
Candidate informed of eligibility for review, provided with information on the review and asked to submit the required 

materials by the pre-established deadline.   

Checklist to Assure Fairness initiated (Items 1-5 initialed and dated).  

Candidate submits materials by deadline.

Department augments materials as needed or required  (may include teaching evaluations, 

letters from external references)

Candidate has opportunity to inspect materials included in the review file and to comment upon these materials.  

Checklist to Assure Fairness completed (Items 6-9 initialed and dated).  

Candidate and department chair/PI sign off on

 Checklist to Assure Fairness.  

Candidate provided with copy of PI or department letter, setting forth recommendation and assessment of the criteria for 

review.  Candidate has opportunity to review PI or department letter and to comment upon letter.  

Checklist to Assure Fairness completed (Items 10-12 initialed and dated).  

If Dean Authority:  File reviewed by dean’s staff for 

completeness and compliance with policy.  If required, 

file forwarded to divisional Committee on Academic 

Personnel (DCAP) or campus-wide Committee on 

Academic Personnel (CAP) for review and 

recommendation.  

(See Delegation of Authority Chart )  

If Campus Provost/Chancellor Authority:  

File submitted to dean, who reviews and adds 

recommendation.  File forwarded to Academic Personnel 

Office (APO).  File reviewed by APO staff for completeness 

and compliance with policy.  File forwarded 

to campus-wide Committee on Academic Personnel (CAP) 

for review and recommendation.   

(See Delegation of Authority Chart )  

CAP/DCAP review file, add 

recommendation to file.  File 

returned to dean’s office.  

If ad hoc personnel review 

committee (ad hoc) required, 

CAP nominates slate.

If ad hoc personnel 

review committee 

(ad hoc) not required, 

CAP recommendation

 added to file.  

Dean reviews candidate’s materials, 

PI/department recommendation, CAP/

DCAP recommendation (if applicable) 

and makes final decision.

Ad hoc slate approved by 

AVC-APO and Faculty 

Assistant to CP/EVC.***  
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If Non-Senate* Action:  PI or department conducts 

assessment of review materials.  PI or department 

makes recommendation

If Senate or Adjunct Professor** Action:  Department 

conducts assessment  of review materials.  

Department faculty vote on recommended action 

(see department’s By-law 55 voting rights).  

Decision letter sent to candidate, with 

copies to department and CAP

Ad hoc formed, convened, and 

their recommendation added to 

the file.  File returned to APO.  

Promotional Process Flow Chart for Academic 

Employees
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CP/EVC reviews candidate’s materials, department, dean, ad hoc (if applicable) and CAP recommendation.   

For all promotions:  If decision differs 

from department or dean or CAP 

recommendation, or if decision is not to 

grant tenure, notification of preliminary 

assessment to disagree is issued, along 

with justification supporting preliminary 

assessment.

For promotion to 

Professor:  If CP/EVC’s 

recommendation agrees with 

department and dean 

recommendation, decision 

letter issued.  

For promotion to Associate 

Professor (tenure):  If CP/EVC’s 

recommendation agrees with 

department and dean 

recommendation, file forwarded 

to Chancellor for final decision.

If disagrees with 

dean or CAP: 

dean or CAP 

informed of 

preliminary 

assessment and 

provided with 

opportunity to 

respond.

If disagrees with 

department, or if 

decision is not to grant 

tenure: Candidate and 

department informed of 

preliminary 

assessment and 

provided with copies 

of materials added to 

the file since 

department review.  

Candidate and 

department have 

opportunity to provide 

additional information.  

Chancellor reviews file and all 

recommendations and makes 

final decision

Decision letter sent to candidate with copies to 

department, dean and CAP.  

If additional information is 

added to the file by the 

dean, process begins again 

at CAP review.

If additional information 

is not added to the file, 

file forwarded to 

chancellor for final 

decision.  If additional information 

is not added to the file, 

file forwarded to 

chancellor for final 

decision.  

If additional information 

is added to the file by

 the candidate or 

department, process 

begins again, including 

initiation of Checklist to 

Assure Fairness for 

Additional Information.  
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File forwarded to CAP.  CAP 

reviews file adds their 

recommendation to file. File 

returned to APO.  

See Page 1

* Applies to titles in the:   Professional Researcher Series

Project Scientist Series

Specialist Series

Postdoctoral Scholar Series

Lecturer Series

Academic Coordinator Series

**Applies to titles in the Professor/Astronomer Series

Security of Employment Series

Adjunct Professor Series

***CP/EVC = Campus Provost/Executive Vice Chancellor
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