantial and sustained record of effective leadership and service (beyond the program), for example, to the School, the University, the community, regionally, nationally, and internationally.
	Substantial and sustained record of effective leadership and service (beyond the center), for example, to the School, the University, the community, regionally, nationally, and internationally.
	Substantial and sustained record of effective leadership and service (beyond the center), for example, to the School, the University, the community, regionally, nationally, and internationally.

	NOTES

	* See Appendix B for an extensive list of sample evidence for professional productivity, scholarship, and service.





	APPENDIX B. EVIDENCE USED TO EVALUATE PERFORMANCE OF PTK FACULTY
PTK faculty in the School demonstrate professional productivity in many possible ways. Please note, this table is meant to provide an illustrative list of potential evidence used to evaluate (and demonstrate) performance. Different faculty with different titles, roles, duties and responsibilities will exhibit performance in different ways.  The ordering does not reflect a weighting of types or items of evidence.

	CATEGORY/Type/Activity

	SCHOLARSHIP & CREATIVE ACTIVITIES

	Research projects 

	· Innovation/initiation of new research projects

	· Securing external support for research projects

	· Collaboration with other faculty members on published research endeavors

	· Participation on policy advisory committees

	· Service in a supportive, advisory, or supervisory role on student research projects

	Presentations at professional or scholarly meetings or conferences 

	· Presentations at local, state, regional, national, and international meetings and conferences

	· Presentations, briefings, and workshops offered for professional practitioners

	· Invited talks at professional meetings and workshops

	· Professional consultation

	Publications 

	· Publication of books

	· Publication of reports, policy briefs, articles, op-eds, and other materials written for policy audiences

	· Publications in peer-reviewed or non-peer-reviewed journals and edited volumes

	· Publications in peer-reviewed or non-peer-reviewed journals, as specified by the department, that discuss professional techniques/practice, methods of or standards in practice

	· Publication of handbooks, textbooks, or chapters in textbooks

	· Production of videos or other multimedia materials

	· Production of videos or other multimedia materials on instruction

	· Technical reports

	Editorial contributions

	· Review of articles submitted to professional journals

	· Review of textbook/chapter materials

	· Review of working papers, policy briefs, and other research center publications

	· Review of commercial products

	Evidence of public policy impact

	· Media appearances

	· Consulting with governments or nonprofit entities

	· Legislative testimony or similar appearances

	Awards/Honors

	· Awards and honors from professional organizations

	

	TEACHING

	Curricular/program development

	· Developing new or revised courses

	· Development of innovative content in professional instruction

	· Incorporation of technology into professional training

	· Creative contributions to learning outcomes in professional education

	Teaching excellence

	· Effective teaching experience through:
· Course evaluations, other student or alumni feedback;
· Development of innovative and effective instructional methods for teaching in the professional setting;
· Coverage of current information in ways that foster critical thinking and motivate independent learning as well as the translation of research into practice;
· Other direct contributions to classroom instruction (e.g., guest lectures, partial or full responsibility for a course).

	Awards/honors

	· Awards and honors for teaching from the program, School, University, or professional organizations

	SERVICE

	Administrative activities

	· Policies and procedures development

	· Supervision of graduate assistants

	· Marketing/recruitment/admission

	· Service on search committees, APR committee, or other School committees

	Community service activities

	· Professional consultation

	· Outreach activities to service organizations, civic groups and governmental agencies

	· Promoting distinction of the department through collaboration on service projects with outside agencies

	Contributions to professional organizations (committees, officer, etc.)

	· Service on international, national, state, or local advisory boards

	· Contributions to professional organizations through membership on committees and leadership positions

	Leadership/contributions to the School or other University units

	· Taking a leadership role over time in refining and enhancing the department’s overall teaching and curriculum

	· Mentoring of junior PTK faculty

	· Facilitation of gifts, grants, or contracts that support the School’s mission

	Awards/honors

	· Awards and honors for service






[bookmark: _udpss0rwr8bl]Procedure for Appointment of Visiting Faculty, Postdoctoral Fellows or Faculty Affiliates 
Published: June 13, 2018

Each year the School of Public Policy gets numerous requests from scholars to be appointed as Visiting Professors, Postdoctoral Fellows or Faculty Affiliates. The purpose of this document is to outline a procedure for the consideration and disposition of these requests. 

Visiting Faculty or Postdoctoral Fellows 
Requests for such appointments usually are initiated in two ways. First, they may come in from the prospective scholar to individual faculty members or to the Dean’s office. Second, they may be initiated by someone within the School. 

If a given faculty member supports the appointment of an individual as either a Visiting Scholar of a Postdoctoral Fellow, (s)he should forward that request to the Senior Associate Dean. The Senior Associate Dean will also manage those requests that have come directly to the Dean’s office. All requests will be forwarded by the Senior Associate Dean to the Dean with a recommendation. The final decision on whether to issue an invitation for such an appointment rests with the Dean. The Dean will typically make such decisions in February of the year preceding the year in which the appointment would be made. Given this timeframe for decision, the deadline for requests to be forwarded to the Senior Associate Dean will be January 31. 

Any request being forwarded for action shall include the following: 
· The name and brief background (along with a resume or curriculum vita) of the individual being considered; 
· The duration of the proposed appointment; 
· A summary of the research project or other work that the individual is proposing to do; 
· A discussion of the benefit that the project or activity will bring to the School; 
· A listing of the faculty member(s) who propose to supervise or collaborate with the individual while they are visiting the school; and 
· The financial and administrative (facility and other costs) implications of the appointment, including the source of funding any costs. 

The Dean shall notify both the individuals making such requests and any requesting faculty member by March 1 of the year before the appointment is made.

Faculty Affiliates 
The School, or individual units within the School (for example, research institutes or centers) may wish to appoint individuals as faculty affiliates. Such affiliates, whether proposed by a center or by a faculty member who is not affiliated with a center, will be considered affiliated faculty members of the School, and such affiliations must be approved by the Dean. Prior to the Dean acting on the proposed affiliation, the candidates for affiliation should be presented to the Faculty Committee, which will make a recommendation to the Dean. 

The specific process would proceed as follows: 

1. Any faculty member, or the Dean, who wishes to propose that an individual for possible affiliate status, should forward the request to the Senior Associate Dean, with a justification for the granting of affiliate status. The justification would include a specific discussion of the reason for the proposed affiliation, including the benefits that it would bring to the School and/or units within the School. The request would also include a resume or curriculum vita of the individual being proposed. 

2. Normally such requests would be considered twice per year—once in the Fall (October 1 deadline for forwarding to the Senior Associate Dean) and once in the Spring (March 1 deadline). 

3. If the individual in question is to be appointed only as an affiliate of a requesting unit within the school (for example, a research center) input to the Dean’s decision will be provided by email. The Dean will provide the faculty at least one week for the faculty to provide input prior to making a decision on whether to approve the appointment. The Dean will notify the requesting unit head of the decision, and (if the appointment was approved) the unit head will invite the prospective affiliate faculty member to join the faculty. 

4. For appointments to the School faculty, the faculty will typically consider the proposed appointments at the November and April faculty meetings, and will make a recommendation to the Dean. For these School appointments, the Dean will forward a summary of the requests to be considered to the faculty, at least one week in advance of the scheduled faculty meeting. Once the discussion has occurred at the faculty meeting, the Dean will make a decision concerning whether to or not to approve the affiliation, and will notify the requesting faculty member(s) of the decision. If an affiliation has been approved, the Dean will be responsible for contacting the affiliated faculty member and providing official notification of the decision. 

5. Appointments will specify the time period of the appointment. Appointments will normally be for multiple years (for example, three years or five years) and reappointment, if desired, will follow these same procedures.
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The purpose of this document is to outline procedures to be followed by faculty search
committees (for all tenure track and selected professional track positions) at the University of
Maryland School of Public Policy. These steps follow the process from the point at which a
search committee has been appointed by the Dean, through the process of advertising the
position, and ultimately to campus visits and recommendations to the Dean of individuals who
might ultimately be offered positions.

1. Charge Meeting
After the Dean has appointed the committee, a charge meeting is held during which the
committee receives a charge both from the Dean and from the school’s equity officer. After
receiving this charge, the committee should discuss elements to be included in the draft
advertisement of the position. This meeting would typically be scheduled for one hour if it
is only intending to receive the charge, and two hours if it intends also to discuss the draft
announcement. All members of the search committee, the Dean (or, in some cases, the
Dean’s representative), and the equity administrator should be in attendance. The
committee will designate one of its members as the committee diversity officer. It will be
the job of the diversity officer to promote attention to the enhancement of faculty diversity
in the committee’s deliberations and decisions throughout the entire search process.

2. Development of Job Advertisement
Subsequent to this meeting, the committee chair will create the job announcement and send
the draft to the committee for input. Once the committee is satisfied with the announcement,
the committee chair will forward the draft to the faculty committee (defined by the School’s
Plan of Organization) and the Dean for comment. The committee will consider this
feedback and revise the advertisement, as appropriate.

3. Search and Selection Plan
Once the advertisement has been finalized, the search chair and search coordinator will
work together to complete the search and selection plan. It will include quorum, voting
procedures, and list the advertising outlets to be used.

4. ETerp
Once the search and selection plan is complete, the search chair or search coordinator sends
it to the HR Coordinator. The coordinator will create the position (step 1). From there, it
moves through a series of approvals (step 2). Once approved, it will be posted to the web
by the eTerp Service Center. The creation and approval process can take up to two weeks
once the search and selection plan is complete. The committee should keep in mind, when
developing the search and selection plan, that the best consideration date should be set at a
time that would allow 4 to 6 weeks for the job to be posted.

5. Ads Published
Once the position has been posted to the web, it may be distributed by committee/faculty and ads may be placed in advertising outlets. The search coordinator will post ads to
outlets listed in the search and selection plan. This usually takes about a week. The search
chair will forward the final advertisement to the entire faculty, encouraging them to
contact any individuals or networks to encourage applications from qualified candidates.

The search committee should reach out broadly to ensure a diverse set of applicants. It is
not acceptable for a search committee to passively wait for applications. This is especially
the case with potential candidates who would enhance the diversity of the school’s
faculty. If a strong candidate is brought to the attention of the search committee,
especially one who would enhance the diversity of the faculty, it is incumbent on the
search committee to take proactive steps to encourage the candidate to apply (which
might involve asking another member of the school faculty to encourage the candidate to
apply). If there is some doubt about the fit between a candidate who would add diversity
to the faculty and the parameters of a search, the committee again is expected to
proactively work to find out whether the potential would be appropriate for the search.

6. Committee Meetings to Narrow Pool
Once the best consideration date has passed, and applications are reviewed, the search
committee will meet to narrow down the applications to a list for a preliminary interview,
which may be conducted over the phone or in person (for example, at professional
conferences). The process for doing this may differ by committee, but should be the same
for all candidates within a search. One useful procedure might be to ask each committee
member to rate applicants prior to the meeting. The search chair could then summarize
those ratings, which could make for a more efficient process of selecting the ultimate
candidates for these preliminary interviews. There is no set number of candidates that should
be interviewed at this stage, but there probably should be two to three times the number of
individuals interviewed as the committee intends to invite to campus.

If the pool of applicants is especially weak, or lacks the desired diversity, the search
committee should consider which the parameters of the search have been defined too
narrowly, or if in considering candidates they have taken an overly narrow approach. In
this situation, it can be that there is a decision to be made between proceeding with weak
candidates and broadening the search to consider candidates who were not originally
thought to fit the parameters of the search. In no instance should a search committee invite
to campus a candidate unless the committee believes that the candidate is qualified for the
position, and (in the case of a tenure track candidate) would be a strong candidate for
promotion and tenure. Once the list for preliminary interviews has been compiled, it should
be sent to the equity administrator, who will evaluate the list for diversity and then forward
the findings to the Dean. Only after the Dean approves the short interview list should these
interviews be scheduled. The search chair will also work with the members of the committee
to develop an agreed upon set of interview questions.

Note: All committee meetings should have minutes, including a specific record of decisions
made, and votes, if any are held.

7. Preliminary Interviews
These interviews do not need to include all committee members, but each interview should
include a similar number of committee members. The search chair will work with the search coordinator to arrange times for interviews with committee members and contact
the candidates to schedule the conversations.

To keep these interviews equitable, all candidates should be asked the same questions.
Follow up questions are permitted. Each interview should be summarized and the notes
shared with all committee members.

8. Committee Meeting to Determine Campus Visit List
Once all preliminary interviews are complete, the search committee will meet again to
decide which candidates will be invited to campus. At this meeting, a formal vote should
be taken by the committee specifying the list of invitees. There is no required number for
campus invites, but absent some compelling reason, four people is a reasonable target
when recruiting for a single position. Once this list is complete, it should again be sent to
the equity administrator (by changing their status in eTerp to “Finalist—send to Equity
Admin for approval”) and the hiring official to evaluate for equity and diversity. Once
the list is approved, the search chair will contact the candidates to invite them to campus.
In no situation is the search chair to initiate a campus visit without agreement of the
committee.

9. Campus Visit Preparation
The search chair contacts the candidates and invites them to campus. The search
coordinator will then work with the candidate to schedule the visit.

The search coordinator will need to get a W‐9 and preferred airport from each candidate
before completing a Travel Authorization Request (TAR). Once the TAR is approved, the
candidate or program management specialist may call the university travel agency to book
flights. The search coordinator is responsible for making hotel reservations. All
candidates, even those who are local, should be extended the opportunity to stay in a hotel
the night before the on campus interview.

Search committee members will take the candidate to dinner (normally, the night before)
and lunch the day of their interview. There should be at least two committee members
present for each meal.

Students should have the opportunity to meet with candidates while they are on campus.
The search chair should contact the PSGA president to coordinate these meetings. The
PSGA president should be encouraged to involve students at all levels—undergraduate,
master’s, and PhD—in meetings with the candidates.

A Doodle poll will be sent out to faculty members to set up individual meetings with
the candidates. Faculty should hold on their calendars the times they indicated as
available. The finalized schedule will be sent to faculty, staff, and students as soon as
possible, but no later than two days before the visit.

The rest of the visit can be coordinated by using the attached checklist.

10. The Campus Visit Itself
If the dinner is off campus, a member of the search committee usually picks the candidate
up and brings them to dinner. If this is not possible, alternate arrangements can be made.
A committee member should use a personal credit card to pay for dinner and return the credit card slip and itemized receipt to the search coordinator to process for
reimbursement.

The search chair, or other designated committee member, usually brings the candidate to
campus the morning of their visit. If the candidate is leaving for the airport immediately at
the end of the day, they should bring their luggage with them where it will be held until
the end of the day. At the end of each meeting, the faculty member will take the candidate
to their next meeting.

Students have an opportunity to meet with the candidate. The candidate should also meet
with the Dean and/or the Senior Associate Dean in an individual (1:1) meeting as a part of
the visit.

Job talks occur from 12:00‐1:15 pm, with lunch with committee members immediately
after. Lunch is usually at a location on campus. An ISR form can be obtained from the to
pay for on‐campus lunch. The form is given to the server for payment and then returned
to the search coordinator.

If possible, the candidate should meet with the search chair for the last meeting of the day.
The search coordinator will make arrangements for the candidate to return to the airport,
hotel, etc. at the end of the day.

The candidate will provide to the search coordinator receipts for any travel expenses
incurred during the visit and the search coordinator will process the receipts for
reimbursement according to UMD policies.

11. Committee Meeting for Recommendations to Faculty/Dean
After all candidates selected for campus visits have visited, the committee will meet to
discuss its recommendations to the Dean. In advance of this meeting, the search chair
will send an inquiry to those (faculty, staff, and students) who interacted with the
candidates for their feedback to be shared with the search committee prior to the
meeting. The search committee will then meet and will discuss the candidates,
ultimately voting to recommend which candidates (unranked) should be considered as
“above the line”—that is, considered qualified for the position, in the opinion of the
committee. For tenure-track candidates at the associate or full professor level, this
assessment would include the likelihood of each of the candidates could be appointed
to the rank desired, with tenure.

The conclusions of the committee will be communicated in a memorandum that is to
include the following elements:
· A description of the process through which the position was advertised and through which the committee decided on campus invitations.
· A discussion of each of the candidates—their strengths and weaknesses, what benefits they might bring to the school, the campus visit, and any reactions of faculty, staff, and students who met with them.
· A recommendation concerning which of the candidates would be recommended by the committee as “above the line.”

12. Faculty Meeting and Faculty Vote
Technically, the committee’s work is completed once this memorandum has been
written and forwarded to the Dean and faculty. However, it has been a long-standing
practice in the School to have an open discussion in a meeting of the Faculty
Committee, so that the faculty committee has an opportunity to make an independent
recommendation to the Dean.

In the faculty meeting where this discussion takes place, the search committee first
presents its summary and recommendation to the faculty, and the Dean then leads a
faculty discussion. At the conclusion of this discussion, the Faculty Committee will
vote on whether each candidate invited to campus is “above the line” or “below the
line.” Because it is important that the Dean have as much information as possible, for
tenure track candidates voting faculty will identify themselves as tenure-track (TTK),
or professional track (PTK).1 For candidates for whom tenure would need to offered, the ballot will also allow TTK faculty to identify themselves by rank. The ballot for this vote will provide distinct choices for “above the line” and “below the line”.

The Dean will make the aggregate results of the vote available to anyone on the Faculty
committee who requests those results.

The Dean then will make job offers as (s)he deems appropriate, and will communicate
the results of the negotiations to the search committee and faculty once they have been
completed.

13. Once Closed
After the search process has concluded (all offers to be made have been accepted or
rejected), the search chair is responsible for contacting all candidates who reached the
phone interview and campus visit stages and notifying them that the search has concluded.
The search coordinator then contacts UHR to remove the posting from the web. The search
coordinator makes sure that all applications are sorted properly in eTerp and emails are
sent from the system to notify applicants that the position is filled.


1 Professors of the practice will vote with PTK faculty, unless the candidate is being considered for a Professor of the Practice appointment, in which case they will vote with TTK faculty.
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Procedure Governing Payment of Expenses for Travel to Professional Conferences 
Published: June 13, 2018

The School of Public Policy has an interest in encouraging participation by faculty members in professional meetings that advance its mission and research culture. At the same time, the school has limited resources available for this purpose. For this reason, we are establishing a specific procedure governing the request by faculty for support to attend professional conferences. 

Requests will be considered twice per year: In July for conferences occurring between September and the end of January; and in December for conferences occurring between February and August. Deadlines for requesting support are as follows: 

July 15 for the September‐January conference approval period; and 
December 15 for the February‐August conference approval period. 

The following factors will be considered in deciding on whether to provide support, and how much support to provide: 

1. Whether the faculty member has research funds that can be used to support the requested travel. Faculty with research funds are expected to use those funds first, prior to requesting funds from the School. 

2. Whether the faculty member is an active participant in the conference, defined as having a formal role on the program (chair, panel member, discussant, membership on a leadership committee). Preference will be given to faculty who are participating on a panel where a formal paper is a requirement of participation. 

3. The centrality of the specific conference to enhancing the visibility of the School with constituencies that can assist in building our reputation and rankings. To that end, participation in the NASPAA and APPAM conferences are considered as the highest priority. For travel to meetings other than NASPAA and APPAM, the School will consider support for conferences that advance the School’s mission. 

4. The location of the conference: the School will generally only pay for domestic travel. 

5. The appropriateness of the specific request for support; For example, for meetings held in the Washington metropolitan area, the School will pay only for meeting registration. 

All requests for conference travel expenses should be made to the Senior Associate Dean, who will make decisions on the level of support to be provided and communicate those decisions by August 1 (for the July 15 application deadline) or January 1 (for the December 15 application deadline). 

This form should be used for any requests.




[bookmark: _noqoya9n1930]Faculty Workload Distribution Policy
Approved by the faculty: March 5, 2025

I.         Introduction  
A. General Information
University of Maryland Policy Number: II-1.25(A) requires that each School, College, and Department “shall establish, publish, and monitor a workload policy that sets forth fair and equitable guidelines that enable each Unit and/or program to best utilize its faculty members and align their efforts in accordance with this Policy, and in alignment with the missions of the University, College/School, and Unit.” 
The policy notes that faculty participate in Teaching, Research, and Service and that it the unit determines base distributions of these responsibilities for faculty. Per the University policy, Tenured and Tenure Track (TTK) “faculty are required to engage in assigned workload responsibilities in all three areas defined in IV.D.1-3.” Professional Track faculty (PTK) can have responsibilities in one, two, or all three of these domains depending on the nature of their appointment and the source(s) of their funding. 
Recognizing the current distribution of faculty in the School of Public Policy, this workload policy applies to all faculty with their primary appointment in the School of Public Policy. Workload distribution for Tenure Track faculty joint appointments whose tenure home is not in the School of Public Policy will be determined in conjunction with the Dean or Department Chair of their primary unit.
The goal of this workload policy is to meet the guidelines distributed by the Office of Faculty Affairs[1] that School and Department workload policies be:
·       Equitable. Workload assignments should be fair and balanced across faculty members.
·       Appropriate. Workload assignments should reflect faculty member competencies (role expectations) consistent with unit tenure and/or promotion, annual review, post-tenure review guidelines, and other articulated expectations. Workload assignments should also consider whether a faculty member is pre- or post-tenure and other career stage factors.
·       Transparent. Workload policies and procedures should be developed through unit faculty governance processes and posted publicly.
·       Clear. Workload policies should clearly establish, articulate, and communicate unit workload expectations, metrics, “what counts,” and how faculty workload is determined. Units may opt to have their workload policies span specified timeframes (e.g., one year) or to average faculty workload over a given period of time (e.g., three years).
·       Non-evaluative. Workload policies should inform an individual’s performance evaluation but not replace the evaluation of a faculty member’s performance (e.g., annual, merit, third year, contract renewal, or post-tenure reviews).
·       Flexible. Workload policies should be flexible and responsive to the changing needs of faculty members, academic units, and the University. Accordingly, these policies should allow for faculty member contributions and interests to evolve over their careers; just as the needs of the unit and University evolve over time. Further, workload policies should recognize differing levels of effort as appropriate in instructional effort (e.g., class size, course level, studio courses), service effort (e.g., level of effort, committee leadership), and research, scholarship, and creative activities (e.g., sponsored research, research project/grant management).
·       Accountable. Workload policies should ensure that faculty members engage in their workload assignments appropriately and within acceptable performance parameters. Workload policies should reward excellence and ensure appropriate actions for faculty members who do not meet expectations (as determined by unit review processes).
·       Expansive. Workload policies should recognize faculty members who also perform essential administrative and/or extension roles in addition to the standard roles and expectations for faculty members, if applicable. These multiple roles should be recognized by the unit and University.
B.    Responsibilities of faculty members in the UMD School of Public Policy may include:
1.     Providing high quality instruction and mentoring to students in one or more of the school’s academic and executive programs; 
2.     Engaging in research that yields high quality products; and
3.     Providing service to the School, the University, the profession, governments, and the policy community locally, nationally, or globally. 
C.   In that spirit, the goals of this workload policy are to: 
1.     Provide a fair, equitable, clear, appropriate, flexible, expansive, accountable, non-evaluative, and transparent way to allocate faculty workload and recognize the contributions of faculty focusing on different areas of student engagement, research, service, and outreach; and to
2.     Provide a way for faculty to adjust their time devoted to teaching, research, and service activities as their interests and the needs of the School change. 
D.   Scope of Application: 
This policy applies to all SPP faculty with appointments at or above 50% and title series including:  
1.     Assistant Professor, Associate Professor, and (full) Professor
2.     Professor of the Practice
3.     Lecturer, Senior Lecturer, and Principal Lecturer
4.     Assistant, Associate, and (full) Clinical Professor
5.     Assistant, Associate, and (full) Research Scholar
6.     Assistant, Associate, and (full) Research Scientist
7.     Assistant, Associate, and (full) Research Professor
 
II.         The Workload Policy:
A.   General Information:
The School’s workload policy will support its faculty:
·      To be active, excellent educators. 
·      To be active, excellent researchers generating high-quality, impactful products. 
·      To be active in service to the School, University, and external policy and professional communities.
·      To be effective leaders and administrators when asked to assume these roles for the School or the University.
The School’s workload policy recognizes that:
·      teaching across the entire range of undergraduate and graduate programs is both necessary and desirable; 
·      research brings a benefit to society and to our students and that having research-active or professionally active professors teaching in our classrooms brings a benefit to the students and keeps our classroom content fresh and relevant; and 
·      faculty service, leadership, and administration for the School is critical to making sure faculty voices are heard in the design and review of academic programs and School policies, the student experience, and professional development. 
The baseline workload allocation for a standard TTK faculty member is 50% teaching, 40% research, and 10% service over a full-time 9-month period. The baseline workload allocation for each PTK faculty member is determined by their contract.
The basic unit used for allocating SPP faculty time across research, teaching, and service is a “workload unit,” which corresponds to the average amount of time faculty spend on all the activities associated with teaching one 3- credit course. As explained in the next section, this corresponds to 12.5% of a faculty member’s 100% 9-month (academic year) workload, which is equivalent to 9.375% of a faculty member’s 100% 12-month (full year) contract.
It can be difficult to balance the competing demands of research, service, and teaching while excelling in each area. As a result, the School’s leadership and administration will contribute to workload balance and optimize faculty time by:
·      Working with each faculty member to create a workload plan that fits each faculty member’s career goals and professional development as well as the School’s needs.
·      Ensuring that each faculty member’s teaching and service, leadership, and administration (SLA) responsibilities are aligned with the percentage of time allocated for those purposes in their workload plan in ways described below.
B.    Baseline Teaching Expectations:
1.     The baseline teaching load for TTK is four 3-credit courses per academic year.
2.     Each section of a 3-credit course with a single instructor counts for 12.5% of a full-time faculty member’s 9-month (academic year) workload because SPP courses are unusually large or writing-intensive, active pedagogy and experiential learning are emphasized, and all instructional faculty are expected to participate in informal advising, mentorship, writing letters of recommendation, recruiting new students, and other educational and student support activities. 
3.     When requested to co-teach a 3-credit course, the workload unit assigned to each instructor, whether full or partial, depends on the amount of work involved for each instructor. 
4.     To foster excellent teaching while leaving sufficient time for research and SLA, administrators will:
1. request faculty to prepare and teach no more than 2 new courses per semester (e.g., 2 “new preps”) in their first year, or more than two new preps over a three-year period after the first year of full-time teaching.  If the School’s needs exceed these limits, additional compensation will be provided.
2. offer faculty the opportunity to have “double preps” (e.g. teach two sections of the same course) when possible, and to teach courses that build on their expertise; and
3. minimize the number of “new preps” not requested by the faculty member across semester and year. 
5.     The School recognizes that starting a career in academia or moving institutions comes with additional workload responsibilities including the need to move and set up one’s research agenda in a new place and prepare new courses for a new student body. Therefore, course releases will be provided to new faculty as follows.
a.     Assistant tenure track professors will have a one course teaching release in each year of their first three years (e.g. three course releases in the first three years of employment). Following a successful third year review, the faculty member will be granted two additional course releases. Faculty can choose to use those in a single semester or over two semesters. The timing of these releases will be worked out between the new faculty member and the Associate Dean for Research and Faculty Affairs and the Associate Dean for Academic and Student Affairs. Note, course releases do not release faculty from service. They are not sabbaticals.  
b.     New associate-level TTK faculty will have a one course teaching release in their first year.
c.     New assistant- and associate-level PTK faculty with a 6 or 7 course annual teaching load will receive one course teaching release in their first year. 
6.     Each TTK faculty member is required to teach at least one 3-credit class during the academic year in the undergraduate, masters, or Ph.D. program during the fall or spring semester unless on a sabbatical or leave for the full academic year. Exceptions to the minimum instructional load requirement must be approved by the Senior Vice President and Provost or their designee.
7.     PTK research faculty whose contracts are covered 100% by Center/Institute (C/I) funds and/or external funding and who are offered a course to teach within the School can decide in conjunction with their supervisor and the hiring authority for the course whether to reduce the amount of their workload covered by C/I/external funds (e.g., buy out a workload unit of their research time) or be paid on overload for courses at the rate of 12.5% of their effective 9-month salary or 9.375% of their 12-month salary. 
8.     Total courses taught will accumulate over a three-year period to allow faculty to teach more than their baseline teaching load in one academic year, or semester, to focus on research in another semester dependent upon needs of the academic programs, to be approved by the Associate Dean for Academic and Student Affairs and the Associate Dean for Research and Faculty Affairs.
9.     Faculty are expected to be willing to teach in all programs to which they are qualified given the School’s standards for minimum qualifications. 
10.  Courses and sections will have a normal enrollment “cap” determined by the pedagogically appropriate size for the level and the expectations of the type of student assignments conducted. The cap will be determined by the Associate Dean for Academic and Student Affairs along with the faculty who teach that course. Raising the enrollment cap more than 5% for a given course requires the consent of the instructor.
11.  The School will have a general approach of trying to offset assignments involving large undergraduate courses with assignments of smaller courses to balance total time devoted to teaching portfolios across faculty workloads.
3. Canceled Classes
1.     The School will do everything it can to properly plan for the appropriate number, types, and scheduling of courses to provide a high-quality education for students in each program and specialization, including electives.
2.     When courses do not meet capacity and need to be canceled, workload will be adjusted and documented according to the process in Section III. 
a.     If a faculty member is teaching a course that historically fills or that was requested by the School and it is subsequently canceled, the faculty member will work with the Associate Dean for Research and Faculty Affairs to alter their workload plan in a mutually agreed fashion. The faculty can make up the class in another semester or have additional SLA duties assigned to them during the semester in which the class was canceled or a subsequent semester. 
b.     If a faculty member requests to teach an elective and is advised by the Associate Dean for Academic and Student Affairs that the course may not fill, and the course is then canceled due to low enrollment, the faculty member will need to make up the course within 3 years. Given 9-month faculty teaching constraints, make-up classes can only be taught in the summer if the person is a 12-month faculty member. 
D.   Independent Studies, Dissertation Supervision, and other Intensive Work with Ph.D. Students
1.     Partial workload unit points will be allocated for intensive educational work with individual students, while more informal educational work with Ph.D. students is included in the baseline teaching expectations above.
a.     In the calculations below, 100 points equals 1 workload unit. 
b.     Faculty members are responsible for tracking and documenting intensive engagement with Ph.D. students and the points they earn by submitting an annual record to the Director of the Ph.D. program and the Associate Dean for Research and Faculty Affairs.
c.     Faculty members should follow the course release procedures outlined in Section III when they want to use accumulated workload points to fill a workload unit.
2.     Partial workload points will be based on the following guidelines:
a.     Doctoral-level individual studies:
                                      i.       Faculty receive 20 points/semester for each Ph.D. student enrolled in their sections of PLCY 898 or 899. Serving as the supervisor for doctoral level individual studies accounts for mentorship, advising, field exam oversight, prospectus and dissertation development and defense, and other contributions to the education and professional development of doctoral students at SPP.
                                    ii.       A single Ph.D. student can count for a maximum of 1 workload unit for their supervisor during the student’s term of study.
                                  iii.       In extraordinary cases where a single Ph.D. student requires far more attention in a given semester than the typical Ph.D. student does, the faculty member can request that the Director of the Ph.D. program recommend to the Associate Dean for Research and Faculty Affairs that the faculty member earns more than 20 points per semester up to the 100 point per faculty/ student limit.
                                   iv.       To recognize the fact that junior faculty rarely serve as sole dissertation chair and most PTK faculty are not allowed to do so, yet such faculty may invest as much or more time in a student’s dissertation research as sole chairs typically do, points for a given student/semester may be transferred from the 898 or 899 supervisor to the dissertation co-chair depending on the amount of work involved for each faculty member as determined by the Director of the Ph.D. program in consultation with the relevant faculty members. 
b.     Faculty members other than a student’s primary dissertation supervisor who serve on SPP dissertation committees will receive 5 points after a dissertation defense. 
c.     In cases where a faculty member’s expertise is such that they are spending a significant amount of time working with an unusually large number of Ph.D. students on qualifying exams that are not an extension of a Ph.D. level course offered by that faculty member or on working with PhD students without earning points through the 898/899 mechanism, the Director of the Ph.D. program can request that the Associate Dean for Research and Faculty Affairs grant that faculty member up to 100 points over a three-year period, including those earned for committee service.
d.     Master-level independent studies (798A): each student/semester earns 10 points.
e.     Undergraduate level individual studies (PLCY399): each student/semester earns 5 points.
E.    Teaching in Executive Programs, Winter and Summer Term, and Study Abroad Courses
Three-credit courses run by the Office of Executive Programs (OEP), those offered during Winter and Summer terms, and Study Abroad courses approved by the School, are equivalent to one workload unit.
1.     12-month PTK faculty may teach any of these types of courses on load or on overload throughout the year.
2.     9-month PTK faculty may teach them on load during the Fall, Winter & Spring terms and only on overload during the Summer. If requested to teach a Summer course on overload, they may use those funds to buyout a course from their academic year teaching load.  
3.     9-month TTK faculty may only teach any of these types of courses on overload. If requested to teach on overload, faculty may choose to use those overload funds to buyout a corresponding part of their teaching load in the current or a subsequent academic year.
F.    Course Releases and Buyouts
1.     Faculty members can use external funds for course buyouts at the SPP buyout rate.   
2.     Course releases and buyouts must be approved by the Associate Dean for Research and Faculty Affairs.
3.     Faculty must give Academic Programs adequate notice of course buyouts and releases in order for replacement faculty to be arranged. 
G.   Maximum Time Allocation and External Funding Commitments 
1.     As a result of the above, TTK and PTK faculty funded primarily through central School resources and who engage in externally funded research may devote a maximum of 82.5% of their 9-month time to research and service external to UMD so that they retain their minimum teaching (12.5% within a traditional fall or spring 3-credit class) and service (5%) responsibilities to the School. 
2.     Faculty who are accumulating partial workload points for independent study and other intensive Ph.D. student educational activities must also take this responsibility into account when calculating how much time is available for externally funded research and professional service. 
H.   Research Activities
1.     The School recognizes that the make-up of research is dependent upon the field, subject expertise, and focus of the faculty member. Research expectations are outlined in the school’s AEP and APT standards.
2.     Applying for and managing external research funding will count toward workload time allocated for research and for assessments of research productivity.
I.     Service, Leadership and Administrative (SLA) Activities
1.     Service takes the form of serving ,inter alia, on mentorship and governance bodies, program oversight and review, search committees, and special projects. It includes participating in gatherings of the faculty that contribute to School and University governance and create a vibrant and engaged environment for the School’s community. It also includes service in professional organizations and government agencies, as well as policy engagement and public education activities, including media interviews, podcasts, public talks, and participation in civic organizations and activities that draw upon a faculty member’s expertise.
2.     Leadership and administration roles include being asked by the Dean to take on the responsibilities of being an Associate Dean, a Center/Institute Director, or a Program Director.
3.     All TTK faculty must allocate approximately 10% of their time to service to account for School service obligations as well as professional service obligations (e.g. leadership in a professional organization or network, serving as a discussant on a panel, giving testimony, etc.). At least 50% of this minimum service allocation should be service in the School or University versus Governments and other Organizations, or Professional service, unless otherwise approved.
4.     When SLA duties significantly above 10% are negotiated due to the changing needs of faculty members, of units within SPP, and of the School or the University, they will be offset by corresponding reductions in percentage of workload allocated for teaching and/or research or compensated as an overload. (See workload scenario charts in the Appendix for examples).
5.     Professional track faculty SLA loads depend on their title and the workload arrangements in their contract and generally range between 0-25% unless exceptional LA duties are negotiated. Within the duration of a PTK contract, percentages can be adjusted by mutual agreement between the PTK faculty member, their supervisor, and the Dean or their designee using the adjustment process in Section III.
6.     PTK funded 100% by internal SPP resources (state budget lines, endowments, etc.) should allocate a minimum of 10% of their time for School, University, and professional service obligations. 
7.     When PTK faculty who are funded 100% by external grants/contracts and externally generated Center resources such as DRIF accounts are asked to take on committee service and administrative responsibilities for the School or the University, the corresponding percentage of their time will be funded by central School resources.  
III.         The Workload Allocation and Adjustment Process
The School recognizes that faculty have different roles based on titles and responsibilities, that workload responsibilities and expectations evolve as career trajectories progress and the needs of the School change, and that transparency in workload allocation is critical for equity and fairness. 
A.   Baseline workload allocations are determined by appointment letters and contracts.
B.    Requests for changes to baseline workload allocations can be initiated by faculty, their supervisor, or the Associate Dean for Research and Faculty Affairs for reasons that include, but are not limited to:
1.     Assumption of leadership and administrative duties
2.     Assumption of additional or exceptional service responsibilities
3.     Major misalignment between the SLA responsibilities assigned to a faculty member and their workload percentage currently allocated for SLA
4.     Receipt of buyouts or course releases
5.     Assumption of additional courses at the request of the School
6.     Cancelled courses 
7.     Overload responsibilities in teaching, service, outreach, or research
8.     Reduction or increase in FTE
C.    Changes to baseline workload allocations require mutual agreement between a faculty member, their supervisor, and the Associate Dean for Research and Faculty Affairs.
D.   Faculty will work with the Associate Dean for Research and Faculty Affairs or their supervisor to document their workload, including overloads, on an annual basis. This workload table will be signed by both parties and included in the faculty member’s file for merit, promotion and review. 
E.    Faculty workload tables will be reviewed by the Dean, Associate Deans, other relevant senior staff and/or the faculty mentor as appropriate to make sure workload expectations meet the spirit of the workload policy to be clear, transparent, and equitable.
F.    If the School’s faculty review processes indicate that a faculty member is failing to meet their workload expectations, a remedial plan will be developed, documented, and assessed. If significant problems persist, the Dean may initiate a workload reallocation.
 
IV.         IMPLEMENTATION, OVERSIGHT, AND COMPLIANCE
A.   The Dean is ultimately responsible for ensuring that the faculty workload policy and guidelines are applied equitably, appropriately, and with transparency across the School of Public Policy. The Associate Deans and others with leadership roles share day-to-day responsibilities as appropriate.
B.    The Associate Dean for Research and Faculty Affairs is responsible for developing metrics for estimating how much time is required to satisfactorily fulfill different types of SLA responsibilities. These metrics will be shared with all faculty and used to make equitable service assignments and to determine when SLA significantly exceeds baseline expectations and if workload adjustments are needed.
C.    The Dean shall prepare an annual summary report of assigned faculty member workloads in the School. That report shall be made available to all members of the Faculty Committee. 
D.   Pursuant to the School’s governance procedures, the Dean, Associate Deans, and Faculty Committee shall review the School’s faculty workload policies at a minimum of every five years after the initial approval. Revisions shall be made pursuant to procedures established in the SPP Plan of Organization.
 

 


APPENDIX: Sample Workload Scenario Tables
For the workload tables below, the following definitions are consistent with the School’s AEP and APT standards:
School Leadership and Administration
· Being an Associate Dean
· Directing a Research Center or Institute
· Directing a Program (e.g., SPP graduate program, SPP undergraduate program, SPP international programs, certificate program, cross-campus program)
School Service includes, but is not limited to:
●      Chairing a School committee
●      Coordinating a focus area or specialization
●      Service on a School committee
●      Mentoring junior and mid-career faculty
●      Participation in general School governance (e.g. Assembly, Faculty committee)
●      Serving on a hiring committee or other special “ad-hoc” committee
●      Contributing to academic leadership (e.g. focus area coordinator, or specialization coordinator, or minor coordinator).
●      Directing a School or University program or programs
●      Participating in admissions review and recruitment for potential and admitted students
●      Undertaking special projects
●      Undertaking activities that raise the visibility and stature of SPP
 
Public and Professional service includes, but is not limited to:
●      Serving in an advisory capacity to a state, national, local, or international public service institution
●      Testifying or being an expert witness
●      Serving on boards relevant to one’s research or policy expertise
●      Serving in a professional organization
●      Serving as an Editor of a journal in the field and/or reviewing manuscripts
●      Reviewing manuscripts, grant proposals, and fellowship applications for external entities
●      Mentoring off-campus faculty, policy researchers, and students.
●      Writing reference letters and evaluations for tenure/promotion for faculty at other institutions.
 
Active Research includes, but is not limited to:
●      Journal articles aimed at peer reviewed journals or conference proceedings
●      Book or monograph manuscript for academic press, policy research institution, or other high-quality outlets that will reach key audiences.
●      Active externally funded research grant
●      Grant and contract submissions
●      Public policy reports 
●      Public Research translation and dissemination (op-eds, editorials, expert testimony, serving on advisory boards and communicating research findings to policymakers directly)
●      Data collection and curation
●      Development of analytical methodologies.
9-month Appointment Tenure Track Faculty Illustrative Workload Scenarios
	 
	Assistant Tenure Track (Baseline TTK)
	Associate/Full TTK
(Alternate 1, with SLA responsibilities significantly above the baseline and a reduced teaching load)
	Associate/Full TTK
(Alternate 2, with major SLA responsibilities and reduced research expectations)

	Teaching
	50%
●      3 3-credit courses per year for the first three years. 1 semester release from teaching followed by 
4 3-credit courses for each of the following years. 
●      Extra-educational activities such as informal advising, writing letters of recommendation, etc.
	44%
●      7 3-credit courses per 2 years OR
A combination of traditional credit courses and Ph.D. and/or Independent study credits equal to 4 3-credit courses.
●      Extra-educational activities such as informal advising, writing letters of recommendation, etc.
	50%
●      4 3-credit courses per year OR
A combination of traditional credit courses and Ph.D. and/or Independent study credits equal to 4 3-credit courses.
●      Extra-educational activities such as informal advising, writing letters of recommendation, etc.

	Research
	40%
	40%  
	20%

	Service, leadership, Admin. (SLA)
	10%  
 
	16% 
	30%


 
 
9-month Appointment Professional Track Faculty Illustrative Workload Scenarios
 
	% time
	Lecturer track
	Clinical Prof track, Professor of Practice (baseline)
	Clinical Prof with admin role
	Research Professor with admin role

	12.5
	Teach 1 course
	Teach 1 course
	Teach 1 course
	Teach 1 course

	12.5
	Teach 1 course
	Teach 1 course
	Teach 1 course
	Teach 1 course

	12.5
	Teach 1 course
	Teach 1 course
	Teach 1 course
	Ext. funded research

	12.5
	Teach 1 course
	Teach 1 course
	Teach 1 course
	Ext. funded research

	12.5
	Teach 1 course
	Teach 1 course
	Program admin
	Program admin 

	12.5
	Teach 1 course
	Teach 1 course
	Program admin
	Program admin

	12.5
	Teach 1 course
	Service
	Service
	Service

	12.5
	Service
	Service
	Service
	Service


 
12-Month Appointment Faculty Illustrative Workload Scenarios
 
	% time
	Example 1. 
Duties: 4 classes, 9.375% service, and 62.5% externally funded research
	Example 2. 
Duties: 5 classes, 
12 mo. Program Director, 
25% service, 
	Example 3.
Duties: Directing a center, teaching 1 class, conducting externally funded research, and performing internal and external service. 

	9.375 
	Teach 1 course
	Teach 1 course
	Teach 1 course

	9.375
	Teach 1 course
	Teach 1 course
	Admin-Center Director

	9.375
	Teach 1 course
	Teach 1 course
	Admin-Center Director

	9.375
	Teach 1 course
	Teach 1 course
	Admin-Center Director

	9.375
	Service
	Teach 1 course
	Research

	9.375
	Research
	Admin-Program Director
	Research

	9.375
	Research
	Admin-Program Director
	Research

	9.375
	Research
	Admin-Program Director
	Research

	9.375
	Research
	Service
	Research

	9.375
	Research
	Service
	Service

	6.25
	Research
	Service
	Service


 


[1] https://faculty.umd.edu/main/resources/faculty-workload-guidance
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