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FACULTY REVIEW: PROFESSIONAL REVIEW FILES
What is a professional review file and what documents are in it?   A professional review file (PRF) refers to the documents and supporting materials relevant to the review and evaluation of faculty members.  According to the NAU Conditions of Faculty Service (May 2007), a PRF should include the following documents:
· Statements of Expectations (SOEs) and subsequent amendments to these documents, which are used as the basis for performance evaluations.  
· Each year, tenured, tenure eligible, and non-tenure eligible faculty, whether full or part-time, negotiate with chairs or directors to create SOEs that cover faculty workload expectations and activities for the contract period. 
· Annual Faculty Performance Reports that address the workload assignment and the areas covered in the SOE for an academic year.  
· For the year under review, a performance report lists and explains faculty accomplishments and/or recognition in the areas covered by the SOE (e.g., teaching, advising, and other student-related responsibilities; research, scholarship, or other creative endeavors; and service to the university community and the profession).  In addition, the report references the supporting materials that provide evidence of this performance and/or recognition.  
· Results of formal student, peer, and administrator evaluations, including recommendations and/or decisions relating to the faculty member resulting from such evaluations.  
· This includes the results of faculty reviews (annual, retention or renewal, promotion and/or tenure) and all the types of teaching evaluations and other evaluations that are a part of approved unit policy.  
· Letters or documents written by faculty, students, committees, and/or administrators that will be considered in the evaluation process by a Faculty Status or other applicable committee. 
· This refers to recommendation and evaluation letters that are a part of the review process, written comments from student opinion surveys, student observations/comments if a portfolio approach is used, letters of commendation or recognition regarding contributions to the profession or the university, and the like.  
· Application materials for retention or renewal, or promotion and/or tenure, including a current curriculum vitae.  

· In addition to the documents already mentioned above, the application materials include a current curriculum vitae, professional statements or narratives, and the supporting materials that document faculty performance and/or recognition in the areas covered by the SOE for a given year (e.g., teaching, advisement, and other student-related responsibilities; research, scholarship, or other creative endeavors; and service to the university community and the profession).   
· Material relevant to the evaluation/review of faculty by a Faculty Status or other applicable committee such as materials relating to leaves of absences and sabbaticals.  

· Any other relevant materials faculty may wish to include in the file, such as letters of support or reference, records of outside funding, evidence of awards, professional recognitions, and responses to other materials in the file.  The College does not require external letters of evaluation for faculty promotion and/or tenure.  External letters, however, may be mandated by SBS units.  They are confidential, kept by the chair/director in a separate file, added to the review materials after they are submitted to the chair/director, and removed from the PRF when the review is completed.  

Who is responsible for creating and maintaining the professional review file?  Each faculty is responsible for creating and maintaining their personal and permanent PRF.  In addition, chairs or directors maintain copies of most of the materials in a PRF for each faculty in their unit.  Finally, there is the version of the PRF that faculty submit in a review cycle.
What are the types of reviews?  Each year, all faculty undergo an annual review that covers only the previous academic year.  In addition, 1st to 5th year faculty (tenure eligible and non-tenure eligible) and tenured faculty and lecturers seeking promotion undergo a cumulative review for one of the following: retention (tenure eligible 1st to 5th year faculty), renewal (1st to 5th year lecturers), promotion and tenure (tenure eligible faculty), or promotion (tenured faculty and lecturers seeking promotion to the next highest rank).
What documents and materials do you submit when you are reviewed?  In each yearly review cycle, faculty submit documents and materials from their personal PRF.  These PRF documents and materials are reviewed by the appropriate committees and administrators at each level of the review process.  As this version of the PRF moves through the review process, recommendation letters written by the relevant committees and administrators (and external letters of evaluation, when mandated by the unit) are added to the PRF, and chairs/directors and the dean retain copies of specific documents in the file. 

The PRF that is submitted by the faculty for review in SBS must contain the following documents and materials:  

· Routing form.  One routing form is submitted.  For example, when a faculty is being reviewed for retention, renewal, or promotion and/or tenure and annual review, one routing form is used to cover both reviews.  Faculty do not have to retain routing forms from previous reviews in their personal PRF.  
· Statement of expectations (SOE) relevant to the years covered by the two reviews.  The SOE relevant to the year under review will be used in the annual review, and this SOE and those from previous reviews will figure in the probationary retention, lecturer renewal, or promotion and/or tenure review.  Copies of SOEs are kept by faculty in their personal PRF and by the chair/director in the unit PRF.
· Annual performance report for the year covered by the annual review.  The performance report for the year under review is used in the annual review.  Copies of the current and previous performance reports are kept by faculty in their personal PRF and by the chair/director in the unit PRF.
· Current curriculum vitae.  A current vita is relevant to both reviews.  Although faculty might want to keep their vitae from previous years, faculty are expected to keep a copy of the current vita in their personal PRF, and the chair/director keeps a copy in the unit PRF.

· Professional statement or narrative (only in probationary retention, lecturer renewal, and promotion and/or tenure reviews).  This is the faculty’s view of her/his role as a faculty member and an explanation of how the faculty’s choices and performance in the areas covered by the SOE combine to achieve the elements of their faculty role and either show progress toward promotion and/or tenure (tenure eligible and non-tenure eligible 1st to 5th year faculty) or demonstrate that the criteria for promotion and tenure (tenure eligible faculty) or promotion (tenured faculty and lecturers seeking promotion) have been met.  Copies of narratives are kept by faculty in their personal PRF (and should be updated as appropriate) and by the chair/director in the unit PRF. 

· Letters of evaluation and recommendation written by the relevant review committees and administrators for the years covered by the two reviews.  This means annual review and probationary retention, lecturer renewal, and promotion and/or tenure letters of evaluation and recommendation.  These include the recommendation letters added to the PRF as it moves through the levels of the current review and the letters of evaluation and recommendation from the reviews since the last promotion.  Copies of these letters are kept by faculty in their personal PRF and by the chair/director in the unit PRF.
· Formal evaluations of teaching for the years covered by the two reviews, which include printed/paper copies of SBS student opinion survey results and student comments and the other types of teaching evaluations which are a part of approved unit policy.  The evaluations from the previous year are used in the annual review, and these evaluations and those from previous years are used in the probationary retention, lecturer renewal, or promotion and/or tenure review.  Copies of the results from previous years are kept by faculty in their personal PRF, and the chair/director retains online evaluations electronically and paper copies of those evaluations not available electronically. 

· Supporting materials evidencing work done in the years covered by the two reviews in the areas covered by the SOEs.  The supporting materials from the previous year are used in the annual review, and these materials and those from previous years are used in the probationary retention, lecturer renewal, or promotion and/or tenure review.  The supporting materials demonstrate the extent to which faculty met the expectations of the SOE and the performance indicators found in the unit’s annual review criteria, the unit’s promotion and tenure criteria, the SBS criteria for promotion and tenure, and the Conditions of Faculty Service criteria.  Specific materials to include should be, at a minimum, the ones specified in these criteria.  The materials submitted in each of the areas covered by the SOE should be preceded by a short introductory statement, and these introductory statements include the following:

· For all faculty, the section covering teaching, advising, and other student-related activities should include a brief statement that describes the faculty’s teaching philosophy, illustrates how elements of this philosophy guided pedagogical choices and accomplishments, and demonstrates how these activities were evaluated and how they contributed to the unit’s goals and emphases.

· For faculty with research and scholarly/creative responsibilities in the SOE, the section should include a brief statement that gives an overview of the faculty’s research and scholarly/creative activities, communicates the appropriateness of the means of disseminating the work and how it was evaluated or reviewed, and indicates how the accomplishments connect with one another to form a coherent body of work, fulfill this component of her/his work, and contribute to achieving the goals and emphases of the unit.

· For faculty with service responsibilities in the SOE, the section should include a brief statement that gives an overview of the faculty’s service activities and indicates how these accomplishments contribute to fulfilling the service component of her/his faculty role and the goals and emphases of the unit. 
Supporting materials are kept by faculty in their personal PRF, but these materials are not retained by the chair/director.  Instead, the supporting materials are returned to the faculty when the review process is completed.  
19 February 2008
