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Timeline for the final tenure packet  

Q:  When do I start working on my T&R packet?  

A:  Creating your T&R packet is often done over the summer because it is a fall process. BUT, for the final one, you 

should start in the spring because a list of potential reviewers is due on April 30 and the candidate’s summary of their 

scholarship needs to be sent to the reviewer on June 30.  

The Tenure and Recontracting (T&R) Memorandum of Agreement (MOA) is here: 

https://sites.rowan.edu/academic-affairs/_docs/tenure-and-recontracting-moa-2017-2019.pdf . 

Page 9 of this document has the timeline of dates, showing when you should take action. 

Promotion is governed by a different MOA found here: 

https://sites.rowan.edu/academic-affairs/_docs/promotion_moa_2018_2020.pdf  

Candidates needing an external review 

Q: When the words “recontracting full-time faculty” are mentioned, does that include instructors? 

A:  No, instructors don’t need an external review. The instructor position is not evaluated on scholarship.  

External reviewer characteristics  

Q:  Who can be an external reviewer? 

A:   You need an external reviewer who has no vested interest in your outcome. You want someone who is interested in 

and has expertise relating to your scholarship and can analyze your work in your field. The letter from the external 

reviewer is one additional piece of data that goes into your packet.   

Q:  What do you mean by “no vested interest in your outcome?” 

A:  You need an external reviewer who has no relationship to you. You want someone who is interested in your 

scholarship and can analyze your work in your field. If you think the external reviewer might be conflicted, then pick 

someone else. 

Q:  What are the exclusions for an external reviewer?  

A:  You cannot choose an external reviewer that has a conflict of interest. No reasonable argument can be made that 

this person has an inherent bias.  

For exclusions, see Form 7, located on the last page (page 64) of this document: 

https://sites.rowan.edu/academic-affairs/_docs/tenure-and-recontracting-moa-2017-2019.pdf 

This list is meant to be representative, not exhaustive.  

Q:  My field is small and very specialized. There are only a handful of us in the world. I’m having trouble finding an 

external reviewer. 

https://sites.rowan.edu/academic-affairs/_docs/tenure-and-recontracting-moa-2017-2019.pdf
https://sites.rowan.edu/academic-affairs/_docs/promotion_moa_2018_2020.pdf
https://sites.rowan.edu/academic-affairs/_docs/tenure-and-recontracting-moa-2017-2019.pdf


A:  This probably is likely to happen with only 1% of candidates. Most people should be able to find an external reviewer. 

If you can’t find an external reviewer, you should sit down with your department chair and/or dean and work out a plan, 

find a work-around solution. When you have that plan, get everything in writing.  

Q:  My department chair might not know enough about my discipline to make the call about the adequacy of my 

external reviewer.  

A:  Jim Newell will talk to the deans on Tuesday, February 12th, 2019, so that the deans will understand this process of 

external reviewers. We’re not creating the appearance of impropriety. We want to be clear that you should not contact 

the external reviewer yourself, because then you lose integrity. 

Q:  Could an international person be an external reviewer? 

A:  This is not explicitly forbidden. You should check with your department chair. 

Q:  For the reviewer, do you have to get a Full Professor or can it be an Associate Professor?  

A:  You have to have an external reviewer that is at least the range that you are hoping to move to. A review from a full 

professor could hold more weight.  

Q:  Is it acceptable to have a professor emeritus as an external reviewer? 

A:  There is no specific rule about this. The department chair would want to know if this person is still actively 

maintained in the field.  

Q:  What if your external reviewer is from a different type of college, for example, from MIT? Perhaps that reviewer is 

used to seeing $2 million dollars’ worth of funding every day. Now that person looks at my accomplishments, and 

sees that I don’t have $2 million dollars’ worth of funding. Will he or she give me a poor review?  

A:  This is exactly why we send Rowan’s criteria (from your department) to the external reviewer. The external reviewer 

has an idea of what they are looking for in the person that they are evaluating. You want to have a letter from an 

external reviewer that has provided a meaningful analysis of your scholarship thus far, and shows how that scholarship 

fits with our criteria, without that person having bias. The further it drifts from that, the more difficult it will be for you 

to be able to use it effectively. 

Communication with external reviewer  

Q:  What do you mean by, “one point of contact?” 

A:  You pass on information to your department committee and department chair/head.  Along with the dean, this 

group will choose reviewer(s).  If anyone suggested reviewer is excluded, more will need to be suggested.  If all of the 

people you listed are excluded, then you will have to give other choices. One person (not the candidate) will contact the 

reviewer(s) and provided necessary information throughout the process.    

Q:  After the external reviewer finishes reviewing our work, what happens?  

A:  When the external reviewer is finished with the letter, it is sent directly to your department chair/head OR 

department committee, and in some cases the dean. It will then go in your packet. 

Q:  What if our external reviewer doesn’t complete the review, or is late completing it?  

A:  You are not punished if the person does not complete their letter.  

Candidates Role  

Q:  What is my role in this process?  



A:  The candidate has two roles in this process: (1) to provide the list of people and their curriculum vitae to the dean, 

and (2) to provide the evidence of your scholarship by which the external reviewer will evaluate you. When you create 

the list of external reviewers, you do not only submit a list of names, you also must submit the external reviewers’ 

curricula vitae (CVs). The department and dean will ultimately choose the external reviewer.  

Q:  How do we get an external reviewer’s curriculum vitae? We are not supposed to make contact with the external 

reviewers. 

A:  90% of the professionals will have their curriculum vitae posted on their web page. Copy it from there. If it isn’t 

posted on the website, then -- well ahead of the deadline -- meet with your department chair/head, and have them 

reach out to the person. We want to maintain the level of integrity. We don’t want bias. You should not be making the 

primary contact with the external reviewer.  

If you can’t find a CV, then maybe there is other available material about that person (which can be accessed by the 

public) that will be sufficient, and shows that this person is an expert and knowledgeable in your field and would be a 

reasonable choice for an external reviewer.  

Q:  How many external reviews do we need?  

A:  By contract, you must have one external review. The letter from the external reviewer is one additional piece of data 

that goes into your packet. But you can choose to have more than one external review.  However, you can’t cherry pick; 

if you choose to have more than one, then all of them will become part of your packet.  For example, you cannot have 

three external reviews done, then choose to put only one of them in your packet. If you would like more than one to be 

included be sure to discuss this with your department.  

Q:  You emphasized that we should submit names and CVs, but now you say that the CV is not important. 

A:  We are trying to say that it is not just a list of names. You should submit names plus CVs. What you really want is a 

curriculum vitae. But if you can’t obtain a curriculum vitae, then the next best choice would be significant evidence that 

shows that this person would be a valuable external reviewer, evidence that the department chair can use to decide if 

this person would qualify as an evaluator for you. You may be able to obtain substantially the same information that is 

on a CV, even if it is not formatted as a CV.   

Q:  Do we give consent to the external reviewer to look at our work?  

A:  When you list the people for your external reviewers, you are pre-consenting that these people on your list can 

evaluate you.  

Scholarship criteria 

Q:  Is it university or department criteria that determines scholarship?  

A:  It is department criteria that determines the definition of scholarship for you.  

Q:  But the criteria has been evolving, and will keep evolving. 

A:  Yes, criteria evolves, but not your criteria. Your criteria is from the point when you were first approved. This criteria 

moves with you. Sometimes, if all parties are agreeable to it, the criteria can change, but you will know this.  

Q:  What criteria for scholarship are you looking for?  

A:  It varies by department. Check with your department chair/head. For example, the history department may want you 

to have a non-collaborative publication. Other departments want you to be published in a peer-reviewed journal. Find 

out from your department: What is the role of co-authorship? What is the role of external funding? What is the role of 

students? Are these part of the criteria for scholarship? This is why the external reviewer needs to see the department’s 

criteria in order to evaluate whether or not you have met their requirements.  



Q:  For the summary of research in the tenure document, we include 1 ½ years of research since the last review. Do 

we also show 1 ½ years of research when we make a document for the external reviewer (June 30)? 

A:  The external reviewer, they will want to see all of your work, the whole time frame, not just the last 1 ½ years. The 

tenure narrative too, will focus on the last 1 ½ years since the last review, but should talk about your scholarship 

holistically. 

Q:  Should the scholarly summary that we give to the external reviewer be a bullet point list of what we did? 

A:  The summary will look radically different in different departments. We deliberately didn’t include something in the 

MOA that is one-size-fits-all for this reason. You will want to represent things in a way that makes sense to your area of 

expertise. What you send to the external reviewer can be, but does not have to be, the same as the scholarship section 

of your T&R packet. You should present an accurate summary of your scholarship in any way that you can. Just be sure 

that there is no misrepresentation; that would be grounds for dismissal.  

Q:  If the scholarly summary is a narrative, what might that look like?  

A:  Virtually every teaching packet goes like this: I believe I’m an effective teacher, so let me summarize my teaching…  

Here is the evidence of it…  Even though I’m an effective teacher, I still need improvement, so here’s how I continue my 

education…  Therefore, it’s obvious that I’ll continue to be an effective teacher in the future. 

Scholarship should have an analogous flow. You would say: I’m an effective scholar and here’s why…  Here’s the 

evidence…  Put in things that fit in your department’s criteria. Did you attend conferences? Get grants? Write articles?  If 

you didn’t get published, did you rewrite it? Did you turn it into two articles?  Add: I will continue to…  in the future.  

I’m nervous.  

Q:  What if I get a poor review from an external reviewer? 

A:  Let’s talk about the student evaluations, for example. There has never been a case of someone not getting tenure 

because of one single (crazy) student who gave you one bad evaluation. What one student has to say doesn’t have much 

value. On the other hand, when multiple students give you low numbers on your evaluations year after year, then it 

does matter, because that’s a pattern. One poor review might not be end, if it is not a pattern.  

Q:  What if I make a mistake on my packet? 

A:  We recognize that on a 100 page document there might be a typographical error. For example, you might say you 

published an article in 2009, when you really published it in 2008. We will say that you should fix that, but you will not 

be terminated because of something like this. On the other hand, consistently or significantly misrepresenting your work 

is a problem, and this is a risk that we’re not willing to take. 

Q:  Can we make revisions on our packet?  

A:  Candidates can go to the department committee (long before the deadline) and say, “Can I give you a draft?” Give a 

draft of your packet to the people in your department, and ask them to give you feedback and critique it. (When you do 

become tenured, please remember this stress that you feel. If someone later asks you to read their draft, please help 

them.) Then revise it, based on their suggestions. Nothing is permanent until the packet is formally submitted to the 

department review committee. At that point it freezes, and you can’t take anything out of it. But you can add candidate 

response to any feedback/vote you get along the way.    

Q:  How long is a letter of clarification/candidate response?  

A:  Generally this letter is one or two pages, but there is no official limit. When people have to write a response on their 

packet, it is generally only done where there is an issue.  



Q:  Will I have time to write a response letter?  The charts on pages six and nine make it seem like there is no turn-

around time.  

A:  You get 48 hours to write the response letter. Ask for the extra time if you need it.   

Q:  What if something happens and I can’t make the deadline?  

A:  If you must miss the deadline, ask for an extension of a day or two. (When asking for extensions, please don’t abuse 

the system.) Some people do this for health reasons. Or maybe the department misunderstood something or made a 

good faith error.  We will work with you. By letting you have that extension, it helps us to forgo the grievance process 

(which may take much longer).  You can’t grieve the decision on tenure, but you can grieve the process. 


