
Instructions For Compiling RPT File (WPAF) 
 
 
We request that all files be prepared according to the attached format (see format for RPT file 
[WPAF]).  The file should be in a binder, as concise as possible, and should contain only that 
material and information that is relevant to the current review.  File sections relating to "Teaching 
Proficiency," "Scholarship/Creative Activities," and "Participation" should include only material and 
information that is new since the last promotion. 
 
The purpose of the Working Personnel Action File (WPAF) is to facilitate the review process by 
bringing together in one file all information, materials, recommendations, responses and rebuttals 
that are relevant to the RPT process.  The WPAF will, by reference, be incorporated into the faculty 
member's Personnel Action File (PAF) and is considered to be a part of the PAF.  The PAF is the file 
of information on which retention, promotion and tenure decisions are based. 
 
The RPT candidate, with the assistance of his/her department RPTC chair is asked to prepare a 
WPAF for this purpose.  (see Agreement Article 15.12a and CSUS Principles, Criteria and 
Procedures: VI - E)  Candidates have access to their PAF (see CFA/CSU Agreement Article 11.8) 
and may request that copies be made of any materials contained therein that they want to include in 
their WPAF.  Materials not in the PAF but placed in the WPAF by the Candidate shall thereby be 
incorporated by reference into the PAF.  The Candidate shall prepare an index in duplicate to 
materials in the WPAF and submit the index for permanent placement in the PAF (see CFA/CSU 
Agreement 15.9).  On this campus, the PAF for each faculty member is maintained by Wendy Miller, 
Faculty Affairs Specialist. 
 
Candidates are reminded that they are responsible for the identification of materials that they wish 
to have considered and for the submission of such materials as may be accessible to them.  
Evaluating committees and administrators are responsible for identifying and providing materials 
relating to evaluations not provided by the candidate (see CFA/CSU Agreement 15.12a). 
 
The RPT calendar specifies a date on which the file is declared complete with respect to 
documentation of performance for the purpose of evaluation.  Insertion of any material after this 
date must be approved by URPTC and shall be limited to items that become accessible after that 
date (see agreement 15.12b). 
 
Reference to the following sources may be helpful: 
 
 CSUS Principles, Criteria and Procedures: VI C, E, F, L of Appendix C in the  
 Faculty Handbook 
 
 CFA-CSU Agreement: Articles 11 and 15 
 
 
 
Attachments: Format for RPT File 
  Professional Data Sheet 
  Organization of (SET) and IDEA Data 
  Procedural Check List 
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PRINCIPLES, CRITERIA AND PROCEDURES 
FOR RETENTION, PROMOTION AND TENURE REVIEW 

Adopted January 18, 1978 
Amended October 16, 1981 
Amended October 14, 1982 

Amended December 16, 1983 
Amended October 14, 1985 
Amended October 30, 1986 
Amended October 21, 1987 

Amended March 4, 1993 
Amended April 6, 1994 

Amended March 23, 1999 
January 12, 2004 

I.   PRINCIPLES

 Faculty status and related matters are primarily a faculty responsibility; this area includes appointments, 
reappointments, decisions not to reappoint, promotions, the granting of tenure, and dismissal.  The primary responsibility 
of the faculty for such matters is based on the fact that its judgment is central to general educational policy.  
Furthermore, scholars in a particular field or activity have the chief competence for judging the work of their colleagues; 
in such competence it is implicit that responsibility exist for both adverse and favorable judgments.  Likewise, there is 
the more general competence of experienced faculty personnel committees having a broader charge.  Determinations in 
these matters should first be by faculty action through established procedures, reviewed by the chief academic officers 
with the concurrence of the board.  The governing board and president should, on questions of faculty status, as in other 
matters where the faculty has primary responsibility, concur with the faculty judgment except in rare instances and for 
compelling reasons which should be stated in detail.  (From AAUP Guidelines.) 

II. REVIEW CRITERIA

 The following four criteria apply to the faculty as a whole, and all criteria must be considered in the review 
process.  Academic departments* must formulate written elaborations of the ‘Scholarship or other creative activities’ 
criterion and may submit elaborations of the other three criteria.  All elaborations and amendments to them must be 
approved by the URPTC prior to their first use in a review process.  Once approved, departmental elaborations remain in 
effect for all subsequent reviews until amended or replaced by the Department.  Any such changes must be approved by 
the URPTC.  Each RPT file must contain copy of the current as well as any applicable prior elaborations.  A faculty 
member has the right to be evaluated according to elaborations in effect when he or she was hired or to which the faculty 
member subsequently has agreed.   

A.  Teaching proficiency, including preparation, classroom presentation, student advising, and adherence to 
departmental guidelines and university wide academic standards. 

B.  Scholarship or other equivalent creative activities. 
C.  Extent and appropriateness of professional preparation, normally including the doctorate or equivalent 

attainment (California Administrative Code, Title 5, Section 42711). 
D.  Participation in university affairs. 

No criteria other than those in the section above may be used in retention, promotion or tenure considerations. 

*The terms "department" and "departmental" refer to the faculty of a department within a school, the faculty of a 
division within a school, and the faculty of a school without departments. 

III.  ELIGIBILITY
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These procedures shall apply to tenure track faculty appointed to the rank of Instructor, Assistant Professor, 
Associate Professor, Professor, or equivalent Librarian or Counselor rank. The Chair of the University Retention 
Promotion and Tenure Committee will obtain from the Faculty Affairs Specialist a list of all faculty who require 
mandatory review according to the collective bargaining agreement currently in effect and according to these RPT 
procedures. A faculty member may apply for promotion or tenure at any time during his/her professional career by 
following the University’s RPT procedures. By the same token, a faculty member may, through the departmental RPTC, 
waive consideration for promotion at any time before or during the RPT review process by written statement to the 
URPTC. 

[1998 Collective bargaining agreement- see articles: 
13.3: “The normal period of probation shall be a total of six (6) years of full-time probationary service and credited 
service, if any. The normal period of probation for Counselor Faculty Unit Employees hired prior to the effective date of 
this Agreement shall continue to be a total of four (4) years of full-time probationary service and credited service, if any.  
Any deviation from the normal six (6) year probationary period shall be the decision of the President following his/her 
consideration of recommendations from the department or equivalent unit and appropriate 
administrator(s).” 
13.4: “The President, upon recommendation by the affected department or equivalent unit, may grant to a faculty unit 
employee at the time of initial appointment to probationary status up to two (2) years service credit for probation based 
on previous service at a postsecondary education institution, previous full-time CSU employment, or comparable 
experience.” 
14.2: “A probationary faculty unit employee shall not normally be promoted during probation. However, a faculty unit 
employee in the rank of instructor or librarian equivalent may be considered for promotion after completing one (1) year 
of service in rank. Probationary faculty unit employees shall not be promoted beyond the rank of Associate.  A 
probationary faculty unit employee shall normally be considered for promotion at the same time he/she is considered for 
tenure.”and 
14.3:”Promotion of a tenured faculty unit employee shall normally be considered after he/she has (a) been granted four 
(4) MSAs under the salary schedule in effect prior to the effective date of this Agreement, eight (8) Service Salary Step 
Increases under the revised salary schedule, or a combination of both which does not exceed the total of eight (8) Service 
Salary Step Increases on the revised salary schedule, (b) has served four (4) years in the same rank/classification, or (c)
has reached the maximum salary for a given rank/classification, consistent with provision 14.10 of this Article. This 
provision shall not apply if the faculty unit employee requests in writing that he/she not be considered.”] 

A.  REVIEW LEVELS, TYPES OF REVIEW, AND TIMES OF REVIEW 

1. Levels of Review:  Department (RPT Committee and Chair), School or College Dean (or 
equivalent), University RPT Committee, Vice President for Academic Affairs (or equivalent), President

2. Types of Review
a. Partial  Review:  does not include URPTC. 
b. Full  Review: includes URPTC. 

3. Times of Review 
a. First review:  Fall semester of the second year 
b. All other reviews:  Spring semester 

B.  PROBATIONARY FACULTY 

1.  Appointment and Promotion of Probationary Faculty 
a. Initial appointment may be made at any rank depending upon experience, qualifications, and departmental 
recommendation. 
b. The normal probationary period is 6 years of credited full-time higher education experience. 
c. A probationary faculty member normally shall be considered for both tenure and promotion at the end of the 
probationary period. 
d. A probationary faculty member shall not be promoted beyond the rank of Associate Professor without having 
been granted tenure. 
e. An Assistant Professor will not be promoted to the rank of Full Professor without having first served as 
Associate Professor. 

2. Review of Probationary Faculty 
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a. Partial Review will be conducted in the fall semester of the second year after employment begins and 
during the spring semesters of the fourth and fifth years. The departmental RPT Committee and the 
Department Chair will provide information to candidates on their strengths and weaknesses with regard to 
the four criteria, in preparation for the full, more formal reviews described below. Recommendations to 
retain will be submitted to the Dean (or equivalent) and forwarded to the VPAA (or equivalent) and the 
President. Recommendations to terminate will result in a full review by all levels. 

b. Full Review will be conducted in the following instances: 

1) when there is a negative review for retention at any level; 
2) in the third and the sixth years after teaching begins; 
3) ordinarily for promotion and tenure during the sixth year; 
4) upon application for promotion or tenure 

C.  REVIEW OF ELIGIBLE TENURED FACULTY 

Promotion of a tenured faculty member normally will be considered when the faculty member has reached the 
status recognized for promotion in the collective bargaining agreement currently in force. This will be a full review. 

IV.  DEPARTMENTAL COMMITTEE STRUCTURE

Each Department or equivalent unit shall elect a departmental RPT Committee.  All committee members shall 
be full-time tenured faculty members elected by all full-time probationary and tenured faculty members of the 
Department. 

A.  Composition.  The departmental committee shall be comprised of three, or, if larger, an odd number of, 
members of the departmental faculty. 

B.  Eligibility.  All Committee members shall have a higher rank/classification than those being  considered for 
promotion.  Members of the University Retention, Promotion and Tenure Committee shall be ineligible to serve.  Faculty 
members under review shall be ineligible to serve.  The Departmental Chairperson may be elected to serve on the 
Committee. 

C.  Election Procedures.  It shall be the responsibility of the chair of the Department to oversee the election of 
each years' committee.  The election shall be conducted by secret ballot and shall be held each fall prior to the initiation 
of the fall RPT review.   Candidates elected shall normally serve one full year and must receive a majority of votes cast.  
An eligible faculty member may withdraw his/her name from candidacy.  If there are three or less eligible faculty 
members willing to serve, then those faculty members are automatically members of the Departmental RPT Committee.  
Additional candidates for membership on the Departmental Committee shall be nominated from the eligible faculty in 
related disciplines whenever less than three Departmental members are eligible to serve.  When the Department Chair is 
under review, and it is necessary to add related discipline faculty, the URPTC shall meet with the department in order to 
initiate nomination procedures.  If before the initiation of the Fall or Spring reviews, any member of the committee 
cannot continue to serve on the committee, an election shall be held to fill the vacant position as soon as possible. 

 The Departmental RPT Committee shall elect its own Chair. 

D.  It shall be the responsibility of the Chair of the Departmental Committee to verify that the Departmental 
Committee has been selected according to the foregoing procedures and to inform the University Retention, Promotion 
and Tenure Committee of the Departmental Committee's membership. 

V.  UNIVERSITY RETENTION, PROMOTION AND TENURE COMMITTEE 

A.  The University Retention, Promotion and Tenure Committee shall be comprised of five (5) full-time 
tenured voting  faculty members at the rank of full professor, librarian, or counselor (SSP-AR) at least one member 
coming from each college.  Elections shall be conducted by the Committee on Committees according to the procedures 
in the General Faculty Constitution, Article VI, Section 3.2 
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B. Departmental Chairs and faculty members serving in administrative positions shall be ineligible to serve 
on the University Retention, Promotion and Tenure Committee. 

 C.  The Chair of the University Retention, Promotion and Tenure Committee shall be elected by the   
Committee. 

VI. REVIEW PRINCIPLES AND PROCEDURES 

A.  Membership.  No one may serve at more than one level of review in the entire review process.  No faculty 
unit employee being reviewed for retention, promotion and/or tenure may serve at any level of review.  An eligible 
faculty member may serve on more than one committee, but not on more than one level of review. 

 B.  As part of the peer review process, the departmental committee shall attempt to consult with all full-time 
members of the department. 

C.  Sources of Information for review purposes shall also include students and any other appropriate source 
(Title 5, Section 42701).  Each of these sources shall have the right to submit written, signed comments to the committee 
for inclusion in the candidate's file.  Only input in written form and signed by the source of the input is admissable. 

D.  Additional Information.  The candidate's Working Personnel Action File (WPAF) must be complete 
before the departmental evaluation is inserted.  If there are omissions of documentation, information or recommendations 
from the materials submitted for review, amplifications may be requested from the candidate and/or from the earlier 
levels of review.  Such amplifications shall be provided in a timely manner.  When any committee or individual reviewer 
writes a summary, judgement, recommendation, or decision statement for use by a higher level of review, such 
statements including the reasons thereto, shall be placed in the candidate's WPAF.  The candidate shall be provided with 
a copy of any additional material at least five (5) calendar days prior to such placement in his/her WPAF. 

 The faculty unit employee may submit a rebuttal statement or response in writing and/or request a  meeting be 
held to discuss the recommendation within seven (7) days following receipt of the recommendation.  A copy of the 
response or rebuttal statement shall accompany the Working  Personnel Action File and also be sent to all previous 
levels of review.  This section shall not require that evaluation timelines be extended. 

 E.  Review Steps.  All candidates for Retention, Promotion or Tenure shall be reviewed according to the 
following steps:  Departmental Committee; School Dean, Vice President for Academic Affairs AND University 
Retention, Promotion and Tenure Committee; Conference Committee*; President. 

F.  Initiation of Procedures.  RPT review shall be initiated by the Departmental RPT Committee Chair.  It 
shall be the responsibility of the Departmental RPT Committee Chair and the candidate to gather information pertinent to 
the RPT review, including student evaluation of teaching data and a current vita.  All these materials become a part of 
the WPAF when placed in the candidate's file and are confidential within the review process.  In the event that the 
review has not been initiated by the Departmental RPT Committee Chair on the calendar date specified by the University 
RPT Committee, the candidate shall be given five working days to initiate the review on his or her behalf.    

The University RPT Committee shall supply the Departmental RPT Committee and the candidate with copies of the RPT 
PROCEDURAL CHECK LIST, DATA SHEETS, and instructional materials to be used by the candidate in preparing 
the vita for his/her file.  A specific deadline before the recommendation is made by the Departmental RPT Committee  
shall be established by the University RPT Committee at which time the Personnel Action File is declared complete with  
respect to documentation of performance for the purpose of evaluation.  This date shall be announced in the RPT 

_________ 
*Conference Committee will consist of the Vice President for Academic Affairs and all members of the University 
Retention, Promotion and Tenure Committee. 
Calendar.  Insertion of material after the date of this declaration must have the approval of the University RPTC and 
shall be limited to items that became accessible after this declaration.  Material inserted in this fashion shall be returned 
to the Departmental RPTC for the review, evaluation and comment before consideration at subsequent levels of review.   
If, during the review process, the absence of required evaluation documents is discovered, the Working Personnel Action 
File shall be returned to the level at which the requisite documentation should have been provided.  Such materials shall 
be provided in a timely manner. 
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 G.  The Departmental RPT Committee shall be responsible for providing detailed description and evaluation 
of the candidate's performance for each of the stated criteria.  The purpose shall be to communicate all pertinent 
information about the candidate to subsequent levels of review.  Therefore, the Departmental Committee's description 
and evaluations of the candidate's  performance shall be addressed to faculty and administration presumed to be outside 
the candidate's discipline.  The Departmental RPT Committee shall discuss its recommendation with the candidate, who 
shall sign a statement indicating that he/she has seen the recommendation and has discussed the recommendation with 
the Departmental RPT Committee. 

The Departmental Chair, if not a member of the Departmental RPT Committee, may make separate recommendations.  
Such recommendations shall be forwarded along with the departments' recommendation.  The Chair's recommendation, 
when placed in the candidate's WPAF, is subject to conditions outlined in Section VI.  C.  The Chair's statement is 
restricted to the four criteria and a summary recommendation. 

 H.  The Dean shall make an independent review of each candidate and provide written comments  for each of 
the four (4) criteria and a summary recommendation.  The Dean shall discuss his/her recommendation with the 
candidate, who shall sign a statement indicating that he/she has seen the recommendation.  Timelines for submission of 
information and/or recommendation shall follow the specifications outlined in VI.  C.  The Dean's recommendation shall 
be forwarded simultaneously to the University RPT Committee and the Vice President for Academic Affairs as specified 
in the University RPT Calendar. 

I.  RPT candidates files shall be made available simultaneously to the Vice President for Academic Affairs and 
to the University RPT Committee.  The Vice President and the University RPT Committee shall each conduct an 
independent review.  For each candidate, the Vice President and the University RPT Committee shall provide written 
comments for each of the four criteria and summary recommendation.  Although each shall conduct an independent 
review the University RPT Committee and the Vice President shall share with each other any new information each 
requests of and receives from a candidate. 

J.  The Conference Committee, which shall consist of the Vice President for Academic Affairs and the 
University RPT Committee, shall seek to achieve common rank-order for all of the candidates recommended for 
promotion.  The RPTC and the Vice President shall submit separate lists of those names to the President on or before the 
date set forth in the RPT calendar.  The ranking of the persons shall depend upon their qualifications as set forth in the 
criteria for promotion and upon their relative standing with all others being considered during any given year.  When the 
President's impending decision differs from the recommendation of the RPTC or the Vice President, the President shall 
consult with the Conference Committee before the decision is final. 

K.  Individual's without tenure who have been judged meritorious of tenure and promotion but may be denied 
promotion because of lack of funds may be recommended for tenure if they have served  the normal six years in rank.  
(The six year requirement in rank shall not affect the probationary period of faculty candidates appointed prior to 
October 1, 1983.) 

L.  The candidate for any review shall be informed of any tentative recommendation or minority report.  Such 
a recommendation or report shall identify the criteria on which it is based and shall state the reasons for it.  The 
candidate shall be given seven (7) calendar days to forward a written response supporting his/her case before the 
recommendation or minority report is forwarded to the next level.  The candidate shall be informed of the review level's 
final decision.  Such a decision shall identify the criteria on which it is based and shall state the reasons for it.  The 
candidate shall also be given seven (7) calendar days to submit a written response in support of his/her case before the 
President's final decision is officially communicated to the candidate.  The candidate's response shall become part of 
his/her WPAF. 

M.  Confidentiality.  The WPAF is confidential within the review process and all judgments, 
recommendations, and decisions shall remain in the WPAF and shall be confidential within the Review Process.  The 
WPAF shall be retained by the President after the candidate has been notified of the final decision and shall then be 
available for inspection and photo-duplication by the candidate. 

N.  Other Consultation.  Nothing in these procedures shall be construed to exclude later levels of review from 
consulting previous levels of review. 
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VII.    ANNUAL CALENDAR

 Each Spring semester preceding the next academic year, the URPTC shall publish (with the approval of the 
President of the University) an Annual Review Calendar which shall consist of dates for the transmittal of documents 
pertaining to evaluations of and recommendations on candidates for retention, promotion and tenure.  The Committee 
shall distribute the approved calendars to the faculty and send to each individual eligible for review and to the 
individual's Departmental RPT Committee Chair the materials and instructions necessary for conducting the review.  
Such instructions shall include reference to Article VI. Section C. of this document and Section 15.12b of the Agreement 
between The Board of Trustees of the California State University and the California Faculty Association (1991-93) 
regarding restrictions on placing new materials and recommendations in the candidate's WPAF.  In cases of two year 
appointments, modified calendars may be established.  (Title 5, Section 43561)  Deviations from the calendar, for 
compelling reasons, may be requested.  Such deviations must be approved by the University RPT Committee.  All 
reviews shall be conducted and completed within the period of time specified by the University RPT Committee and 
approved by the President.  If any stage of a Performance Review has not been completed within the period of time 
specified by the calendar, the review shall be automatically transferred to the next level, and the candidate shall be so 
notified. 
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