
New Unit Heads Series:
Career Instructional Faculty and 
Career Research Faculty 
Promotion

Sierra Dawson, Associate Vice Provost for Academic Affairs
Office of the Provost

Cass Moseley, Senior Associate Vice President for Research and Innovation  
Office of the Vice President for Research and Innovation

November 6, 2019, 9:00-10:30am
Gerlinger Lounge



Goal

Provide an overview of the promotion 
process for instructional and research career 
faculty. 



Objectives

You will be able to…

a) Define career faculty promotion, and the 
policies that dictate the process. 

b) Describe the timeline for the promotion 
process, and what happens at each step. 

c) Avoid confusion regarding often 
misunderstood components of the 
promotion process.



Quick introductions

Name:

Unit:

Role:

Years in role:



What is promotion?

Eligibility includes 6 years of service at minimum of .3 FTE 
average (maximum of 3 terms per AY for 9-mo contract, 4 
terms per AY for 12-mo contract).

Promotion is elective (except for Librarians). Employment 
can continue at current rank.

Promotion requires excellence, not purely years of service.



Career faculty promotion outlined in CBA
Article 19



What are the different types of 
promotion?

Instructional vs Research vs Librarian

Step 1 to Step 2 Examples:
Instructor to Senior Instructor I
Research Assistant to Senior Research Assistant I
Assistant Librarian to Associate Librarian

Step 2 to Step 3 Examples:
Senior Instructor I to Senior Instructor II
Senior Research Assistant I to Senior Research Assistant II
Associate Librarian to Senior Librarian



What is the overall timeline 
for promotion? 

Election & eligibility form – June pre-decision 
year
Preparation of file – Fall term
Unit level review – Fall/Winter term
Dean/Director level review – Winter term
Provost review and decision – Spring term
Notification – June 1 at the latest



What is the overall timeline 
for promotion? 



Election and eligibility form 
– June 

Candidate notifies unit head in the spring 
prior to the year when promotion is sought.

June 15 for 9-mo
June 30 for 12-mo

Complete eligibility form.
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��PRQWK�FRQWUDFW

Worksheet for NTTF Eligibility for Promotion
(9-Month Contracts)

�� 7KH�FDQGLGDWH�ZRUNV�ZLWK�WKH�XQLW�PDQDJHU�WR�FRPSOHWH�WKLV�IRUP�

�� 7KH�XQLW�PDQDJHU�FRPSOHWHV�WKH�WDEOH�EHORZ�WR�VKRZ�FRQWUDFWHG�)7(�IRU�HDFK�WHUP��1RWKLQJ�RYHU�����)7(�SHU�WHUP�ZLOO�
FRXQW�WRZDUGV�WKH�DYHUDJH�)7(��H�J���IRU�DQ�)7(�RI������HQWHU�RQO\�������7KH�)7(�DYHUDJH�IRU�HDFK�\HDU�PXVW�EH�DW�OHDVW����
LQ�RUGHU�IRU�LW�WR�FRXQW�WRZDUGV�HOLJLELOLW\��6XPPHU�LV�QRW�LQFOXGHG�LQ�WKLV�FDOFXODWLRQ�

�� 7KH�XQLW�PDQDJHU�VXEPLWV�WKH�IRUP�WR�WKH�XQLW�KHDG�ZLWK�D�QRWLFH�RI�LQWHQW�WR�EH�FRQVLGHUHG�IRU�SURPRWLRQ�UHYLHZ�

�� 7KH�XQLW�KHDG�SURYLGHV�WKH�H�VLJQDWXUH�DQG�UHWXUQV�LW�WR�WKH�XQLW�PDQDJHU�

�� 7KH�XQLW�PDQDJHU�HPDLOV�WKH�FRPSOHWHG�IRUP�WR�+52SV#XRUHJRQ�HGX�IRU�YHULILFDWLRQ�RI�)7(�

�� +5�2SV�UHWXUQV�WKH�YHULILHG�IRUP��ZLWK�+5�SHUVRQQHO�LQLWLDOV�DQG�GDWH��WR�WKH�XQLW�PDQDJHU�IRU�LQFOXVLRQ�LQ�WKH�SURPRWLRQ�
GRVVLHU��

&DUHHU�QRQ�WHQXUH�WUDFN�IDFXOW\�ZLOO�EH�HOLJLEOH�IRU�SURPRWLRQ�DIWHU�DFFXPXODWLQJ�VL[�\HDUV�RI�HPSOR\PHQW�DV�D�IDFXOW\�PHPEHU�
DW�RU�DERYH����DYHUDJH�)7(�SHU�\HDU��&DUHHU�QRQ�WHQXUH�WUDFN�LQVWUXFWRUV�PD\�DFFUXH�)7(�GXULQJ�IDOO��ZLQWHU��DQG�VSULQJ�WHUPV��
KRZHYHU��QRW�GXULQJ�VXPPHU�WHUP��7KH�VL[�\HDUV�RI�HPSOR\PHQW�GR�QRW�KDYH�WR�EH�FRQVHFXWLYH�����

&DUHHU�QRQ�WHQXUH�WUDFN�IDFXOW\�ZKR�ZLOO�KDYH�FRPSOHWHG�ILYH�\HDUV�RI�HPSOR\PHQW�DV�D�IDFXOW\�PHPEHU�DW�RU�DERYH����DYHUDJH�
)7(�SHU�\HDU��DQG�ZKR�KDYH�DQ�H[SHFWHG�DSSRLQWPHQW�RI����DYHUDJH�)7(�RU�JUHDWHU�IRU�WKH�VL[WK�\HDU��VKRXOG�LQLWLDWH�WKH�
SURPRWLRQ�SURFHVV�E\�-XQH����RI�WKH�ILIWK�\HDU�LI�D�SURPRWLRQ�UHYLHZ�LQ�WKH�VL[WK�\HDU�LV�GHVLUHG����

&DUHHU�QRQ�WHQXUH�WUDFN�IDFXOW\�ZKR�KDYH�DOUHDG\�FRPSOHWHG�PRUH�WKDQ�ILYH�\HDUV�RI�HPSOR\PHQW�DV�D�IDFXOW\�PHPEHU�DW�RU�
DERYH����DYHUDJH�)7(�SHU�\HDU�PD\�LQLWLDWH�WKH�SURPRWLRQ�SURFHVV�E\�-XQH����RI�DQ\�\HDU�

Directions:
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&ROOHJH�6FKRRO�RU�
&HQWHU�,QVWLWXWH��
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&XUUHQW�5DQN:

5DQN��7LWOH��)ROORZLQJ�
3URPRWLRQ:
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3URPRWLRQ��H�J��$<����

$SSURYDOV�+HUH�

8QLW�0DQDJHU�1DPH�

8QLW�0DQDJHU�(PDLO�

8QLW�+HDG�1DPH�

8QLW�+HDG�(�VLJQDWXUH�

)7(�YHULILFDWLRQ��LQLWLDO��GDWH���

�5HVHDUFK��

3OHDVH�HPDLO�FRPSOHWHG�DQG�VLJQHG�IRUP�WR�+52SV#XRUHJRQ�HGX�IRU�YHULILFDWLRQ�RI�)7(�

:RUNVKHHW�IRU�&DUHHU�)DFXOW\�(OLJLELOLW\�IRU�3URPRWLRQ
���0RQWK�&RQWUDFW�

&%$�$UWLFOH�����1RQ�7HQXUH�7UDFN�)DFXOW\�5HYLHZ�DQG�3URPRWLRQ

HR verification
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Worksheet for NTTF Eligibility for Promotion
(9-Month Contracts)

�� 7KH�FDQGLGDWH�ZRUNV�ZLWK�WKH�XQLW�PDQDJHU�WR�FRPSOHWH�WKLV�IRUP�

�� 7KH�XQLW�PDQDJHU�FRPSOHWHV�WKH�WDEOH�EHORZ�WR�VKRZ�FRQWUDFWHG�)7(�IRU�HDFK�PRQWK��1RWKLQJ�RYHU�����)7(�SHU�WHUP�ZLOO�
FRXQW�WRZDUGV�WKH�DYHUDJH�)7(��H�J���IRU�DQ�)7(�RI������HQWHU�RQO\�������7KH�)7(�DYHUDJH�IRU�HDFK�\HDU�PXVW�EH�DW�OHDVW����
LQ�RUGHU�IRU�LW�WR�FRXQW�WRZDUGV�HOLJLELOLW\�

�� 7KH�XQLW�PDQDJHU�VXEPLWV�WKH�IRUP�WR�WKH�XQLW�KHDG�ZLWK�D�QRWLFH�RI�LQWHQW�WR�EH�FRQVLGHUHG�IRU�SURPRWLRQ�UHYLHZ�

�� 7KH�XQLW�KHDG�SURYLGHV�WKH�H�VLJQDWXUH�DQG�UHWXUQV�LW�WR�WKH�XQLW�PDQDJHU�

�� 7KH�XQLW�PDQDJHU�HPDLOV�WKH�FRPSOHWHG�IRUP�WR�+52SV#XRUHJRQ�HGX�IRU�YHULILFDWLRQ�RI�)7(�

�� +5�2SV�UHWXUQV�WKH�YHULILHG�IRUP��ZLWK�+5�SHUVRQQHO�LQLWLDOV�DQG�GDWH��WR�WKH�XQLW�PDQDJHU�IRU�LQFOXVLRQ�LQ�WKH�SURPRWLRQ�
GRVVLHU��

&DUHHU�QRQ�WHQXUH�WUDFN�IDFXOW\�ZLOO�EH�HOLJLEOH�IRU�SURPRWLRQ�DIWHU�DFFXPXODWLQJ�VL[�\HDUV�RI�HPSOR\PHQW�DV�D�IDFXOW\�
PHPEHU�DW�RU�DERYH����DYHUDJH�)7(�SHU�\HDU�����PRQWK�FDUHHU�LQVWUXFWRUV�PD\�DFFUXH�)7(�GXULQJ�IDOO��ZLQWHU��VSULQJ�DQG�
VXPPHU�WHUPV��7KH�VL[�\HDUV�RI�HPSOR\PHQW�GR�QRW�KDYH�WR�EH�FRQVHFXWLYH��

&DUHHU�QRQ�WHQXUH�WUDFN�IDFXOW\�ZKR�ZLOO�KDYH�FRPSOHWHG�ILYH�\HDUV�RI�HPSOR\PHQW�DV�D�IDFXOW\�PHPEHU�DW�RU�DERYH����
DYHUDJH�)7(�SHU�\HDU��DQG�ZKR�KDYH�DQ�H[SHFWHG�DSSRLQWPHQW�RI����DYHUDJH�)7(�RU�JUHDWHU�IRU�WKH�VL[WK�\HDU��VKRXOG�
LQLWLDWH�WKH�SURPRWLRQ�SURFHVV�E\�-XQH����RI�WKH�ILIWK�\HDU�LI�D�SURPRWLRQ�UHYLHZ�LQ�WKH�VL[WK�\HDU�LV�GHVLUHG����

&DUHHU�QRQ�WHQXUH�WUDFN�IDFXOW\�ZKR�KDYH�DOUHDG\�FRPSOHWHG�PRUH�WKDQ�ILYH�\HDUV�RI�HPSOR\PHQW�DV�D�IDFXOW\�PHPEHU�DW�RU�
DERYH����DYHUDJH�)7(�SHU�\HDU�PD\�LQLWLDWH�WKH�SURPRWLRQ�SURFHVV�E\�-XQH����RI�DQ\�\HDU�

Directions:

NamH��/DVW��)LUVW���

,QVWUXFWLRQDO��������

&ROOHJH�6FKRRO�RU�
&HQWHU�,QVWLWXWH��

'HSDUWPHQW�

82�,'�

(PDLO�$GGUHVV��

&XUUHQW�5DQN:

5DQN��7LWOH��)ROORZLQJ�
3URPRWLRQ:

,QWHQGHG�<HDU�RI�
3URPRWLRQ��H�J��$<����

�5HVHDUFK��

3OHDVH�HPDLO�FRPSOHWHG�DQG�VLJQHG�IRUP�WR�+52SV#XRUHJRQ�HGX�IRU�YHULILFDWLRQ�RI�)7(�

:RUNVKHHW�IRU�&DUHHU�)DFXOW\�(OLJLELOLW\�IRU�3URPRWLRQ
����0RQWK�&RQWUDFW�

&%$�$UWLFOH�����1RQ�7HQXUH�7UDFN�)DFXOW\�5HYLHZ�DQG�3URPRWLRQ

���PRQWK�FRQWUDFW

0RQWKO\�)7(

([��������� ��� ��� ��� ��� ��� ��� ��� ��� ��� ��� ��� ��� ���

$FDG�<HDU -XO 6HS 2FW 1RY 'HF$XJ -DQ )HE 0DU $SU 0D\ -XQ $YHUDJH

$SSURYDOV�+HUH�

8QLW�0DQDJHU�1DPH�

8QLW�0DQDJHU�(PDLO�

8QLW�+HDG�1DPH�

8QLW�+HDG�(�VLJQDWXUH�
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Preparation of file by candidate –
fall term

Varies by position.
CV or resume (as appropriate)
Personal Statement (2-6 pages)
Teaching portfolio (if applicable)
Scholarship portfolio (if applicable)
Service portfolio (if applicable)
Professional activities portfolio (if applicable)
Internal and/or external reviewers (if applicable)
Waiver of access to materials (full, partial, non-waiver)



Unit level review –
fall and/or winter term

Review your approved unit policy:

https://provost.uoregon.edu/department-unit-
policies

(Provided in binder at the June New Unit 
Head Onboarding)

https://provost.uoregon.edu/department-unit-policies




Unit adds to the file:
Position description (or statement of responsibilities)
Conditions of appointment (i.e. contract)
Unit’s criteria for promotion
External reviews (if applicable)
Personnel committee’s letter of evaluation
Head/supervisor’s letter of evaluation

Unit level review –
fall and/or winter term



Unit solicits internal or external reviews
(as applicable).

Unit committee reviews file and makes descriptive written 
recommendation to head, which should include a formal vote (as 
applicable).

Unit head reviews file including committee recommendation.
Provides their own written evaluation and recommendation.

Unit head communicates with candidate.

Unit level review –
fall and/or winter term



Dean/Director level review –
winter term

Reviews file.

Prepares their own recommendation.

Shares recommendation with candidate and provides 
10 days to provide responsive material as desired.

Submits complete file via OneDrive:

• to Provost for instructional faculty or

• to VPRI for research faculty 

by April 1.



Provost level review –
spring term

Review complete file.

Process check and input from Associate 
Vice Provost for Academic Affairs or Senior 
Associate Vice President for Research and 
Innovation.



Notification – June 1 
(at the latest)

Provost notifies all candidates in writing via 
email (on the same day), and no later than 
June 1.

Faculty Promotion Celebration for all tenure 
related & career faculty
June 2020



Take a moment at your table to 
generate 2 questions that your 
table has at this point 



The digital dossier – what’s included?

Keep scrolling 
down the page















Common errors:

• Not completing eligibility form and 
sending to HR for verification. 

• Completing file in year 5 instead of 6
• Not using the correct criteria for senior I to 

senior II
• Not documenting years of credit toward 

promotion timeline negotiated at hire
• Missing equity and inclusion statement



Frequently asked Questions:

If the promotion is unsuccessful, can the faculty member 
reapply the following year?

No. See CBA Article 19, Section 27: “NTTF bargaining 
unit members who are denied promotion may reapply for 
promotion after having been employed by the university 
for an additional three years at an average of .3 FTE or 
greater….”

Is the promotion an “up or out” process for career faculty?
Only for Librarians; not for Instructional or Research 

career faculty.



If a career faculty in my Department has been 
meeting minimum expectations, should they expect 
a successful promotion?

Promotion is for demonstrated excellence as 
outlined in unit policy.

When is the last moment that an application for 
promotion can be withdrawn?

Any time prior to the Provost’s decision.

Frequently asked Questions:



I would like to reclassify a career faculty in my unit who is 
up for promotion from Instructor to Lecturer. Can I do that 
as part of the promotion process?

No. Reclassification and promotion are separate 
processes and have different criteria.

Is my unit required to have a unit wide vote? 
Only if it is part of your unit policy.  Each unit should 
have a committee vote, except in the case of 
Research Assistant or Research Associate 
classifications. 

Frequently asked Questions:



A faculty member in their fourth year would like to apply 
a year of previous service at another institution towards 
promotion eligibility, but this was not negotiated at the 
time of hire. Is this appropriate?

No. This is decided at the time of hire (CBA Article 19 
section 8).  

If I have an extremely meritorious career faculty in my 
department, can I encourage them to go up early?

Yes – but must be extremely meritorious in ALL areas 
of their job description. Accelerated review can occur 
with Provost approval (CBA article 19 section 7). 

Frequently asked Questions:



Additional problems to avoid

For example, files have been sent back if:

If there was no committee vote recorded.

If there was no substantive evaluation written up by 
committee.

If the heads letter had not independently evaluated 
the candidate, while also summarizing the committee 
recommendation & the outcome of committee vote.



Questions?

General questions?

Rachel Tischer - Office of the Provost

Bryan Evans – Office of the Vice President 
of Research and Innovation



If you are preparing the digital 
dossier…you may be interested in 
the following slides



Must save as one continuous PDF 
(one for dossier; one for supplemental file)





You must re-order these by dragging them into the 
correct order (the default is alphabetical)



File Naming Convention

CAREER Dossier LASTNAME AY19

CAREER Supplemental LASTNAME AY19


