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1. Faculty Annual Evaluation Procedures  
 
This section specifies the criteria, standards, and procedures used in the Department of Electrical 
and Computer Engineering for annual evaluation of tenured, tenure-track, and non-tenure track 
faculty members of the department.  This evaluation is used to determine recommendations for 
annual merit salary adjustments for all faculty, help evaluate candidates for promotion and tenure, 
help evaluate faculty for mid-tenure review, reappointment, post-tenure review, identify professors 
for the Professorial Performance Award, and to identify tenured faculty with Chronic Low 
Achievement. 
 

i. At the end of each calendar year each faculty member is asked to complete and return to 
the department head forms summarizing accomplishments for the past calendar year and 
plans for the coming year.  All faculty members must submit a Faculty 
Accomplishments/Plans form.  All faculty must submit student evaluations of their 
teaching for all courses taught that year.    These evaluations must be done with forms that 
meet Section C34 in the University Handbook.  All faculty members must submit 
assessment data for all classes as required by the ABET and KSU assessment plans. 

 
ii. The department head reviews the information submitted by each faculty member and then 

prepares an evaluation of the performance of each faculty member.  The evaluation is 
summarized on a Faculty Appraisal form.  Criteria are established in the areas of teaching, 
research and service, and the evaluation is based on these criteria.  The criteria are 
established by the ECE Promotion and Tenure document.  The merit factor is a weighted 
sum of the performance levels in each of the three areas of effort.  The performance level 
is rated from 1 to 5 with 3 corresponding to “met expectations” and 5 being the best 
possible rating.  The weighting factors in each of the areas are the tenths time a faculty 
member is assigned to work in the respective area.  A typical assignment in the department 
might be 0.5 teaching, 0.4 research and 0.1 service. 

 
iii. The department head computes percent merit salary increases as a function of faculty merit 

factors based on monies available. 
 

iv. A copy of the department head's evaluation is given to the faculty member and a meeting 
is held to discuss the evaluation and plans.  Signed copies of the Faculty 
Accomplishments/Plans and Faculty Appraisal forms are then forwarded to the Dean of 
Engineering. 
 
 

2. Promotion, Tenure, Mid-Tenure Review and Reappointment of Tenured or 
Tenure-Track Faculty 
 

This section discusses issues related to promotion, tenure, mid-tenure review and reappointment 
within the Electrical and Computer Engineering Department.  It serves as a supplement to the 
procedures and policies outlined in the University Handbook of Kansas State University.  The 
purpose is to clarify issues related to ECE priorities on matters of reappointment, promotion, and 
tenure of tenured or tenure-track faculty.  
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2.1 General Statement 
 
 The issues discussed are consistent with the University's expectations for the ECE 
Department. It is expected that faculty will perform at different levels in the various activities 
enumerated in this document.  Significant variance is to be expected due to differences in 
responsibilities and assignments of individual faculty members. 
 
 It is essential that all faculty members are able to work well with their colleagues, technical 
and office staff, and students.  Continued disruptive or anti-social behavior which is objectionable 
to other persons within the department would constitute grounds for denying reappointment, 
promotion, or tenure.   
 
 The College of Engineering and the ECE Department have historically placed a high value 
on excellence in the classroom. It should be recognized that one must be an effective teacher in 
order to expect reappointment, tenure, or promotion. 
 
 Research is also of equivalent importance to the mission of Kansas State University and 
the ECE Department.  Research performance will play an important role in reappointment, 
promotion, and tenure decisions. 
 
 The extent of service assignments will vary among the academic ranks.  Service 
contributions are important at all ranks, but it should be recognized that teaching and research 
functions carry more importance in the determination of reappointment, tenure, and promotion to 
Associate Professor.  For promotion to Professor, service contributions may be viewed as having 
an increasing influence. 
 
 The decisions on reappointment, promotion and tenure must contain the individual 
judgments of the faculty as to whether the criteria have been met. 
 
 
2.2 Eligible Faculty 
 
 Faculty who are eligible to participate in reappointment, tenure, and promotion decisions 
for tenured and tenure-track faculty in the ECE Department are those tenured faculty that have a 
current departmental appointment of at least fifty percent.  In addition, for promotion, only tenured 
faculty with an equal or higher rank than the proposed promotion rank may participate. 
 
 Eligible faculty are expected to actively participate in the entire evaluation process.  This 
includes evaluation of the candidate’s material and participation in the discussions of the 
candidate’s qualifications.  Any eligible faculty member who does not actively participate is 
expected to abstain from voting. 
 
 
 
2.3 Reappointment  
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 All untenured, tenure-track faculty will be expected to prepare documentation for 
consideration for reappointment on an annual basis.  This must be done so that the deadlines 
defined in the University Handbook (Appendix A) for notice of non-reappointment can be met.  
Failure to submit documentation may be grounds for non-reappointment.  Documentation will 
consist of the university promotion and tenure documents. 
 
 Reappointment decisions will be based on the ECE Department criteria for promotion to 
Associate Professor with tenure.  Positive recommendations will indicate that the faculty member 
under consideration is making adequate progress to achieve promotion to Associate Professor with 
tenure. 
 
2.4 Mid-tenure Review 
 

For new faculty at the assistant professor level, the Department Head will appoint an 
appropriate faculty member to serve as a mentor to provide guidance and feedback during the 
probationary period.  Nevertheless, it is the faculty member’s responsibility to achieve the 
standards defined for tenure and promotion. 
 

During a candidate’s mid-point of their probationary period (third year for Assistant 
Professors, second year for newly appointed Associate Professors and Professors), he or she will 
have a mid-tenure review.  The mid-tenure review follows the same deadlines as the annual review 
with the exception that after the departmental committee votes, the Department Head shall write a 
letter, which is included in the candidate's mid-tenure packet.  The candidate’s mid-tenure packet 
and the votes of the committee are then sent to the college for a complete review.  This additional 
review process includes a review by the college’s promotion and tenure committee and a review 
by the Dean.  This review is designed to provide the faculty member with substantial feedback 
from faculty colleagues and administrators regarding his or her accomplishments relative to 
departmental tenure criteria.  A positive mid-probationary review does not insure that tenure will 
be granted in the future nor does a negative review mean that tenure will be denied.  This process 
may result in a nonrenewal of the individual’s appointment.   

 
2.5 Promotion, Tenure, and Mid-Tenure Review Documents 
 
 All Assistant Professors and Associate Professors will be expected to prepare the 
documentation for promotion, tenure and/or mid-tenure review on an annual basis as part of the 
promotion and tenure process.  This ongoing effort will not only raise their awareness of the 
requirements for promotion and/or tenure, it will help build a record of their contributions.  The 
Department Head will discuss each individual's progress and plans during the annual merit review. 
 
 All Assistant Professors and Associate Professors will be required to submit student 
evaluations of their classes.  These evaluations must be done with forms that meet Section C34 in 
the University Handbook.  
 
2.6 Promotion, Tenure, and Mid-Tenure Review Evaluation 
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 The first three sections that follow discuss the contributions to teaching, research, and 
service that are of importance to the ECE Department.  A fourth section discusses collegiality 
which overlays each of these areas.  Higher levels of performance are expected for promotion to 
Professor than for promotion to Associate Professor.  This can take the form of higher performance 
in a single area or more contributions over a wider area of responsibility.  As stated in the College 
expectations, promotion to Professor is recognition that the individual is accomplished in all 
aspects of his or her assigned duties and will continue to strive for higher levels of achievement.  
 

 
 

2.6.1  Teaching Evaluation 
 
 There are many ways to contribute to the teaching effort of the department.  Items in Group 
I are expected of all faculty.  Items in Group II are important, but not all faculty are expected to 
perform in all of these areas. 
 
Group I 
 
 1. Integrating design topics into appropriate courses. 
 2. Advising undergraduate students. 
 3. The guiding of design projects for undergraduate design experiences. 
 4. The development of new courses and revisions of existing courses to reflect advances 

in the state of the art. 
 5. The development, maintenance, and use of computer software as an aid in appropriate 

courses. 
 6. Content and depth of material covered in required courses in line with that of other 

teachers in the same course and appropriate to the needs of following courses. 
 7. Execution of responsibility for an area of study or for a laboratory course (e.g., 

preparing experiments and supervising graduate students). 
8. Ability to recruit an adequate number of students into elective classes for the class to 

be offered.  (consistent with popularity of area) 
9. Performing and documenting all student assessment required for the ABET and KSU                  

assessment plans. 
 
Group II 
 
 1. Journal and conference papers on teaching, laboratory development, design projects, 

etc. 
 2. Proposals and grants for teaching innovations, laboratory development, or design 

projects. 
 3. The use of outside people as guest lecturers or team members in a design project. 
 4. The writing and classroom evaluation of a new textbook. 
 5. Involvement in interdisciplinary courses. 
 
 
 The following information may be used by the department head in formulating an 
evaluation: 
 

Evaluations by students in classes.  Recognition of differences between required and 
elective classes will be part of the process. 

Observations of Department Head and/or other professors during pre-announced visits to 
the class. 
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Evaluation of course material (syllabus, exams, homework, handouts, etc.) by the 
department head and/or other professors. 

Surveys of recent graduates who have had time to evaluate the quality of preparation for 
their careers. 

Comments of graduating seniors during exit surveys and interviews. 

 Class grade point averages in line with the departmental average for similar courses. 

 

 
2.6.2 Research Evaluation 
 
 The items below are listed more or less in the order of importance.  Evidence of activity in 
those areas listed first will carry greater weight than effort in the areas appearing lower on the list.  
Claims that a paper is refereed should be supported with hard evidence when there is likely to be 
a question.   
 The quality and quantity of the following are generally accepted measures of the 
candidate's performance as a researcher: 
 

1. Journal Papers - refereed. 

2. External research funding (research, not equipment or course development support). 

3. Ph.D. students graduated. 

4. M.S. (thesis) students graduated. 

5. Patents awarded. 

6. Conference papers – refereed with less than 50% acceptance. 

7. Books or contributions to books (if research oriented). 

8. Internal university funding (e.g. EPAP, AMI, EES) in support of research. 

9. Conference papers – refereed with higher than 50% acceptance. 

10. Research reports and other non-reviewed works. 

11. Ph.D. students supervised. 

12. M.S. students supervised. 

13. Supervision of undergraduate research 

14. Proposals submitted 

15. Graduate student committees 
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16. Other:  presentations, short courses, etc. 

 

2.6.3 Service Evaluation 

 
 University service involves the formulation and implementation of departmental, college, 
and University policies.  It is important to recognize the impact of these service activities on the 
work environment of colleagues. 
 
 Professional and Public service activities usually extend beyond the campus environment.  
These outreach activities may bring significant recognition to the University and to the individual; 
however, service to the profession and to the public may only indirectly impact the functioning of 
the faculty member's academic unit.  It is important to clearly distinguish service to the public from 
civic and personal service. 
 
Service to the Institution:  Examples may include: 
 

1. Chairing of, membership on, and contribution to departmental, college, and University 
committees. 

2. Chairing of, membership on, and contribution to committees involving faculty governance. 
3. Serving as faculty advisor to a recognized student group or organization. 

 
4. University and department promotion in support of such activities as student recruitment.  

 
5. Special assignments such as representing the University at national and international 

meetings, or organizing and holding conferences at the University. 
6. Honors or special recognition for contributions to the department, college, University or to 

faculty governance. 
 
Service to the Profession:  Examples may include: 
 

1. Holding office in professional societies. 
2. Service on state, national, and international committees. 
3. Giving presentations at professional meetings. 
4. Chairing and organizing conferences or technical sessions at professional meetings. 
5. Reviewing or editing manuscripts for professional journals and publishers. 
6. Membership on review panels. 
7. Honors or special recognition for contributions to an organization, discipline, or profession. 

 
Service to the Public:  Examples include only those activities that are job related. 
 

1. Providing expert testimony to courts or legislative bodies. 
2. Consulting for individuals or corporations engaged in related industry, educational, or 

scholarly endeavors. 
3. Providing technical consultation to professional or non-academic groups. 

 



 
8

 
2.6.4  Collegiality 

  
 Collegiality overlays each of the areas described in the above three sections.  Collegiality is a much 

more intangible and nebulous criterion than the other standards.  In most instances, faculty 
members are professional and mature, and collegiality is not an issue.  On the other hand, to protect 
department well-being, it is important to make this criterion explicit so that collegiality may be 
considered as a criterion for evaluation.   
 
Collegiality is not explicitly ranked, but a failure of collegiality is considered to be disruptive to 
the Department, and may adversely affect how well the individual or others carry out their assigned 
responsibilities.  Failure of collegiality in a major area is grounds for a rating of unacceptable for 
that area. 

 
 
 

3. Post-Tenure Review 
 

The purpose of post-tenure review at Kansas State University is to enhance the continued 
professional development of tenured faculty. The process is intended to encourage intellectual 
vitality and professional proficiency for all members of the faculty throughout their careers, so 
they may more effectively fulfill the mission of the university. It is also designed to enhance 
public trust in the University by ensuring that the faculty community undertakes regular and 
rigorous efforts to hold all of its members accountable for high professional standards. 
 
A post-tenure review should be performed for all tenured faculty either every six years, in the 
sixth year following promotion or awarding of a major university performance award or in the 
sixth year following other post-tenure review clock reset events as specified in Appendix W of 
the University Handbook.  For such reviews faculty will prepare a post-tenure review document 
containing a summary of his or her accomplishments for the past 6 years and a statement of their 
goals for the coming 6 years.  The Department Head will perform the post-tenure review using 
that document and the annual evaluations for the 6-year period as the basis for the review.  It will 
be determined that the faculty member is making appropriate contributions to the University if 
they have received at least satisfactory annual evaluations, there is evidence that deficiencies 
listed in any evaluation are being appropriately addressed by the faculty member, and the 
Department Head approves of the faculty member’s goals for the next 6 years. 
 
Kansas State University recognizes that the granting of tenure for university faculty is a vital 
protection of free inquiry and open intellectual debate.  It is expressly recognized that nothing in 
this policy alters or amends the University's policies regarding removal of tenured faculty 
members for cause (which are stipulated in the University Handbook).  This policy and any 
actions taken under it are separate from and have no bearing on the chronic low achievement or 
annual evaluation policies and processes. 
 
The department policy on post tenure review follows the overarching purpose, principles, 
objectives, and procedures in the university policy on post tenure review (see University 
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Handbook, Appendix W), which was approved by Faculty Senate on February 11, 2014.”   
 

4. Professorial Performance Award 

Documents:  Faculty at the professor level will use their annual evaluation documents to 
collect data needed to apply for a Professorial Performance Award (PPA). When a decision 
has been made to apply for the PPA, the candidate must compile a file that documents her 
or his professional accomplishments for the previous six years. These accomplishments 
should be in accordance with department-level criteria, standards, and guidelines for 
productivity associated with promotion to Professor. External letters of candidate’s 
performance evaluation are not required.  

Evaluation:  University policies together with department-level annual evaluations will be 
used to determine a professor's eligibility for the PPA. To be eligible for consideration, the 
individual must have overall annual evaluation ratings of at least 4.0 in at least five of the 
last six years. Professors who were not evaluated by the department head due to significant 
administrative appointments during the last six years must have overall annual evaluation 
ratings of at least 4.0 in the years they were on non-administrative appointments. All the 
candidates must also satisfy the performance criteria specified in section C49 of the 
University Handbook.  

The department head may appoint a 3-person committee from the department faculty who 
are at the rank of Professor to assist in the review. This committee will have access to the 
material submitted by the candidate.  

5. Chronic Low Achievement  
 
Procedure:  If the department head determines that a tenured faculty member appears not 
to meet the minimum standard in any area of assigned responsibility, a committee of 
Professors will be convened (unless the faculty member requests otherwise) to review 
performance. If the department head receives adequate evidence that an individual does 
not meet the minimum-acceptable level of productivity in any substantial or critical area 
of work, then action will be initiated following procedures outlined in the University 
Handbook. 

 
Standards:  All faculty members must perform all duties outlined in the KSU University 
Handbook and be in compliance with all university policies.  The “minimum-acceptable 
level of productivity” standards established in this document will apply to all tenured 
faculty members in the department.  Exceptions will be documented and signed by the 
faculty member and the department head. 

 
 Decisions on acceptable performance levels must contain the individual judgments of the 

faculty and administrators involved in the decision. 
 
 Productivity in each area will be evaluated based on assigned activities and the percentage 

of the individual’s appointment allocated to that activity.  Each faculty member is 
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expected to perform, as a minimum, the following activities, as assigned: 
 

Teaching 
 

1.   Be conscientious about meeting classes on time; about the content, organization and 
presentation of lectures; and about the appropriate evaluation of students. 

2.   Strive to be consistent in content and depth of material covered in required courses 
such that the students earning a ‘C’ or better are appropriately prepared for 
following courses. 

3.   Work to keep course materials current.  Ensure the appropriate mix of analysis, 
design, and computer tools is covered. 

4.   Perform student advising conscientiously. 
 
Research 
 
1.   Engage in scholarly and other creative activities appropriate to the profession. 
2.   Serve as graduate student advisor and/or committee member. 
 
Service 
 
1.   Serve on departmental committees. 

2.   Attend departmental meetings. 

3.  Attend appropriate functions such as graduation. 
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6. Evaluation, Reappointment and Promotion of Non-Tenure Track Faculty 
  
 
Non-tenure track faculty members will have primary responsibilities in either teaching or 
research.  Non-tenure track research faculty members may be recruited, hired, and appointed into 
regular or term positions, as assistant research professor, associate research professor, or research 
professor.   Non-tenure track instructional faculty members, with primary responsibilities in 
teaching and advising, may be recruited, hired, and appointed into regular or term positions, as 
instructor, advanced instructor, or senior instructor, in the absence of a terminal degree (usually 
PhD), or as assistant teaching professor, associate teaching professor, or teaching professor, if 
holding a terminal degree (usually PhD).  Individuals with industry experience may be appointed 
as professor of practice or senior professor of practice.  Initial appointment rank, and subsequent 
promotions in rank, are based on advanced degree(s) and experience, and achievements over 
time within a given rank.  Individuals holding these titles are hereafter referred to as non-tenure 
track faculty members. 
 
Both the department head and the non-tenure track faculty review committee provide 
recommendations for reappointment and promotion to the college.  The non-tenure track faculty 
review committee consists of all faculty members on regular appointments actively serving in the 
department (excluding the department head) who are above the rank of the individual being 
considered for promotion or reappointment.  The chair of this committee is a full-time tenured 
faculty member with the highest rank in the department and is selected by the department head.  
The chair is also a voting member of the committee.   
 
In the event that a non-tenure track faculty member is under consideration for promotion, he/she 
will be excused from the non-tenure track faculty review committee for that academic year. 
Likewise, consistent with the University nepotism policy (PPM Chapter 4095), should a person 
of a committee member's immediate household be under consideration for promotion, that 
committee member will be excused from all related deliberations for that academic year. 
 
The Department of Electrical and Computer Engineering recognizes the value of and 
contributions made by all faculty whether on regular, term, or adjunct appointment.  While 
participation on certain faculty committees like CCOP/DCOP, promotion, tenure and 
reappointment committees and Faculty Senate is reserved for those holding regular 
appointments, we encourage all faculty to participate and provide leadership in faculty meetings 
as well on other committees and activities.  
 
Annual Evaluations 
 
Non-tenure track faculty members will be reviewed by the department head annually in 
accordance with Section 1 in the Faculty Evaluation Procedures defined earlier in this document.   
In addition, faculty members on regular appointments also have a separate reappointment 
evaluation.   In both cases, the Department or Unit Head will provide information about 
deadlines and guidelines about materials to be prepared, sufficiently in advance of deadlines to 
allow for preparation and review.  
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 Annual Reappointment Evaluation 
 
Each non-tenure track faculty member on a regular appointment should submit a portfolio of 
their accomplishments to the Department Head at the same time as the annual evaluation 
materials are submitted. This portfolio must contain an updated CV and cumulative instructional 
evaluations including student evaluations. Additional information related to teaching, research 
and service may also be provided as described in Section 2.6. The portfolio will be provided to 
the non-tenure track faculty review committee and the committee members will provide 
recommendations for reappointment to the Department Head.  
 
If any member of the non-tenure track review committee recommends non-reappointment of a 
non-tenure track faculty member, the Department Head will inform the chair of the non-tenure 
track review committee and schedule a meeting of the non-tenure track review committee to 
discuss the reappointment of the non-tenure track faculty member. The chair of the non-tenure 
track review committee will preside over the meeting to discuss reappointment. The purpose of 
this meeting is to vote for reappointment of the non-tenure track faculty member. Each member 
of this committee will have at least 7 days to view the faculty member's portfolio prior to the 
meeting. The committee meets for a discussion and each member votes for reappointment or 
non-reappointment. The chair of the non-tenure track review committee will provide the vote and 
verbatim comments of committee members to the Department Head within one week of the 
meeting. The Department Head will forward the vote of the committee and verbatim faculty 
comments along with her/his recommendation to the Dean. The Department Head’s letter alone 
will be made available to the candidate. 
 
 
Mid-rank Evaluations 
 
A non-tenure track faculty member who does not hold the highest academic rank for which she 
or he is eligible may request a mid-rank evaluation by the department head, usually three years 
after the most recent rank appointment.  This evaluation cannot be used for either reappointment 
or annual merit evaluations.  The purpose of this evaluation is to provide the faculty member 
with guidance toward achieving a promotion.  
 
The mid-rank evaluation should follow the deadlines and timelines of the mid-tenure review 
process with the exception that no documents are forwarded to the college.  The faculty member 
will submit his or her portfolio, and the non-tenure track faculty review committee and 
department head will have at least 14 days to evaluate the material.  The non-tenure track faculty 
review committee will convene and provide written feedback regarding activities that the faculty 
member should pursue and/or continue to do to achieve promotion.  Additionally, the department 
head will also provide a separate written report regarding activities that the faculty member 
should pursue and/or continue to do to achieve promotion.  The goal of these reports is to 
provide guidance and feedback to the faculty member in order to facilitate success in his or her 
professional advancement.  
 
Promotion Procedures 
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The procedures for promotion in the instructor, teaching professor, research professor, and 
professor of practice ranks are similar to the requirements in the University Handbook; see 
sections C110-C116.2 and C150-C156.2. The average time in rank interval prior to consideration 
for promotion is expected to be 5 years, although shorter and longer intervals are possible. The 
deadlines for this promotion process follow the timelines for tenure and promotion of tenure-
track faculty.   
 
A non-tenure track faculty member seeking promotion should submit his or her portfolio to the 
department head by Sept. 1. The portfolio should document scholarship in instructional, service, 
and research activities (if there is a research effort distribution or research activities to report). 
The primary items to include in the portfolio are contained in section 2. Please note, the college 
has a specific format for submission of documentation and the candidate should follow these 
guidelines.   
 
The non-tenure track faculty review committee will have at least 14 days to review the 
candidate’s portfolio.  The committee will meet and discuss the candidate’s performance.   The 
candidate’s portfolio is appended with a report from the non-tenure track faculty review 
committee.  This report must contain the results of the vote for promotion along with unedited 
comments from the non-tenure track review committee.  The portfolio is also appended with a 
report from the department head which includes his or her recommendation on promotion. A 
copy of the department head’s written recommendation letter alone is forwarded to the candidate.  
The updated portfolio is sent to the college’s committee on promotion and tenure.  This 
committee attaches its recommendation, which is then forwarded to the Dean.  The Dean will 
make a recommendation to the Deans Council for its consideration and is responsible to 
communicate the outcome back to the candidate.   
 
Individuals promoted to advanced instructor, teaching associate professor, or research associate 
professor should demonstrate strong performance in all areas of their appointments. Additional 
information related to teaching, research and service may also be provided as described in 
Section 2.6.  In regard to instruction, performance includes not only the student evaluations, but 
also the rigor of the material covered and the learning achieved by the students.  Individuals 
promoted to senior instructor, teaching professor, research professor, or senior professor of 
practice should demonstrate high performance in all areas of their appointments and demonstrate 
leadership.  Leadership positions and activities may be limited to those conducted at Kansas 
State University and typically include development of courses and curriculum, publications, 
grants, presentations, and other activities that demonstrate a larger impact from the faculty 
member. 
 
If a promotion is approved, it may either be to a regular appointment of one year or to a term 
appointment for a period of one to three years.   Regular appointments are entitled to Notice of 
Non-Reappointment, while term appointments have no Notice of Non-Reappointment.   
 
Attachments: Faculty Appraisal Form 
  Faculty Accomplishments/Plans Form 
  ECE Promotion, Tenure, Mid-Tenure Review, and Reappointment Guidelines 



FACULTY APPRAISAL FORM 
 

Electrical and Computer Engineering Department 
Kansas State University 

 
 
FACULTY MEMBER ______________________________________ 
 
DATE______________________________________________ 
 The list below describes the various categories of faculty activity.  The appraisal 
covers the period January 1 to December 31 prior to the date entered above. 
 
PERFORMANCE RATING SCALE 
 

1. Fails to meet minimum acceptable levels of productivity 
 
 2.   Fails to meet expectations but meets minimum acceptable levels of productivity 
 
3.  Meets expectations 
 
4.  Exceeds expectations 

 
 5.   Exceptional 

 
 

      RESPONSIBILITY  PERFROMANCE 
 
I.  Teaching 
 (classroom teaching, 
 course development, advising, 
 laboratory supervision  
 and maintenance)   _________   _________ 
 
II. Research 
 (scholarly research, 
 publications, research 
 grants or contracts, 
 proposal and paper 
 submission, research 
 supervision)    ______ __   _________ 
 
III. Service 

(University committees, 
professional service, 
public service)   _________   _________ 
 

IV. Overall    __________   _________ 



Department Head’s description of faculty member’s strengths and weaknesses: 
 
 
 
 
 
 
 
 

____________________________________ 
Department Head       Date 

 
Faculty member’s comments: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I have reviewed this appraisal of my performance. 
 
 

____________________________________ 
Faculty member       Date 

 



Return by January 19, 2018 
 
 Faculty Accomplishments/Expectations 
 Department of Electrical and Computer Engineering 
 
 Period:  January 1, 2017 to December 31, 2017 
 
 
 
NAME:     _______________  
 
RANK:    _______________  
 
 
Supporting documents to be submitted in addition to this form: 

• Updated two-page bio or resume 
• Teaching evaluations for the calendar year (scores and comments) 
• Assessment forms for relevant courses (both undergraduate and graduate) during the evaluation year are 

to be uploaded to the ECE network drive (N:)  under the ABET\CourseAssessmentData folder 
 
Summary Information  
 
From COE Scorecard: 
Scopus 
CY 
2017 
Pubs 

Current 
PhD 
students 

 FY17 
Research 
Exp by 
PI only  

# of 
projects 
as Lead 
PI 

 FY17 
Research 
Exp with 
Co-Pis 
factored in  

# of 
projects 
as PI 

Total 
CY 
2017 
SCH 

       

 
From you: 
Journals Conf. 

Pubs 
PhD* 
Grads 

MS Thesis 
Grads 

MS w/o 
Thesis 
Grads 

National 
Positions 
Held 

Avg.TEVALS 
(raw scores) 

Effect. Inc. Desire Learn Amt. Learn 

         

*PhDs which are co-advised are only to be counted as 0.5 by each co-advisor 
 
 

I. Teaching Activities Estimated Teaching Tenths:              
 
 A.  Courses Taught and Number of Students in Each (Identify courses with significant design 

content and specify “NEW” if teaching the course for the first time.) 
 
   

Course 
Number 

Course Title Semester Credit Hours 
(Contact 
Hours/Week) 

Number of Students 

     
     
     
     

 
         
 B. Other Teaching Activities (Advising, lab supervision, course development, textbook, software, 

or manual development, etc.) 
 



                                                                                                                                                                                                                                                                                                                    
      

C. Education Grants and Publications  
 
 
 

 D. Other (Awards, honors students supervised, etc.) 
   
   
 
 
 
 
II. Research Activities Estimated Research Tenths:              
 
 A. Research Supervisor (Include names of graduate student performing the research and level:  

M.S., Ph.D.) 
 

Ph.D. students 
Student Name Chair/co-Chair* Dates 

Supervised 
Current Status Thesis/Project 

Title/Area 
     

*Include name of co-Chair if applicable. 
 
M.S. Students 
Student Name Chair/co-Chair Dates 

Supervised 
Current Status Thesis/Project 

Title/Area 
     

 
 
   
 
 B. Publications (Clearly identify as submitted, accepted to be published, published, presented, 

invited, etc.  Please clearly mark each as refereed journal, other journal, patent, refereed 
conference, or other conference paper, etc.  You may optionally list the journal impact factors 
and acceptance rate of conference publications when possible) 

 
Journals and conference proceedings published in calendar year (from Scopus) 
Authors Title Source title Journal or Conf. 

paper 
    

    

    

 
Other (submitted, accepted, presented, invited, etc.) 
Authors Title Month/

year 
Source title Type of 

publication 
     

     

     

 
 
 
 C. Grant Activity (Proposals submitted, grants awarded, etc.; identify sources, amounts (for 

collaborative grants list both the total and your portion), duration, principal investigator, etc.) 
 



 
 
Funded grants and contracts 

Investigator
s 

(PI Name 
First) 

Funding 
Agency 

Total 
Amoun

t 
 
 
 

($) 

% Total 
Budget 

Assigned 
to 

Faculty 
Member 

(%) 

Amount 
Assigned 

to 
Faculty 
Member 

($) 

Start 
date 

(Month
-Year) 

End 
date 

(Month
-Year) 

Project Title 
(Shortened)  

Comp
etitive
ness* 

         
*Competitiveness – N (National – e.g., NSF, DOE, USDA), R (Regional – e.g., Sun Grant), S (state – e.g., EPSCoR, 
KDOT), K (on-campus – e.g., research initiation grants within KSU), N (non-competitive – congressional earmarks, 
KSU internal allocation, gifts, etc.) 
 
 
Pending proposals 

Investigators 
(PI Name First) 

Funding Agency 
Total $ Amount 
(Percent Under 

Candidate Control) 
Effective Dates Title of Project 

     
 
Unfunded proposals (Optional) 

Investigators 
(PI Name 

First) 

Funding 
Agency 

Total $ 
Amount (% 
budget 
assigned to 
faculty) 

Effective 
Dates 

Title of Project Date submitted 

      
 
 
 
 D. Other (Graduate student committees, etc.) 
   
    
   
III. Service Estimated Service Tenths:           
 
 A. Institutional (Committees, organization advising, faculty governance, etc.) 
 
 

B. Professional Societies (Offices, committees, reviewing papers/proposals, chairing/organizing 
sessions, honors received, etc.) 

 
  
 C. Public (Consulting, summer employment, expert testimony, etc.) 
 
 
IV. Other Activities (List other professional activities not covered above) 
 
 
V. Expectations (please list major items you would like to accomplish in the coming year.  For ongoing 

projects, service, etc., it is only necessary to state "continue current level of service" or something 
similar.) 

 
 A. Teaching (Course development, equipment proposals, textbook or manual writing, skills 

development, etc.)  Planned tenths:                   
 

 B. Research (Proposals, publications, conferences.  Include pending publications)  Planned tenths:        



         
   
 
 C. Service (Professional society, university committees, consulting, etc.)   
  Planned tenths:                 
 
 
 
 
 
 
 
 

I have uploaded all required course assessment reports for classes I have taught during this period. 
 
 

I have attached a copy of my teaching evaluations for this period. 
 
 

I have attached a copy of my updated vita or resume. 
 

 
 Signature:       Date: _______________ 
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Guidelines for the College of Engineering P&T Packets 
 
Purpose: To provide guidelines in preparing tenure and promotion documentation for the 
College of Engineering.  Additional information is provided in the document, “GUIDELINES 
FOR THE ORGANIZATION AND FORMAT OF TENURE AND PROMOTION 
DOCUMENTATION,” to offer some guidance and consistency for the College of Engineering.  
 
Document Files 
 
Promotion documents (mid-tenure and P&T) for review by the College of Engineering P&T 
Committee and the Dean should only include the items documented in the list below.  Items as 
identified as Sections I through X are from Guidelines for the Organization and Format of Tenure 
and Promotion Documentation are discussed in this document and may be found at: 
 http://www.k-state.edu/academicpersonnel/forms/promotionguildelinesfororganization.pdf 
 
All documents are to be submitted electronically.  Each of the items identified below (a-g) are to 
be provided as independent pdf files.  These files are then to be saved in an e-folder with the 
candidate’s name.  Please use the file naming convention as shown below. 
 

Item Contents / Description Filename (e.g. Lastname…) 
a)  Sections I-VIII  Smith_Sec_I_VII_2015.pdf 
b)  Section X.a: Teaching evaluations (last three years).  

Note, if student comments are to be provided, the ALL 
student comments should be provided.  These may be 
submitted as a typed (not edited) list and included as a 
pdf file. 

Smith_TEVAL_2015.pdf 
or 
Smith_IDEA_2015.pdf 
 

c)  Section X.b: Reprints and/or Manuscripts – These items 
are Optional and are not required by the College.  They 
may be required at the departmental level. 

Smith_Publication_2015.pdf 

d)  Section X.c: Other Materials: Name of Item.  Other 
Materials not required by the College, but required at 
the departmental level, may be provided as a separate 
file 

Smith_Other_2015.pdf 

e)  Section X.d: Detailed Curriculum  Smith_CV_2015.pdf 
f)  Copies of departmental/unit faculty ballots, including 

verbatim comments (these may be scanned or typed) 
Smith_Ballots_2015.pdf 

g)  Department/unit head’s letter of recommendation Smith_DH_Ltr_2015.pdf 

http://www.k-state.edu/academicpersonnel/forms/promotionguildelinesfororganization.pdf
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GUIDELINES FOR THE ORGANIZATION AND FORMAT OF TENURE AND 
PROMOTION DOCUMENTATION 

 
KANSAS STATE UNIVERSITY 

 
To provide a common format for reviewers at the College and University levels, these guidelines 
are being issued to summarize and organize tenure and/or promotion documentation. The 
guidelines are used by all Colleges at Kansas State University, but are not intended to direct 
departments or colleges in their determination of what is to be considered in evaluations for 
tenure and/or promotion. 
 
Candidate's Responsibilities: 
 
Candidates being considered for tenure and/or promotion need to provide accurate, thorough, and 
clear documentation of achievements for review at the departmental, College, and University 
levels. Since there is some variation in the documentation required by departments and Colleges, 
each candidate should contact the appropriate administrators to determine what must be included 
in his or her individual documentation package. 
 
Sections I-IX of the package are used to summarize the candidate's achievements and 
justification for tenure and/or promotion. In this, Section II is to be completed by the Department 
Head so that the candidate has this written description of responsibilities prior to compiling the 
documentation package. The remaining sections described in the guidelines are to be completed 
by the candidate. 
 
Any documentation not required by the candidate's department and College may simply be 
omitted. College and/or department requirements not covered by Sections I-IX should be 
included under Section IX - Other Summary Information Requested by the Department or 
College. 
 
Detailed support - for example, student ratings of instruction, reprints and/or manuscripts, a 
detailed curriculum vita - should be presented under separate cover for Section X, Supporting 
Documents.  Formatting and submittal guidelines for this information is discussed below under 
“Document Files.” 
 
Department Head's and Dean's Responsibilities: 
 
The Department Head will include his or her written recommendation and summary of the 
departmental faculty's recommendation(s) following Section I when the candidate's package is 
forwarded to the Dean. Similarly, the Dean will include his or her written recommendation when 
the package is forwarded to the Provost. 
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PROMOTION AND TENURE DOCUMENTATION 
Kansas State University 

 
I. Cover Sheet 
 

a. Recommendation by the Dean (to be completed by the Dean) 
b. Recommendation by the Department Head (to be completed by Department Head) 

 
II. Description of Responsibilities During Evaluation Period 
 
III. Statement by Candidate 

 
a. Candidate’s statement of accomplishments (one page summary of why a candidate 
feels he/she should be promoted/tenured) 
b. Statement of five year goals 
 

IV. Instructional Contribution 
 

a. Statement of activities (classes taught, student advisement, etc.) 
b. Evidence of instructional quality (student ratings, peer evaluations, evaluation of 
advisement, etc.) 
c. Other evidence of scholarship and creativity that promote excellence in 
instruction (multimedia presentations, computer-aided instruction, papers published 
or presented) 
 

V. Research and Other Creative Endeavors 
 

a. One page statement 
b. Listing of research publications and creative achievements 
c. List of grants and contracts 
 

VI. Service Contributions (two page summary) 
 
VII. Cooperative Extension 

 
VIII. External Letters of Evaluation 

 
IX. Other Summary Information Considered Pertinent by the College 

 
X. Supporting Documents 

 
a. Teaching Evaluations (last three years) 
b. Reprints and/or Manuscripts 
c. Other Materials 
d. Detailed Curriculum Vitae 
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Recommendation for Promotion and Tenure - SECTION I 
(To be filled out by the Department Head)  

Department/unit:________________________________________________________________ 
 
A.  Name of Candidate:__________________________________________________________ 

B.  For tenure: Yes �  No �   If already tenured, date: ________________________________ 

C.  For promotion: Yes �  No � To rank of: ______________________________________  

D.  Current rank: ____________________ Year & Month Received  _____________________ 

E.  Average distribution of assignment:  

  Research: _________________________ 

Instruction:  _______________________ 

Service:  __________________________ 

Cooperative Extension: ______________  

Administration: _____________________ 

F.  Highest degree:______________________________________________________________  

     Date degree was received:_______________ ; Institution: _________________________ 

G. Years of professional experience prior to: KSU _____________; at KSU ________________ 

H. Years of prior service credited toward tenure consideration: ___________________________ 

I have reviewed the documents contained herein and it contains all of the materials I wish to 
submit. 
 
Candidate's Signature ___________________________________ 
 

              To be completed by the Department Head after departmental review 
Faculty Recommendation: 
 
 

 
Tenure 

 
Promotion 

 
Number voting yes 

 
 

 
 

 
Number voting no 

 
 

 
 

 
Number abstaining 

 
 

 
 

 
Number absent and not voting 

 
 

 
 

 
Department/Unit Head recommendation: Yes �  No � 
 
Department Head's Signature ___________________________________ 
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DESCRIPTION OF RESPONSIBILITIES DURING EVALUATION PERIOD 
SECTION II 

KSU Instructions: To be completed by Department/Unit Head and signed by Candidate and 
Head. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
___________________________   ___________________________ 
Candidate's Signature     Department Head's Signature 
                 
___________________________   ___________________________ 
Date       Date 
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STATEMENT BY CANDIDATE  
Statement of Candidate Accomplishments  

SECTION III - A  
KSU Instructions: Candidate is to provide a one-page summary of major achievements during the 
evaluation period at the local, regional, national, and international levels. Candidate may provide 
any other information he/she feels pertinent to the tenure/promotion decision.  Summary is 
limited to the space provided below.  
 
 
COE Additional Guidelines: Summarize major achievements and recognition related to 
responsibilities or assignments. Write in a positive manner – but don’t pad or misrepresent 
contributions. 
 
• Teaching – include a short statement of teaching philosophy and summary of teaching 

contributions/achievements (e.g., courses developed, courses taught, student ratings of 
instruction, number of students advised, honors and awards on teaching and/or advising). 

 
• Research – include a short statement of research focus/areas and summary of research 

accomplishments/contributions (e.g., impacts of research, funded grants – number and 
amount, publications, honors and awards). 

 
• Service – include a short statement of service philosophy and summary of service 

contributions to the department, college, university and profession, honors and awards. 
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STATEMENT BY CANDIDATE  
Statement of Five-Year Goals 

SECTION III - B  
KSU Instructions: Candidate is to provide a one-page statement of the individual's five-year 
goals with respect to teaching, research, service, and any other scholarly activity.  Statement is 
limited to the space provided below.   
 
 
COE Additional Guidelines: Include 5-year goals with respect to teaching, research, service, and 
other scholarly activity. The list should demonstrate clear focus and objectives and should relate 
to goals/mission of the department and college. Examples: 
 
• Teaching – Dr. Coe will continue efforts to be an effective and involved teacher and advisor 

at both the undergraduate and graduate levels.  Goals for the next five years are as follows: 
1. 
2.   
3. 
 

• Research – Dr. Coe will enhance efforts in establishing a well-funded research program on 
___ by pursuing the following goals: 
1. 
2. 
3.   

 
• Service – Dr. Coe will continue to serve the university and his/her profession through the 

following goals: 
1. 
2. 
3. 

 
• Other scholarly activity and/or professional development – Dr. Coe will pursue the following 

professional development activities to enhance his/her leadership, teaching, and research 
skills: 
1.   
2.   
3.   
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SUMMARY OF CANDIDATE'S INSTRUCTIONAL ACTIVITY 
SECTION IV - A 

KSU Instructions: Candidate is to provide a one-page summary of courses taught, student 
advisement, thesis supervision, and any other evidence of instructional productivity.  Summary is 
limited to the space provided below.  
 
COE Additional Guidelines:  Begin with a brief statement on teaching philosophy and 
summarize major teaching contributions.  
 
• Summary statement – e.g., Coe developed and taught courses in __, advised undergraduate 

students, supervised graduate students, and upgraded the __ laboratory. 
 

• Courses taught -- List each course taught since last promotion or date of hire (whichever is 
applicable) – in reverse chronological order. Include the  following information: courses 
taught by semester and year; course number, title, and number of credit hours; official course 
enrollment; percentage of course taught based on proportion of total student contact hours in 
course; brief explanation of role, if not solely responsible for course. Do not include in this 
list independent studies, credit workshops, continuing education, or other non-credit courses. 

Course Number Course Title Credit Hours (Contact 
Hours/Week) 

Term (Number of 
Students) 

    
 
• Undergraduate student advising -- Describe specific responsibilities in advising. Provide 

information on the number of students advised (as academic advisor), supervision of 
undergraduate student research, etc.  
 

• Thesis supervision of graduate student advisement - Provide information (in reverse 
chronological order) on graduate students supervised – either on a tabular format (see below) 
or numbered listing. 

Ph.D. students 
Student Name Chair/co-

Chair* 
Dates Supervised Current Status Thesis/Project 

Title/Area 
     

*Include name of co-Chair if applicable. 
 
M.S. Students 

Student Name Chair/co-
Chair 

Dates Supervised Current Status Thesis/Project 
Title/Area 

     
 
• Other significant student supervision (membership on graduate supervisory committees, etc.) 
• Other contributions to instructional programs (e.g., new courses developed, laboratory 

development/improvement, curriculum development, short courses, workshops, and other 
educational programs) 
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SUMMARY OF CANDIDATE'S INSTRUCTIONAL QUALITY 
SECTION IV - B 

KSU Instructions: Candidate is to provide evidence of instructional quality such as ratings, peer 
evaluations, evaluation of advisement, outcomes of instructional projects directed, awards, etc. 
Summary is limited to the space provided below.  
 
COE Additional Guidelines 
 
• Student ratings of classroom instruction – Provide data on teaching evaluations (TEVAL 

and/or IDEA). Include the raw scores (and adjusted scores in parentheses) for “overall 
effectiveness as teacher” (for TEVAL), “excellent teacher” (for IDEA), “amount learned” (for 
TEVAL) and “progress on relevant objectives” (for IDEA). Tabular formats are preferred.  
Include as supporting documents (Section X) copies of the TEVAL/IDEA report for each 
course taught for the last three years.  
 
On student comments: If the candidate would elect to include student comments in this 
section, all comments should be included.  These may be added as an addendum in Section 
X: Supporting Documents. 

 
Student ratings of classroom instruction 

Course 
No.  

Term Number of 
Students 

Overall Effectiveness as 
Teacher or Excellent 

Teacher* 

Amount Learned or Progress 
on Relevant Objectives* 

     
*Scale: 5 -- Very High; 4 -- High; 3 -- Medium; 2 -- Low; 1 -- Very Low.  Adjusted scores (in parentheses) are 
adjusted for student characteristics and class size. 
 
• Peer evaluation - Reports of observations by peers, if available, can be included in this 

section or included in the department head’s statement. Peer evaluation reports should 
describe the overall quality of teaching and the basis for that evaluation (e.g., in-class 
observation; review of syllabus, examinations, student work, etc.). The course(s) observed 
and the point in the semester at which the observation(s) took place should be specified. 

 
• Academic advising survey – Results of individual advisor report from the fall academic 

advising survey would provide information on the quality of advising. If available, the 
candidate should include at least the score on “Overall Satisfaction of Advisees.” Tabular 
format is preferred. 

Year Number of 
Respondents 

Overall Satisfaction of Advisees 
Mean Response Department 

Mean 
College Mean 

     
 
• Honors and Awards - List commendations received for recognized excellence in teaching 

and/or advising. These awards may include citations from academic or professional units 
(department, college, university, professional association) that have formal procedures and 
stated criteria for outstanding teaching and/or advising. 
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OTHER EVIDENCE OF SCHOLARSHIP AND CREATIVITY IN INSTRUCTION 
SECTION IV - C 

KSU Instructions: Candidate is to provide any other evidence of scholarship and creativity that 
promote excellence in teaching such as multimedia presentations, computer-aided instruction, 
innovative teaching methods, instruction-related publication, presentations, etc.  Summary is 
limited to the space provided below.  
 
COE Additional Guidelines: Provide other evidence of scholarship and creativity in instruction.  
 
• Innovative teaching methods – description & outcomes 
 
• Publications related to teaching 
 
• Presentations related to teaching 
 
• Other evidence of scholarship and creativity in instruction 

 
 Development of teaching materials - Give specific examples of new teaching methods or 

materials developed.  
 
 Curriculum development - Give specific examples of involvement in curriculum 

development and/or assessment (e.g., role in the design and implementation of new or 
revised courses; role in assessment data collection or analysis and how it was used to 
document or improve student learning).  

 
 Service-learning, interdisciplinary activities, or study abroad activities - Give specific 

examples of the incorporation of service-learning activities, interdisciplinary activities, or 
study abroad activities into courses.  
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RESEARCH AND OTHER CREATIVE ACTIVITIES 
SECTION V - A 

KSU Instructions: Candidate is to provide a one-page statement of research and other creative 
activities. Statement is limited to the space provided below.  
 
COE Additional Guidelines: State the focus of research. Explain the research questions/topics 
pursued and major contributions/accomplishments.  Include the following information in the 
narrative: 
 
 Grants and contracts funded during the evaluation period (number of projects, total amount as 

PI, total amount as co-PI, amount assigned to candidate) 
 

 Total number of Ph.D. students who graduated during the evaluation period 
 

 Total number of M.S. students (with thesis, without thesis) 
 

 Publications (number of refereed journal articles, number of peer-reviewed conference 
proceedings, others) 
 

 Recognition of the quality and impact of the research, including honors and awards 
 

 Other creative activities – development of artifacts (e.g., simulation systems, network, 
software system, robots, etc.) and impacts 
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RESEARCH AND OTHER CREATIVE ACTIVITIES 
SECTION V - B 

KSU Instructions: Candidate is to provide a list of publications and other creative achievements 
for the evaluation period. Include items accepted but not yet published/presented.  
 
COE Additional Guidelines: Provide a numbered list of in-print publications in reverse 
chronological order (most recent first) in each of the categories below. Page numbers for 
publications are required on all items. Publications that are accepted, but not yet in print may be 
included at the top of each category, but these must be clearly labeled as “accepted.” If the 
document is available electronically, the website address also should be identified. 

 
List all co-authors, and indicate with footnotes (or some other means) graduate students and post-
docs advised: e.g. your graduate students1, your post-docs2, etc. If possible, give the number of 
citations for some or all of the papers; indicate the source of the citation counts, e.g. Google 
Scholar and/or Web of Science. “Publish or Perish” (available from 
http://www.harzing.com/pop.htm) may be a useful resource in documenting research impact. 
 
Use the following sections as a guide to identify your publications and creative works: 
 
• Articles in peer-reviewed journals (published, in print or accepted)  
 
• Articles in peer-reviewed high quality conference proceedings (published, in print or 

accepted) 
 
• Chapters in books  
 
• Books authored or co-authored 
 
• Books edited or co-edited  
 
• Patents 
 
• Bulletins, reports, non-peer reviewed conference proceedings 
 
• Conference papers and presentations 

 
• Other creative items 
 
 

http://www.harzing.com/pop.htm
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RESEARCH AND OTHER CREATIVE ACTIVITIES 
SECTION V - C 

KSU Instructions: Candidate is to provide a list of grants and contracts funded during the 
evaluation period. Include agency, funding level, duration, title, and collaborators.  Candidate 
may provide a separate list of grants and contracts applied for, but not funded during the 
evaluation period.  
 
COE Additional Guidelines: Provide information on funding -- funding agency, project title, role 
or involvement (include the PI's, co-PI's and co-Investigators), total dollar amount, amount you 
personally are responsible for, and other details as appropriate (e.g. subcontract amounts, 
University matching funds), and the start and finish dates. Tabular format is preferred.  
Separately list funded, pending, and (optional) unfunded proposals.  
 
Funded grants and contracts 

Investigators 
(PI Name 

First) 
Funding Agency 

Total 
Amount 

 
 
 

($) 

% Total 
Budget 

Assigned 
to 

Candidate 
(%) 

Amount 
Assigned 

to 
Candidate 

 
($) 

Start 
date 

(Month-
Year) 

End 
date 

(Month-
Year) 

Project Title 
(Shortened)  

Compe
titiven
ess* 

         
*Competitiveness – N (National – e.g., NSF, DOE, USDA), R (Regional – e.g., Sun Grant), S (state – e.g., EPSCoR, 
KDOT), K (on-campus – e.g., research initiation grants within KSU), NC (non-competitive – congressional 
earmarks, KSU internal allocation, gifts, etc.) 
 
Pending proposals 

Investigators 
(PI Name First) 

Funding Agency 
Total $ Amount 
(Percent Under 

Candidate Control) 
Effective Dates Title of Project 

     
 
Unfunded proposals (Optional) 
Investigators 

(PI Name 
First) 

Funding 
Agency 

Total $ 
Amount (% 
budget 
assigned to 
candidate) 

Effective 
Dates 

Title of Project Date submitted 
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SERVICE CONTRIBUTIONS 
SECTION VI 

KSU Instructions: Candidate is to provide a statement of service contributions during the 
evaluation period. Statement should provide evidence of leadership. A list of committees on 
which the person served may be provided. Statement and committee listing may not exceed two 
pages.  
 
COE Additional Guidelines: Begin with a statement of service philosophy and identify areas in 
which significant contributions have been made. Discuss/present service contributions in each of 
the three areas – focusing on leadership positions held, special projects completed, etc. Include 
honors and awards received in recognition of service activities. 
 

1. Profession-based service – involves work that is directly related to the function of the 
department and that provides leadership and service to the profession or discipline, 
including, for example  

 
a. Offices held in professional societies. List organization in which office was held 

or service performed and dates of service. Describe the nature of the organization: 
i.e., open or elected membership, honorary, etc.  

 
b. Participation in state or regional, national or international programs or special 

assignments. List specific activities (e.g., panel member, session chair). Include 
brief description.  

 
c. Other professional service, if not included elsewhere, such as reviewer of 

proposals or manuscripts, or external examiner.  
 

2. Institution-based service – including, for example  
 

a. Appointed or elected administrator or head of any academic group at the 
department, college, or university levels.  
 

b. Chair or member of task forces or committees providing service to the 
department, college, or university.  

 
3. Public-based professional service – involves applications of expertise for the benefit of 

non-academic audience, including for example  
 

a. Chair or member of a task force, committee, board or commission providing 
service to local, state, regional, national, or international organizations.  
 

b. Professional consultant to public or private organizations.  
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COOPERATIVE EXTENSION 
SECTION VII 

KSU Instructions: Candidate is to provide a one-page summary of his/her cooperative extension 
record for the evaluation period. The statement should provide evidence of productivity, quality, 
creativity, and originality. A separate list of extension publications (including those accepted but 
not yet published), meetings, workshops, etc. may be provided.  
 
 
COE Additional Guidelines: For candidates with extension appointments (some faculty in the 
Department of Biological and Agricultural Engineering), provide a summary of scholarly 
extension program development and delivery, including, for example, development of extension 
educational media (i.e., publications, presentations, etc.), extension educational program 
activities (i.e., seminars, workshops, short courses, and demonstrations), quality of programs, 
securing of support for the candidate’s extension program. Include honors and awards received in 
recognition of extension activities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Resources 
 
1) Academic Departmental Guidelines/Documents - http://www.k-

state.edu/academicpersonnel/add/eng/index.html 
2) Promotion and Tenure Checklist - http://www.k-

state.edu/academicpersonnel/depthead/manual/promotion/promote.html 
3) University Handbook 

a) Tenure - Section C70-C162.5 - http://www.k-
state.edu/academicpersonnel/fhbook/fhsecc.html#70 

b) Promotion – Section C120-C156.2 - http://www.k-
state.edu/academicpersonnel/fhbook/fhsecc.html#120 

4) Guidelines for the Organization and Format of Tenure and Promotion Documentation - 
http://www.k-state.edu/academicpersonnel/fhbook/fhsecc.html#120 

 
 

http://www.k-state.edu/academicpersonnel/add/eng/index.html
http://www.k-state.edu/academicpersonnel/add/eng/index.html
http://www.k-state.edu/academicpersonnel/depthead/manual/promotion/promote.html
http://www.k-state.edu/academicpersonnel/depthead/manual/promotion/promote.html
http://www.k-state.edu/academicpersonnel/fhbook/fhsecc.html#70
http://www.k-state.edu/academicpersonnel/fhbook/fhsecc.html#70
http://www.k-state.edu/academicpersonnel/fhbook/fhsecc.html#120
http://www.k-state.edu/academicpersonnel/fhbook/fhsecc.html#120
http://www.k-state.edu/academicpersonnel/fhbook/fhsecc.html#120
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