Appointment Procedure for Faculty Outside the Tenure Track
(Applies to faculty in the Professor, Research Professor, 

and Professor of the Practice Tracks)
October 5, 2014

1. Individuals proposed for appointment to faculty positions outside the tenure track will be identified and recommended through a national/international search or through a waiver of a fair search, which the Heller Dean may request from the Provost.

2. The process differs somewhat for full-search and waiver candidates:

a. For individuals recommended through a waiver of fair search, the Associate Dean, Academic Personnel (ADAP) appoints a committee of three professors from the Division in which the candidate will serve who hold appointments equal to or higher than the contemplated rank, and who may represent ranks from both within and outside the tenure structure (adding others from other Divisions if needed) to prepare a recommendation.  Proceed to Step 3 below.

b. For individuals recommended through a search, the search committee and search committee report and materials gathered in the search substitute for the committee of three and its report, and the appointment process starts with Step 5 below.

3. The ADAP facilitates the preparation of the Division's review and recommendation, including:
a. Prepares memo to candidate asking for a personal statement, names of potential outside referees (at least 6 for the assistant level and 8 for associate or full level), up to date curriculum vitae, copies of four or more publications, and syllabi of all courses taught (if relevant) since appointment to his/her current position.  Also, the candidate should be asked if they want to specify individuals that they request NOT be reviewers.
b. Asks the committee if recommended referees are sufficient and appropriate.  (The committee may add and subtract names.)  Sends letters to outside referees and tracks relationships and responses, which are tracked in a spreadsheet.  At least three letters are required but six is a better target.
c. Gathers course evaluations (if relevant) for the last three years.

d. When a sufficient number of letters are received, passes on materials to the committee. 
4. The committee makes a preliminary decision and writes the Division report1, citing position criteria, University/School need, and the candidate's fit with same.

5. The ADAP shares the recommendation and materials with Division faculty at and above the rank of the recommended position, convenes the Division faculty for a discussion, vote, and signatures on the report. If the recommendation is not unanimous, the division of the Division and the reasons therefor must be communicated either in the body of the report or in separate concurring or dissenting statements by individual members, submitted as part of the departmental report, over the appropriate signatures, and with the full cognizance of all members of the department participating in the process. 
6. Based on the Division Report, the Division meeting, and additional positions shared in writing by Division faculty, the committee writes the Division summary2, which is written so as to reflect accurately the substance of the division evaluation and recommendation while preserving the anonymity of outside evaluators and the positions of individual participants in the process.
7. The committee passes on the Report and recommendation, Division Summary, other materials, and vote to the Dean. 

8. The Dean reviews the Division deliberations to ensure they conform to these procedures.  The Dean reviews the materials and may ask for revisions to reflect more completely the documentation and Division deliberations or to clarify the Division recommendation.  

9. The Dean then provides a copy of the division summary to the candidate, who may submit a written response within 10 days, which will be appended to the materials.

10. Based on the Division Report, Summary, and candidate’s comments (if any), the Dean decides to form an ad hoc committee for a final review of the appointment.
11. For appointments to the associate or full professor levels, the Dean convenes an ad hoc committee of at least three Brandeis faculty members at or above the rank being considered who are not in the Division of the proposed appointment.   The Dean appoints a Chair of the ad hoc.  Initial appointments to the rank of Associate Professor of the Practice not exceeding three years’ duration to not require an ad hoc committee review.
12. Under direction of the Chair, the ad hoc considers the materials, votes, and makes a recommendation to the Dean.

13. The Dean reviews the materials and recommendations, decides whether or not to approve, and informs the Provost, the Division and ad hoc Chairs, the ADAP, and the candidate.

_______________

1According to the Faculty Handbook, the report "must contain a clear recommendation for or against appointment and/or promotion. The report must include an appraisal of all significant evidence, favorable and unfavorable. It should be specific and analytical, and must include an evaluation of the candidate’s qualifications with respect to scholarship and/or creative work, teaching, professional activities and service to the department, university, and the profession."

2According to the Handbook, the summary "is prepared by the (Division) so as to reflect

accurately the substance of the (Division) evaluation and recommendation while preserving the anonymity of outside evaluators and the positions of individual participants in the process."

1. identified through a search, the Heller Faculty Recruitment and Appointment Procedures will be followed.  In that case, the recommendation of the Search Committee, as approved by the Dean, will serve as the report of the Division committee of three.  1Each Spring semester the Associate Dean, Academic Personnel (ADAP) convenes the Full and Associate Professors of each Division to consider whether there are individuals in the Division appropriate for promotion to Associate or Full Professor in the next academic year.  

2. Eligibility discussions include review of the position for the individual and promotion criteria from Committee on Faculty Rights and Responsibilities to ensure appropriateness.  

For each proposed promotion
� Depending on the timing of the start of the appointment and the urgency of making an offer, the Dean may send an offer letter to the candidate after the Division vote (Step 5).  In that case the letter stipulates that the offer is contingent on a vote of the ad hoc committee.





