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ABSTRACT

This Instruction implements the Daniel K. Inouye Graduate School of Nursing (GSN) policy
and procedures for Appoimntments, Promotion, and Tenure of Faculty.

. Reissuance and Purpose This Instruction revises the GSN policy and procedures for the
appointment, promotion, and tenure of faculty and academic staff and replaces the Uniformed
Services University of the Health Sciences (USU) 1100B (Reference (a)). It describes terms of
appointment, provisions for annual review, granting of tenure, suspension, and termination of
appointments and tenure, conduct of employees, and due process for employee actions.

B. Reference. See Enclosure 1.
C. Applicability. This Instruction applies only to the GSN.

D. Policy. The President, USU and Civilian Human Resources (CHR) will ensure that the
policy and procedures set forth in the CAPT Instructions are enforced.

E. Procedures. See Enclosures 2 and 3.

F. Effective Date. ~ Instruction is effective immediately.
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Richard W. Thomas, MD, DDS, FACS Carol Romano, PhD, RN, FAAN
President Dean and Professor
Enclosures:
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3. Appendices
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A. SECTION I: STANDARDS FOR APPOINTMENT AND EVALUATION

Assistant Professors, Associate Professors, and Professors must hold a doctoral degree,
regardless of track.

a'

General Criteria for Faculty Appointments:

1) A focused area of research or clinical scholarship with presentation/publication of
research activities or scholarly work at local levels.

2) Demonstrated experience in teaching or professional education.

3) Membership on University committees and/or local, state or national professional
organizations.

4) For faculty in the tenure ineligible (non-tenure) tracks, evidence of professional
practice.

Faculty Tracks:

1) Tenure-Eligible Track (Tenure Track): Tenure-eligible track faculty are expected to
engage in a focused area of inquiry centering on empirical research, including writing and
executing funded grants and disseminating research results. Scholarship centers on the
discovery of new knowledge.

2) Tenure-Ineligible Track (Non-Tenure Track): Tenure-ineligible (Non-Tenure Track)
track faculty are expected to engage in a focused area of inquiry addressing empirical
research, advancing practice scholarship and disseminating knowledge to improve
nursing practice, patient outcomés and systems of health care delivery.

3) Clinical Track (tenure-ineligible track/non-tenure track): Clinical- track faculty are
expected to engage in a focused area of inquiry addressing empirical research and the
understanding of clinical relationships. Scholarship centers on how knowledge can be
applied to clinical practice at a Military treatment facility (MTF) or its equivalent.
Academic rank will be identified by the title Clinical before the rank.

Standards for All Tracks:

1) All faculty members are required to contribute to the academic mission of the
University in four areas:

a) Scholarship
(1) Demonstrates leadership in scholarly activities.

(2) Disseminates scholarly work
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a) The prefix ADJUNCT

(1) It is recognized that there are professional scientists, clinicians, emeritus
faculty of other academic institutions, individuals in administrative positions, and
others in the academic, clinical, scientific, military, and general community who
have particular expertise or competencies that will enhance and benefit the
mission of the USU GSN. To formalize their relationship with USU, individuals
whose contributions to USU GSN programs, although episodic, are of such value
as to warrant recognition, will be offered a tenure-ineligible (non-tenure) track
faculty appointment with the Adjunct prefix modifier. Due to their limited USU-
directed activities, the academic rank of these faculty members will be based, for
the most part, on their achievements outside the USU academic community.
Appointment rank and promotion will be based on appropriate application of the
criteria defined elsewhere in this Instruction.

(2) Appropriately detailed documentation of eligibility, accomplishments,
contributions to the USU missions, and evidence of peer recognition justifying the
proposed appointment or promotion and academic rank will be provided by the
Program Director/Chair. Letters of external review will not be required for this
modified academic rank. The initial appointment will be for up to three (3) years,
and the effective date will be established by CHR. These appointments may be
renewed for a period of up to three (3) years with no limit on the number of
renewals.

(3) Adjunct faculty do not become Government employees by virtue of this
appointment and have no authority to supervise Government personnel or
represent the USU.

b) The prefix VISITING

(1) The prefix Visiting may be used with the academic titles Professor, Associate
Professor, or Assistant Professor. These appointments are approved for
individuals who will complement, support, or provide critical expertise regarding
the scholarly activities of research or educational programs that would benefit the
mission of USU, affiliated medical institutions, or the DoD as a whole. The
initial visiting faculty appointment is made for a period of up to two (2) years.
The maximum appointment period for visiting faculty is four (4) years.

(2) Appointments with the prefix Visiting shall be in the tenure ineligible (non-
tenure) track. The Dean may renew these appointments in increments of up to
one (1) year but not to exceed the maximum period of two (2) additional years,
provided that there is significant justification for the critical need and impact of
retaining the individual for the additional period.

(3) The organizational prefix VISITING SCIENTIST may be used for an
individual at any academic rank appointed for a period of up to two (2) years for
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Enclosure 2

ensure academic freedom in the institution. Tenure is an earned award for positive
contributions to scholarship and institutional citizenship and shall not be granted solely
on length of service. The tenured faculty member may not suffer reduction in base
salary, loss of position, or dismissal except for cause, and in accordance with University
Instructions and/or applicable Federal Regulations (see USU Instructions 1100
(Reference (b)) and 1107 (Reference (c))). Since tenure constitutes an enduring contract
between the faculty member and the University, the decision to grant it must be made on
the basis of the most informed judgment possible and in the best interests of the
University and its mission. The President grants tenure based upon the recognition of
academic achievement; the judgment that this achievement will continue in the future;
and the determination that the granting of tenure is aligned with the mission, needs, plans
and goals of the Department, the School, and the University. Tenure and promotion are
separate and distinct entities.

2) Criteria for Tenure: The minimum standard for tenure involves documented evidence
of acceptable performance and conduct at the rank of Associate Professor or Professor as
an independent, peer-reviewed, externally-funded scientist/scholar, excellence in
teaching, and recognition as a valued citizen of the profession and institution. Candidates
for tenure are evaluated not only on their accomplishments but also for their commitment
to the ongoing development of new knowledge in nursing science and the education of
nurse-scholars and clinicians. A minimum of four (4) letters of recommendation for
Associate Professor or six (6) letters or recommendation for Professors seeking tenure
must be provided for the candidate, in addition to the candidate’s narrative statement,
professional portfolio, and CV. A memorandum from the Program Chair that
summarizes the chair’s evaluation of the candidate’s qualifications for tenure must
accompany the promotion packet to the CAPT.

3) If at the time of consideration for tenure, the faculty member is also being considered
for promotion in rank, the review is conducted separately, with the promotion review
considered first. Promotion in rank does not imply the awarding of tenure.

f. Post-Tenure Review Procedures:

1) All tenured faculty will be reviewed annually in accordance with the mission of the
GSN and USU and DoD/USU personnel policy.

2) The tenured faculty members will meet annually with their Program Chair to discuss
their performance evaluation and to develop a long- and short-term plans. If the faculty
member received a ‘did not meet expectations” on an assigned performance element, a
performance improvement plan will be implemented in consultation with the CHR.

3) If the tenured faculty member does not meet the expectations of the performance
improvement plan within the prescribed time, appropriate administrative and/or
disciplinary action may be initiated in accordance with applicable Federal, DoD, or USU
personnel policies.

19
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4) Individuals who are requested to review promotion packets must hold an academic
appointment at an accredited University equivalent to the rank sought by the GSN faculty
member. In the case where the candidate has had a professional relationship with a
reviewer, this should be brought to the attention of the CAPT in the Program
Director’s/Chair’s memorandum.

5) The candidate’s professional collaboration with an expert reviewer should have not
been more recent than two years to ensure an impartial review of the candidate’s merit
for promotion.

6) The candidate is not allowed to request letters of evaluation. The candidate may
supply a list of suggested evaluators along with justification as to why the reviewers are
suggested.

7) The Program Director Chair/Associate Dean/Dean are the only faculty authorized to
request letters of evaluation.

8) All candidates considered for promotion to Associate Professor or Professor and/or a
tenure promotion should have at minimum of four external evaluations from experts
qualified to address the candidate's scholarship, while candidates for promotion to
Professor must have six (6) letters of evaluation. Two of the six (6) letters may be from
individuals recommended by the candidate. Additional letters of recommendation are
encouraged and may include internal and external sources.

9) To assist the reviewer in his/her evaluation, the candidates’ CV, narrative statement,
and selected published scholarly works will be sent to the reviewer, along with a cover
letter from the Program Director/Chair or ADAA requesting review of the candidate and
the GSN CAPT document. The publications that represent the applicant’s greatest
academic impact should be selected for CAPT review.

10) Evaluations by outside reviewers are considered confidential, will be used for the
CAPT process only, and will not be forwarded to the candidate. The evaluator will, at a
minimum, address the criteria presented in the Program Director’s/Chair’s letter to the
evaluator.

11) A list of all individuals from whom evaluations were requested and a copy of the
letter requesting the comprehensive evaluation are to be included in the packet prepared
for the CAPT. All missing responses must be noted.

12) In the case of an active duty military member, the appropriate command authority of
a non-billeted faculty candidate must certify that the officer may accept a USU GSN
faculty appointment.

13) Statement from the Candidate: The intent of the Candidate’s statement is to highlight
information not necessarily found in the CV and to elaborate on the impact of scholarly

24
USS Instruction 1100B









Enclosure 2

(3) Evidence that teaching methods and course content are peer-reviewed
periodically (optional).

(4) Documentation of awards and other forms of special recognition for
excellence in teaching.

(5) Publications related to teaching.
(6) Grants received that support instructional activities.

(7) Invitations from other institutions to serve as a guest lecturer or visiting
professor.

(8) Invitations to teach from outside agencies.

(9) Invitations to serve as a consultant to other institutions regarding instructional
content or teaching methods.

(10) Student papers or student publications on course-related work. Include
examples of graded student papers, reports, etc. showing excellent, average, and
poor work along with the faculty’s comments as to why they received these
grades.

2) Scholarship

a) Narrative Documentation of Scholarship: The evaluation of scholarship begins
with faculty’s self-evaluation of their past, present, and future goals.

(1) A clear, focused, and coherent description of the theme of the program of
scholarship and its significance to the nursing profession. The description should
include a brief review of work-to-date and future directions for research.

(2) For each joint-authored work (e.g., journal article, book, another form of
publication), delineate the proportion and nature of the faculty’s contributions
relative to co-authors’ work.

b) Content to include in the academic scholarship portfolio: Evidence of
competence and accomplishment in scholarship is demonstrated by including various
types of materials and information in the portfolio. It should be understood that the
single most important index for evaluating faculty scholarship is publishing in
respected, peer-reviewed journals.

(1) Reprints, or other copies, of all publications.

27
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(2) Journal articles.

(3) Book chapters.

(4) Monographs based on original research and basic or applied innovations.
(5) Book reviews.

(6) Manuscripts in press.

(7) Abstracts of grants and contracts awarded to conduct scholarship/research.
(8) Documentation (e.g., conference proceedings, brochures and handouts) of

invited presentations at local, state, regional, national, and international meetings,
workshops, and conferences.

¢) Additional items suggested for inclusion in the scholarship section:
(1) Publications emanating from Doctor of Nursing Practice (DNP) projects and
doctoral dissertations, whether sole-authored by students or co-authored with
faculty. Faculty should delineate their contributions to each publication.

(2) Awards received in recognition of outstanding scholarship/research.

(3) Other researchers’ citations of the candidate’s work in their own published
research and work in progress.

3) Academic/Community Service: The GSN and USU value service to the University,
profession, and community. All faculty members are expected to develop and maintain a
Service portfolio that covers at least the previous 5 years.

a) Narrative Documentation of Service:

(1) The faculty’s opinion of the significance and effectiveness of his/her service
activities to the program, GSN, USU, the Academic Health Center (AHC),
profession, and community.

(2) The candidate’s contribution to scholarly and professional organizations.

b) Content to include in the academic service portfolio: Choose examples that
support your accomplishments in each of these areas, such as:

(1) Invitation letter(s) to serve on a committee.
(2) Selected products created/produced from the service activities.

28
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D. SECTION1V: ANNUAL PERFORMANCE REVIEW OF FACULTY

1. Under the authority and direction of USU Instruction 1100 (Reference (d)) and with the
concurrence of the President, USU, all faculty, academic administrators, and academic staff will
be evaluated in accordance with DoDI 1400.25 (Reference (e)), Volume 431, DoD Performance
Management and Appraisal Program, and any other evaluation procedures or guidelines
established in writing by USU.

a'

Procedures:

1) Each rating supervisor must annually evaluate the performance of each billeted
civilian faculty and academic staff member, regardless of tenure status, and provide the
employee with a written assessment of their performance in accordance with DoDI
1400.25 (Reference (e)), Volume 431, and any other procedures or guidelines defined by

USU.

2) The Annual Faculty Review provides a framework for evaluation of every civilian
faculty member’s performance at USU. Supervisors review faculty member activities
during the performance year and supervisors in collaboration with the faculty member
establishes a performance plan for the coming year. The Annual Faculty Review can be
used to guide faculty toward the path of successful faculty promotion in rank.

3) Performance evaluation and feedback is an ongoing and iterative process, but three
times each year faculty and supervisors are required to discuss and document employee
performance: (a) in June (establishment of the performance plan), (b) in
November/December (mid-year progress review), and (¢) in June of the next year (final
evaluation and rating). At the mid-year progress review, one required data element
(meeting date) is recorded in the MyAppraisal Tool in MyBiz (the USU evaluation
system). As appropriate, comments on each element can be made; but not a rating. At
the end of the evaluation period, each performance element will be rated accordingly with
a written narrative as applicable, and entered into the MyAppraisal Tool.

Process Steps:
1) The rater establishes and discusses the performance plan with each employee (June)
2) Mid-term Progress Review (November/December):

a) The employee completes the applicable sections in the MyAppraisal Tool for their
mid-year comments and forwards to their rater.

b) The rater schedules a meeting with the employee to review mid-term progress.

c¢) Date of mid-term review entered into the MyAppraisal Tool.
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SECTION V: THE COMMITTEE ON APPOINTMENTS, PROMOTION, AND
TENURE OF FACULTY (CAPT)

1. The GSN ADFA will orient all new GSN faculty members regarding appointment,
promotion, and tenure procedures. The ADFA will serve as a non-voting advisor to the CAPT
and will be available to clarify GSN CAPT policy and procedures as defined in this Instruction.
The Chair of the CAPT will serve as the point of contact for the ADFA.

2. The Chair of the CAPT will orient new CAPT committee members with assistance from the
ADFA when requested.

a. CAPT Functions:

1) Review the recommendations of the GSN Search Committee or Program
Director/Chair for appointment, reappointment (if applicable), academic promotion, and
/or the tenure of individuals at the faculty rank of Associate Professor or Professor for
primary appointment. The CAPT will review reappointments for civilian faculty
members who were separated for more than five (5) years or who are recommended for a
higher academic rank than previously held.

2) Review the recommendations of the Program Director/Chair for a secondary
appointment or promotion of faculty at the rank of Associate Professor or Professor.

3) Determine if the academic rank proposed is consistent with current USU GSN policy
and criteria.

4) Review the recommendation and report of the Program Director/Chair regarding
academic qualifications for tenure of eligible faculty members not later than four (4)
months prior to the end of the last probationary year.

5) Submit in writing to the GSN Dean, a recommendation to approve or deny an
appointment, reappointment, promotion, tenure, sabbatical leave, or removal of tenure.

6) Review recommendations of the Program Director/Chair concerning faculty
sabbatical leave per procedures specified in USU Instruction 1410. Recommendation to
the GSN Dean for approval of a sabbatical request can be made by the Chair, or Co-chair
in the absence of the Chair, of the CAPT and does not require full committee review.
Sabbatical actions will be provided as information items at the next scheduled CAPT

meeting.

7) Unless a member of the committee, faculty with administrator titles shall not attend
CAPT meetings except when requested by the committee.
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b. Committee Membership:

1) Appointment to the CAPT will be for three years, with one to two new members
appointed each year on a staggered basis.

2) The Chair of the CAPT shall be a tenured faculty member appointed by the GSN
Dean.

3) The CAPT will consist of five (5) voting members (normally Professors) appointed by
the GSN Dean who meet the requirements specified below. Membership will include
four (4) civilian faculty and one (1) uniformed active duty faculty member.

4) The ADFA will serve as a consultant to the CAPT.

5) The Military GSN CAPT member may vote on promotion decisions for both tracks of
equal or lower rank, but may not vote on tenure decisions.

6) Associate Professors may be appointed to serve on the CAPT, but only vote in the case
where a faculty member is being considered for appointment or promotion at an equal or
lower rank.

7) Both tenure and non-tenure track members may participate in decisions on the
appointment or the promotion to Associate or Professor rank.

8) Since rank may be separated from tenure-track decisions, only tenured faculty shall
participate in decisions regarding tenure.

9) The CAPT will be augmented with appropriately ranked faculty when membership
does not allow a quorum decision.

10) Up to three additional voting faculty members may sit on the CAPT based on the
criteria in Section E, 2.b, of this Enclosure. The GSN Dean will select faculty
representatives to serve on the CAPT. The GSN Dean may request recommendation for
the CAPT committee members from Program Directors and the All Faculty Council.

11) Faculty with administrator titles including but not limited to: President, USU, Vice-
President, Assistant Vice-President, Dean, Associate Dean, or Assistant Dean shall not
serve as members of the CAPT. Under special circumstances, a waiver may be sought to
allow a faculty member with an administrator title to sit on the committee. A written
waiver shall be initiated by the GSN Dean and shall be approved by the President, USU.

12) CAPT membership will be distributed among the Programs depending on the
number of eligible faculty members.

13) No CAPT member shall serve consecutive terms unless approved, in writing, by the
GSN Dean.
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