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Department of Applied Engineering and Technology Management 1 

Promotion, Tenure, and Evaluation Policy 2 

Introduction 3 

The Department policy is intended to adhere to all University policies, AAUP guidelines, and 4 

collegial norms, especially concerning due process and the Departmental faculty’s primary 5 

authority to make promotion, tenure, and evaluation recommendations. The University 6 

Handbook and other policies outline expectations of faculty members, terminal degree 7 

requirements, promotion and tenure requirements, and evaluation procedures. This policy is 8 

meant to clarify expectations, standards, and procedures within the Department, especially 9 

related to promotion, tenure, and evaluation. Unless otherwise noted, definitions in one section 10 

apply to all sections of the document. The expectations and procedures in this policy are meant 11 

to harmonize with other relevant policies. 12 

Primary Elements of the Professorate 13 

There are several primary elements of the professorate. Teaching, service, and scholarship are 14 

three traditional elements, but credentials, experience, and other factors are also important. The 15 

various elements are not discrete; they are parts of a whole that define a faculty member.  16 

To the extent possible, elements should complement each other. For example, a faculty 17 

member’s degrees and other credentials, service, and scholarship should be compatible. The 18 

items contained in this document are not to be considered a checklist. A specific activity or 19 

accomplishment may not clearly fit into one element. No exhaustive list or description can be 20 

stated for any element or activity. Therefore, specific valuable contributions may not be 21 

described in this documented. 22 

Faculty members provide unique contributions. A faculty member is not expected to accomplish 23 

every item listed. The evaluation of the contribution of a faculty member is a holistic decision, 24 

but there are qualitative and quantitative minimum expectations. Following are the primary 25 

elements of the professorate.  26 

Teaching 27 

Teaching includes activities such as instruction, preparation of instructional materials, evaluation 28 

of student performance, course management, academic program planning and development, 29 

student academic advisement, and other elements as outlined in the University Handbook. Where 30 

possible, instruction and learning in the Department focuses on experiential and applied topics 31 

and methods. 32 

Scholarship 33 

Scholarship should be related to the faculty member’s expertise and/or a Departmental program. 34 

Scholarship has many forms, including research, creative works (e.g., designs, products, and 35 

processes), professional credentialing and continued learning, consulting, grants and contracts, 36 



Page 2 of 13  Approved by AETM Faculty 10-0-1 8/31/2015, Approved COT FAC 11-5-2015 (3-0-0) 

and other elements as outlined in the University Handbook. Peer review and dissemination are 37 

elements of scholarship.  38 

The intent of peer review is to have competent individuals evaluate the scholarship. Peer review 39 

methods include blind review, evaluation of activities by a board, credentialing, and approval of 40 

designs and creations by appropriate authorities, and other means. Though perhaps, not as blind 41 

or peer-reviewed, hardcopy or electronic publications, copyrights and patents, recognition and 42 

achievement awards, grades from courses taken, and other evaluations provide evidence of 43 

scholarship. 44 

The intent of dissemination is to share scholarship. Dissemination can happen by publications, 45 

presentations, and other means of distribution. Publications include books, journals, position 46 

papers, and other outlets. A publication is a full-text document and not merely an abstract or 47 

outline. Presentations include classroom and other lectures, panel discussions, conferences, 48 

training and consulting, and other means. The audiences are varied, e.g., students, peers, the 49 

community, and business and industry. 50 

Not all scholarly accomplishments are equal. For the purpose of enumerating scholarly 51 

accomplishments, the following table is a guide (but not an exhaustive list). 52 

  53 
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 54 

Scholarship Enumeration Grid 

 Scholarship 

Less ------------------------------------------- More 

An abstract, an outline, a 

proposal, a slide show, a 

presentation without paper, 

or other electronic materials. 

Must include some level of 

non-self-published 

dissemination. 

Recertification renewal. 

Expert testimony before legal 

or government authority. 

Booklets, pamphlets, 

marketing and other 

promotional materials. 

Publication (print or electronic, 

journal or proceedings). Must be 

disseminated. Initial certification 

or licensure by recognized state 

or national organization (must 

include an exam and require 

recertification). Patents, designs, 

and other creative works (must be 

judged to be acceptable or better). 

Non self-published book 

chapter(s). Funded grant. Graded 

course of study equivalent to a 

university 3-credit hour course.  

(Justification for additional credit 

than specified below must be 

made to, and approved by, the 

departmental review committee) 
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Double-blind 

Enumeration = .5 
Enumeration = 1 

 

Single-blind 

or open, 

invited,  

volunteered, 

or accepted 

by editor. 

Enumeration = .25 Enumeration = .75 

Note: if there is (a) no type of judging or review by peers or other experts and (b)  no 

dissemination, the activity is not scholarship as defined in this document but might be an 

acceptable service activity. 

 55 

When enumerating scholarly activities and accomplishments, an activity is not merely a repeat of 56 

another but substantively a separate accomplishment. For example, a faculty member may not 57 

publish the same paper via separate journals and describe that as two scholarly activities. A 58 

presentation that is included in a conference proceeding does not count for two activities. This is 59 

not meant to require that each activity be a separate line of inquiry. A very narrow research 60 

agenda is valued; eclectic research activities are also valued. The faculty member may categorize 61 

their activities to garner the maximum points (largest enumeration). Joint authorship and 62 

collaboration is valued and so are individual accomplishments. The following table is used for 63 

weighting the joint contribution of scholarly activities. 64 
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 65 

Multipliers for Joint Authorship 

Multiplier for first three authors. Multiplier for fourth author and beyond 

when there are more than three authors 

1.0 .5 

Examples 66 

 A single author has a double-blind, peer-reviewed publication. The enumeration is 1 with 67 

a multiplier of 1 for a “count” of 1. 68 

 The second of two authors has a double-blind, peer-reviewed presentation (without 69 

publication). The enumeration is .5 with a multiplier of 1 for a count of .5. 70 

 A fourth author delivers an invited presentation to a local group. The enumeration is .25 71 

with a multiplier of .5 for a count of .125. 72 

Service 73 

Service activities are generally focused on sharing the faculty member’s expertise and talents 74 

beyond the classroom and can be focused on the institution (ISU), profession, community, or 75 

other audiences. Service can be provided to individuals, informal groups, and various 76 

organizations. Service is more than mere membership. Some sort of official capacity or duty is 77 

generally associated with service, e.g., committee member, officer, student organization advisor, 78 

journal reviewer, book or web site editor, conference organizer, guest lecturer or presenter, 79 

consultant, etc. A key element is that the faculty member’s expertise is related to the service. 80 

Service can be paid or volunteer.  81 

Faculty members are encouraged to engage the community by collaborative partnerships which 82 

contribute to the University’s academic mission and directly benefit the community. 83 

Basic Expectations of All Faculty Members 84 

Various University, College, and Department policies identify the basic expectation of faculty 85 

members, particularly in regards to promotion and tenure. Similarly, the AAUP and most 86 

professional organizations outline professional standards. Faculty members of any rank or 87 

classification are expected to receive an evaluation of meets expectations (or the equivalent) in 88 

the categories of teaching, service, and scholarship and therefore be contributing (or the 89 

equivalent) per the Biennial Review or equivalent policy. An underlying principle is that 90 

professional contributions should be consistent for the faculty member’s rank or classification. 91 

Assistant Professors are expected to make consistent progress toward promotion to Associate 92 

Professor. Associate Professors are expected to perform consistently for that rank and are 93 

strongly encouraged to work toward promotion to Full Professor. Consistent in this context 94 

means that over the previous 6 years the faculty member has averaged fulfilling the contributions 95 

for that rank or classification. 96 

Specific responsibilities can include advising, graduate program participation, lab coordination, 97 

program coordination, providing leadership for a particular course, providing leadership for 98 
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various Departmental activities, and others that may not be enumerated in the University 99 

Handbook. 100 

Promotion 101 

The candidate for promotion must meet the expectations for the rank to which they are applying. 102 

These expectations include the following. 103 

 Congruence with the Primary Elements of the Professorate. 104 

 Meeting the Basic Expectations of All Faculty Members. 105 

 Having the Credentials for the rank to which the faculty member is applying. 106 

 Fulfilling the Teaching Contributions expected for the rank to which the faculty member is 107 

applying. 108 

 Fulfilling the Scholarship Contributions expected for the rank to which the faculty member is 109 

applying. 110 

 Fulfilling the Service Contributions expected for the rank to which the faculty member is 111 

applying. 112 

Tenure 113 

Tenure is linked to promotion. A faculty member cannot be tenured without being, or having 114 

been, appointed or promoted to the rank of Associate Professor. However, tenure is not 115 

automatic upon appointment to Associate Professor. To earn tenure, faculty members hired at the 116 

Associate Professor rank but without tenure are expected to have consistent performance and 117 

otherwise meet the criteria outlined in this document. 118 

Evaluation 119 

Evaluation refers to pre-tenure annual review, post-tenure review, evaluation of non-tenure track 120 

faculty members, and evaluation of other academic appointments and teaching assignments 121 

within the Department. The purpose, procedures, and scheduling of these reviews are set by 122 

University policies. Specific Department-level criteria and procedures are specified in the 123 

Department Biennial Review or equivalent document. All persons with any sort of teaching or 124 

other academic duties in the Department are to be evaluated.  125 

Credentials Required For Each Appointment Classification 126 

Part-time & Temporary 127 

Part-time academic personnel include all types of appointments not described by the multi-year 128 

contract (instructor) and professorial ranks. These include, but are not limited to, EAP, visiting, 129 

part-time, and temporary personnel teaching courses or performing other academic functions 130 

within the Department. Student workers, graduate assistants and others who are not an instructor 131 

of record are not covered by this policy. 132 

 Professional experience. The equivalent of 1 year of non-academic work experience in a 133 

field related to the person’s Departmental assignment.  134 
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Paid employment, consulting, internships, volunteer work, and other non-class activities could 135 

provide the appropriate real-world experience. Each state or nationally recognized professional 136 

certification (or licensure or similar credential) can substitute for 1 year of professional 137 

experience, up to a maximum of 2 years of professional experience. To qualify, such 138 

certifications have to be based, at least in part, on (a) an exam and (b) require periodic 139 

recertification. The professional experience as defined in this section pertains to all appointment 140 

classifications. 141 

 Degree. A master’s degree related to the person’s Departmental assignment. 142 

Multi-year Contract Instructor 143 

 Professional experience. The equivalent of 3 years of non-academic work experience in 144 

a field related to a Department academic program.  145 

 Degree. A master’s degree related to a Department academic program. 146 

Senior Multi-year Contract Instructor 147 

 Professional experience. The equivalent of 3 years of non-academic work experience in 148 

a field related to a Department academic program.  149 

 Degree. A master’s degree related to a Department academic program. 150 

 Certification or continued education. Current certification or licensure related to a 151 

Department academic program, a second baccalaureate or master’s degree, a doctorate degree, or 152 

12 credit hours of university course work in the previous 6 years. 153 

Assistant Professor 154 

 Professional experience. Professional experience as previously defined. 155 

 Degree. A doctorate (or ABD) related to a Department academic program. 156 

Associate Professor 157 

 Professional experience. Professional experience as previously defined. 158 

 Degree. A doctorate related to a Department academic program. 159 

Professor  160 

 Professional experience. Professional experience as previously defined. 161 

 Degree. A doctorate related to a Department academic program. 162 

 163 
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Teaching Contributions Expected For Each Classification 164 

Each classification is expected to receive a meets expectations evaluation for teaching per the 165 

Department Biennial Review policy. Each classification is expected to fulfill the Basic 166 

Expectations of all Faculty Members regarding teaching. Additional, specific expectations 167 

follow. 168 

Lecturer 169 

A lecturer may have specific expectations, e.g., per contract or memorandum from The 170 

Department Chair. 171 

Multi-year Contract Instructor 172 

A multi-year contract faculty member may have specific expectations, e.g., per contract or 173 

memorandum from the Department Chair. 174 

Senior Multi-year Contract Instructor 175 

A senior multi-year contract faculty member must have specific expectations, e.g., per contract 176 

or memorandum from the Department Chair beyond the minimum required for a multi-year 177 

contract instructor. For example, they must perform scholarly, advising, program coordination, 178 

lab coordination, or other service activities beyond the minimum required for a multi-year 179 

contract instructor. 180 

Assistant Professor 181 

An Assistant Professor may have specific expectations, e.g., per the appointment letter or 182 

memorandum from the Department Chair. 183 

Associate Professor 184 

 Integrates scholarship and service into teaching. 185 

 Regularly contributes to course and curriculum development. 186 

 Coordinates (or assists with the coordination) of a Departmental academic program. 187 

 Is involved in developing and teaching courses of a special nature, e.g., honors, workshops, 188 

or special topics. 189 

 When a faculty member’s assignment includes involvement in a graduate program, the 190 

faculty is expected to maintain graduate faculty status and serve on students’ committees. 191 

Professor 192 

 All the Associate Professor expectations. 193 

 Leadership and initiative in student and faculty development at the Department, College, and 194 

University levels. 195 

 Leadership and initiative in curricular development at the Department, College, and 196 

University levels. 197 
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Scholarly Accomplishments Expected For Each Classification 198 

Each classification is expected to receive a meets expectations evaluation for scholarship per the 199 

Department Biennial Review policy. Each classification is expected to fulfill the Basic 200 

Expectations of all Faculty Members regarding scholarship. Specific expectations follow. 201 

Lecturer 202 

A lecturer may have specific expectations, e.g., per contract or memo from the Department 203 

Chair. 204 

Multi-year Contract Instructor 205 

A multi-year contract faculty member may have specific expectations, e.g., per contract or 206 

memorandum from the Department Chair. 207 

Senior Multi-year Contract Instructor 208 

A senior multi-year contract faculty member must have specific expectations, e.g., per contract 209 

or memorandum from the Department Chair beyond the minimum required for a multi-year 210 

contract instructor (but not necessarily related to scholarship). 211 

Assistant Professor 212 

For appointment to the rank of Assistant Professor, the faculty member is expected to have 213 

completed at least 4 scholarly accomplishments. 214 

Associate Professor 215 

For appointment to the rank of Associate Professor, the faculty member is expected to have 216 

completed at least 6 scholarly accomplishments (this means the total of weighted enumerated 217 

accomplishments must equal at least 6) since appointment or promotion to Associate Professor. 218 

The intent for all ranks is that an accomplishment does not apply to more than one promotion.  219 

 At least 2 accomplishments must be double-blind peer-reviewed publications. 220 

Professor 221 

For appointment to the rank of Professor, the faculty member is expected to have completed at 222 

least 8 scholarly accomplishments since appointment or promotion to Associate Professor. 223 

 At least 1 accomplishment must be an externally funded grant or project. A proposal that is 224 

declined is considered as one-half of an accomplishment. This applies to all sections. 225 

 At least 1 accomplishment must be certification or advanced study. Advance study is 226 

substantial (e.g., the equivalent of 12 or more credit hours) post-doctorate study for which a 227 

grade, diploma, or other evaluation is provided. 228 

 At least 2 accomplishments must be double-blind peer-reviewed publications. 229 
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Service Activities Expected For Each Classification 230 

Each classification is expected to receive a meets expectations evaluation for service per the 231 

Department Biennial Review policy. Each classification is expected to fulfill the Basic 232 

Expectations of all Faculty Members regarding service. Specific expectations follow. 233 

Lecturer 234 

A lecturer may have specific expectations, e.g., per contract or memo from The Department 235 

Chair. 236 

Multi-year Contract Instructor 237 

A multi-year contract faculty member may have specific expectations, e.g., per contract or memo 238 

from The Department Chair. 239 

Senior Multi-year Contract Instructor 240 

A senior multi-year contract faculty member must have specific expectations, e.g., per contract 241 

or memorandum from the Department Chair beyond the minimum required for a multi-year 242 

contract instructor (but not necessarily related to service). 243 

Assistant Professor 244 

For appointment to the rank of Assistant Professor, the faculty member is expected to have 245 

completed at least 4 service accomplishments.  246 

Associate Professor 247 

For appointment or promotion to the rank of Associate Professor, the faculty member is expected 248 

to have completed at least 6 service accomplishments. At least 2 accomplishments must come 249 

from the following. Two or more accomplishments can be based on the same bulleted criteria. 250 

 Officer of a University, professional, or community committee. 251 

 Conducts studies or prepares proposals for the Department, College, or University. 252 

 Assumes administrative responsibilities (not part of load) related to either the academic or 253 

support services of the University community. 254 

 Consults as requested by government, business and industry, or other educational institutions 255 

in the area of the faculty member’s expertise. 256 

 Contributes services to the community that are relevant to the faculty member’s role or 257 

expertise. 258 

Professor 259 

For appointment or promotion to (Full) Professor, the faculty member is expected to have 260 

completed at least 8 service accomplishments. At least 4 accomplishments must come from the 261 

following. Two or more accomplishments can be based on the same bulleted criteria. 262 
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 Officer of a University, professional, or community committee. 263 

 Conducts studies or prepares proposals for the Department, College, or University. 264 

 Assumes administrative responsibilities (not part of load) related to either the academic or 265 

support services of the University community. 266 

 Consults as requested by government, business and industry, or other educational institutions 267 

in the area of the faculty member’s expertise. 268 

 Contributes services to the community that are relevant to the faculty member’s role or 269 

expertise. 270 

Communication and Collaboration 271 

General expectations for faculty achievements in teaching, scholarship, and service and the 272 

relative importance of each; shall be specified at the time of initial appointment. The initial 273 

appointment letter should also include years of previous service awarded, the dates of eligibility 274 

for promotion and tenure, and the date of the College-level mid-tenure review. Recognized 275 

previous service accomplishments are included in the portfolio and are evaluated. 276 

Expectations and specific responsibilities for subsequent periods should be explained in a memo 277 

from the Department Chair. An individual faculty member’s annual (or biennial) expectations 278 

are established by collaboration of the Department Chair, the Department Personnel Committee, 279 

and the individual faculty member.  280 

During the annual probationary review process, faculty members shall be notified in writing of 281 

their progress toward promotion and tenure. Evidence of unsatisfactory performance, 282 

insufficiency of evidence, and any other matter which might serve as a basis for conditional 283 

reappointment or subsequent non-renewal of the appointment shall be clearly specified in the 284 

notification. Means of remediation for conditionally reappointed faculty shall also be specified in 285 

writing.  286 

Specific means of remediating the causes of a conditional reappointment shall be developed in 287 

collaboration with the faculty member, the Departmental Personnel Committee, and the 288 

Department Chair. Means of remediation are conveyed in writing to the faculty member at the 289 

time he/she is notified of a Departmental Personnel Committee or a Department Chair 290 

recommendation for conditional reappointment. 291 

Notification of non-reappointment for reasons of inadequate performance shall be conveyed with 292 

a detailed analysis of the faculty member’s performance and inadequacies in teaching, 293 

scholarship, and/or service. Substantial justification will be provided. 294 

The completed forms and/or documents used for promotion, tenure, and/or evaluation (including 295 

materials supplied by the faculty member, personnel committees, and administrators) must be 296 

signed by the faculty member. The signature indicates knowledge of the materials, not 297 

necessarily agreement. The faculty member has the right to append clarifying and/or rebuttal 298 

material. The signed materials will be placed in the faculty member’s official file. Copies may be 299 

kept at the Department and College levels. 300 

 301 
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Department Routing and Timeline 302 

In anticipation of University and College due dates, applications for promotion, tenure, and 303 

evaluation are due to the Department Chair no less than four weeks before they are due to the 304 

Dean. Note that the College or University dates may not provide four weeks but the faculty 305 

member must adhere to the Departmental four-week schedule to allow time for the Committee to 306 

perform its duties and for the faculty member to prepare a rebuttal if desired. 307 

Upon receipt of the faculty member’s application, the Department Chair shall within two 308 

working days notify the Department Personnel committee that the committee is to convene and 309 

evaluate the application. The Department Chair will forward the materials to the Department 310 

Personnel committee. The Department Personnel committee and the Department Chair are to 311 

make independent evaluations and recommendations. The Department Personnel committee is to 312 

transmit its recommendation to the Department Chair. The chair then makes a recommendation. 313 

The evaluations and accompanying recommendations are to be completed, appended to the 314 

faculty member’s application, and transmitted to the faculty member in writing no less than two 315 

weeks before the faculty member’s application is due to the Dean. The Department Chair is 316 

responsible for all communication with the applicant (the committee does not communicate 317 

directly with the applicant). 318 

Any annual goals and professional development activities for the next evaluation period will also 319 

be verified in writing and appended to the annual evaluation before the evaluation is transmitted 320 

to the Dean.  321 

In the event of a negative recommendation by the committee or Department Chair, the faculty 322 

member may append rebuttal or clarification materials to their application. Neither the 323 

Department Personnel Committee nor the Department Chair may respond to a faculty member’s 324 

rebuttal. A faculty member’s rebuttal should be appended to their application before the 325 

application is evaluated at the College level.  326 

The Department Chair will forward the faculty member’s application to the Dean. The 327 

Department Chair will provide the Department Personnel committee with a copy of the 328 

evaluation performed by the Department Chair. 329 

Department Personnel Committee 330 

The Department Personnel Committee shall consist of at least three tenured faculty members 331 

from the Department. Additional members may be added on an ad hoc basis to comply with 332 

University Policy. Department Chairs, administrators, and those with 50% or more reassignment 333 

may not serve on the Department Personnel Committee. Buyout for research and sabbatical 334 

leaves are not included in the 50% rule. In the event that three qualified faculty members are not 335 

available in the Department, otherwise qualified faculty members may be selected from other 336 

Departments in the College. Members are selected by vote of all faculty members (as defined by 337 

the University Handbook) in the Department. A person may not participate in more than one 338 

recommendation for a given case, e.g., a person cannot vote at the Department and College level 339 

about the promotion of a faculty member. A faculty member may serve on the Committee if they 340 
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will be reviewed that year (for promotion, tenure, sabbatical, biennial evaluation, or others) but 341 

cannot participate in the discussion or decision of their application.  342 

Application and Portfolio Preparation for Review of Academic Personnel 343 

The purpose of a review will commonly be for aiding decisions about promotion, tenure, and 344 

retention; but can also relate to leaves, recognition or awards, salary adjustments, selection or 345 

placement for certain positions, and other purposes related to the academic function. 346 

Portfolio refers to the dossier or compilation of materials submitted by academic personnel for 347 

review. Academic personnel include all individuals performing teaching, service, or scholarly 348 

activities under the auspices of the Department. Academic personnel who might have to prepare 349 

a portfolio include the following personnel and situations (and others; no exhaustive list can be 350 

created due to varied and changing titles and affiliations). 351 

 Multi-year Contract faculty members. 352 

 Tenure-track faculty members during their probationary period. 353 

 Tenured or tenure-track faculty members applying for tenure or promotion. 354 

 Post-tenure review of tenured faculty members. 355 

 Annual review of all full or part-time instructors, regardless of their title or nature of 356 

contract, e.g., a visiting professor or EAP employee teaching courses. 357 

 Any instructor of record, e.g., a graduate student. 358 

Teaching is not the sole academic activity. A person affiliated with the Department and 359 

performing research, service, advising, or related activities would be an academic person. 360 

The individual faculty member is responsible for preparing their promotion and/or tenure 361 

application.  362 

Content of Portfolio 363 

Following are the content requirements of the portfolio. Items should be placed in the following 364 

order. Copies of documents are allowed. Some items may not be applicable do to the purpose of 365 

the review and/or the assignment of the academic person. For example, an Assistant professor 366 

applying for tenure and promotion to Associate Professor would address all the elements for 367 

promotion. A Multi-year Contract faculty member with no research expectations would not be 368 

required to include research accomplishments.  369 

1. A cover letter is used to preface or focus the review. For example, the cover letter would 370 

state the purpose of the review and highlight critical information. 371 

2. Appointment letter and/or memorandum from the Department Chair stating specific 372 

responsibilities. Only an appointment letter or memorandums within the previous six 373 

years are included. 374 

3. Previous reviews since appointment or promotion. Only reviews within the last six years 375 

are included. 376 

4. A vita or resume. 377 
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5. A narrative that describes the relevant accomplishments in the following order (as 378 

applicable). 379 

a. Primary Elements of the Professorate 380 

b. Basic Expectations of All Faculty Members 381 

c. Credentials 382 

d. Teaching 383 

e. Scholarship 384 

f. Service 385 

g. Other relevant accomplishments 386 

6. An appendix of evidence.  387 

Format of Portfolio 388 

 The entire portfolio should fit into one 2” three-ring binder. The binder should be clearly 389 

labeled with the person’s name, year, and purpose of review (e.g., mid-tenure review or 390 

application for promotion to Professor).  391 

 Do not use pocket folders or plastic sheets. Use tabs or dividers to differentiate sections. 392 

 Word processed documents should be 12 pt Times New Roman or similar typeface. 393 

 Some evidence can fit into the narrative. Some evidence might better fit in an appendix. 394 

Documentation in the appendix is tied to elements in the narrative via superscript tags. For 395 

example, a portion of the narrative could be, Chaired an ATMAE Accreditation Team1. The 396 

superscript would correspond to an evidence label in the appendix. 397 

 Due to the 2” binder restriction, all supporting materials may not fit in the portfolio. Lengthy 398 

and bulky materials can be located in the faculty member’s office or on-line, but must be 399 

readily available to reviewers. For example, a few pages of a book or a publication can be 400 

included in the portfolio appendix and the entire book, document, artifact, etc. housed 401 

elsewhere. 402 


