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Key Documents
▪Collective Bargaining Agreement

▪University Handbook

▪Unit RTP Criteria
▪All faculty should be provided with a copy of 
evaluation criteria.



Be Mindful of Deadlines





Takeaway
▪All participants are expected to be engaged 
thoughtfully and responsibly.

▪This process requires careful attention and 
respect from everyone involved.



Preparing Your File
▪The Handbook treats the Personal Statement 
as optional
▪Do not treat this as optional

▪Best Practice: Write a personal statement with 
in-text or parenthetical citations that link 
directly to documents and folders within Box 

▪Best Practice: Write your personal statement 
following the order of your Unit RTP Guidelines



Preparing Your File (Appendix 
G in University Handbook)

▪Log Sheet

▪Access Sheet

▪Master Index

▪Assignments (courses taught, semester-by semester, and associated WTUs).

▪Current curriculum vitae

▪Unit RTP criteria

▪Previous RTP evaluations and recommendations (all levels), including rebuttals

▪Personal statement describing performance (optional, but not really…)

▪Documentation of teaching performance
▪ SOCIs are not optional

▪Documentation of scholarship/creative activities or professional growth

▪Documentation of professionally related service

▪Miscellaneous



Preparing Your File
▪Best Practice: Organize your Master Index

▪Best Practice: Address every RTP criterion, 
every time, even if you’re not going up for 
tenure and promotion
▪ If you make a claim of achievement, you put a 
certain level of responsibility on the Unit RTP 
Committee and Dean to address it

▪Best Practice: Obtain clarification from 
Committee Members and Chair, in writing



Preparing Your File
▪Be mindful of the University Handbook and 
recent updates

▪Make the review process easy for the Unit 
Committee

▪Proofread



Check your Personnel 
Action File!



Key Handbook Sections
▪Section 305: Retention, Award of Tenure, and Promotion

▪Section 305.4.2: Criteria for Performance Review of Faculty

▪Section 305.4.2.4: Unit RTP Criteria

▪Section 305.4.2.10: The RTP File

▪Section 305.5: RTP Files





What to do after receiving 
feedback?
▪Read.

▪Digest.

▪Put down for about 24 hours…

▪Read. 

▪Rebuttal or response?



Rebuttals/Responses
▪You have the right to write a rebuttal or response. Use 
it.

▪Rebuttals or responses are placed into the RTP file 
and sent to all previous levels of review. 

▪Use this as an opportunity to correct the record. Be 
polite and respectful, but clear. 

▪If you made a claim, reinforce it. 

▪Do not introduce new evidence, but highlight evidence 
that you provided.

▪https://www.calfac.org/faculty-rights-tip-writing-
rebuttals-to-evaluations/ 
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Responses
▪Responses to evaluations can be useful and 
they do not have to be combative (like rebuttal 
might imply). 

▪These are opportunities to document your 
understanding, and plans for improvement.



Grievance Process 
We hope the grievance process is not necessary, but if it is, then 

a strong file and strong preparation now will help you later.

49 Days 

Starts 

Here



Unit RTP 
Committees



Be Mindful of Deadlines



Writing an Effective Letter
▪Be objective

▪The Unit RTP Criteria are the Criteria 

▪We give students helpful feedback; let’s 
extend that courtesy to our colleagues 

▪Faculty pursuing early tenure
▪Rare, yes, but not impossible

▪Be thorough and detailed
▪Address every RTP criterion, every time



Writing an Effective Letter
▪This is the opportunity to provide feedback and 
recommendations for growth

▪It is the opportunity to praise our colleagues for 
the excellent work they do

▪It is also the opportunity for accountability, and a 
documentation of recommendations, suggestions, 
and requirements 

▪Being vague to avoid drawing attention to a 
problem is not recommended, and not particularly 
helpful to faculty



Writing an Effective Letter
▪Is the faculty member meeting expectations 
and demonstrating progress? 

▪Great. State that, and state what is needed to 
achieve the criterion.



Writing an Effective Letter
▪Has the faculty member met the criterion? 

▪Great. State that and move on.



Writing an Effective Letter
▪Is the faculty member not progressing or 
failing to meet expectations? 

▪State that, and state what is necessary to get 
back on track for achieving the criterion by the 
time of tenure and promotion.



Professional Expectations 
and Responsibilities



The academic evaluation process should 
not be a form of academic hazing.

facrightschair.ba@calfac.org
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