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1. Purpose of the Committee 

a. The purpose of the DKICP DPC committee (committee) is to evaluate applicants for contract renewal, 
promotion and/or tenure and to make recommendations to the Department Chair (DC}, and the 
Dean. 

b. The committee will promote fairness, equity, integrity, and consistency across the DKICP regarding 
contract renewal, promotion and/or tenure recommendations. 

2. Structure of the Committee 

a. The committee shall consist of six (6) members from tenured 14, 15, S4 or SS faculty from within each 
DKICP department. The final composition of the committee shall consist of three {3) faculty from the 
Department of Pharmacy Practice and three (3) from the Department of Pharmaceutical Sciences. 
Committee members reviewing contract renewal, promotion, and/or tenure dossiers must be 
tenured associate or full professors or specialists. For candidates pursuing tenure and/or promotion 
to full professor/specialist, the committee must consist of full professors/specialists only. Excluded 
from serving are the Dean, Department Chairs, faculty with administrative appointments of 50% or 
greater, faculty serving as a member of Tenure and Promotion Review Committee (TPRC}, and any 
faculty member with a conflict of interest. 

b. In cases where insufficient tenured faculty of the required rank are available, alternate members at 
the required rank may be recruited from within the DKICP or appropr iate University departments. 

c. No person shall serve as a member of the committee in the academic year in which he/she applies for 
promotion and/or tenure. 

3. Criteria for Promotion, Tenure, and Contract Renewal Recommendation 

The committee shall evaluate candidate dossiers based upon the criteria for contract renewal, 
promotion, and tenure recommendations as set forth in the DKICP Promotion and Tenure Guidelines 
for each department and approved by the DKICP Faculty. 
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4. Appointment of Members, Organization, and Terms 

a. Elections will take place in the 0KICP for the selection of DPC members. Before September 1 of each 

annual cycle of promotion, tenure and contract renewal, nominations of all faculty members eligible to 

serve for prospective committee members shall be solicited and collected by the DKICP Personnel 

Officer. 

b. Nominees may be identified by either self or peer nomination. Nominees retain the right to decline 

nomination. The DKICP Personnel Officer will contact each nominee, who will then have five (S) days to 

inform the DKICP Personnel Officer in writing of their acceptance or decline of the nomination. 

c. In the absence of the required number of nominees from each department, the department chairs may 

nominate eligible faculty for election in order to complete the required committee size. 

d. A finalized list of nominees will be distributed by the DKICP Personnel Officer to all faculty members who 

are members of the bargaining unit by September 15. Election will be by secret ballot and will be 

facilitated by the DKICP Personnel Officer . The election will remain open for a minimum of three (3) days 

and all ballots must be returned by 4:30 PM on the final day. 

e. Notification of elected members will be made by the DKICP Personnel Officer to the individual faculty 

with concurrent notification to the faculty, DC and Dean. 

f. Members of the committee shall serve two (2)-year terms and may serve consecutive terms if re

nominated and re-elected . 

g. For the 2016-2017 academic year ONLY, the nominees with the highest number of votes from the 

Pharmacy Practice and Pharmaceutical Sciences departments (one from each department) will serve an 

initial term of three (3) years. All other committee members will serve terms oftwo (2) years. 

h. Immediately after formation of the committee, all members shall elect a chair and vice-chair at its first 

meeting. 

i. All committee members shall sign a confidentiality statement prior to reviewing the dossiers of any 
applicants. No personnel information of any kind, including voting, may be discussed outside the 
committee. Infraction of th is principle is a serious violation of professional ethics. 

j. Minutes will be maintained for official actions at all meetings, such as the election of the chair. However, 
evaluation and discussions relating to applicant's applications shall be considered privileged. 
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5. Function and Responsibilities 

a. All committee members shall thoroughly examine and discuss each applicant's dossier. Any special 
conditions in the candidate's letter of appointment or subsequent extensions or modifications of such 
appointment shall be considered in the evaluation process for contract renewal, promotion, and/or 
tenure. The committee shall not accept or consider any information other than that present in the 
applicant's dossier and file, except the committee may request clarifying material from the applicant. 

b. Conflicts of interest must be explained at the beginning of the review process. Any committee 
member who claims such conflict should not participate in the discussion and vote on the applicant's 
file. Abstentions should be rare and shall be based on the establishment of a clear-conflict of 
interest. Such cases should be reviewed, and, when cause is found to exist, approved by the Dean. 

c. No individual letters of recommendation for contract renewal, promotion, and/or tenure written by a 
serving committee member will be included in the dossier of any candidate. 

d. After fully discussing the applicant's qualifications, the committee members shall vote on each 
applicant by secret ballot. No absentee votes shall be permitted. In voting on contract renewal, 
promotion, and/or tenure, the following policy shall apply: 
• Only tenured faculty members shall vote on tenure applications; 
• Committee members at the level of associate professor or above {or equivalent rank), shall vote 

on promotion to associate professor or specialist; and 
• Only full professors/specialists shall vote on promotion to full professor or specialist. 

e. After voting, the committee members shall compose and certify an assessment statement and 
recommendations based on the required form of the UH-Hilo Guidelines for Contract Renewal, 
Promotion and Tenure. The form shall be placed in the applicant's dossier and forwarded to the DC. 

f. Committee members, when not meeting as a committee, shall treat as confidential the information in 
any applicant's dossier and the committee's deliberations and votes. 

6. Solicitation of External Review Letters by Department Chair 

The intent of external reviews is to assess the national reputation of the applicant's work and to provide 
an external quality control to the evaluation process. External reviewers should professionally assess the 
applicant's work objectively and comment on its significance in the discipline. A reviewer should be at, or 
above the rank of the applicant applying for Tenure and/or Promotion and resides at peer institutions 
with a mission similar to that of the DKICP and the UH-Hilo. 

By August 1, the applicant should provide in writing a list of up to six {6) potential external reviewers to 
the Department Chair. Applicants should not contact possible external reviewers. The applicant may also 
provide a list of up to four (4) individuals who should be excluded as potential external reviewers. The 
Department Chair will develop a final list of reviewers by selecting up to five (5) names from the 
candidate's list and/or adding up to an additional two (2) names from known external reviewers with 
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similar roles, from which letters of evaluation of the applicant will be solicited. The Department Chair 
should solicit agreement from reviewers to conduct the evaluation prior to sending reviewers the 
applicant's packet, which includes a curriculum vita, a draft electronic dossier if available, and the tenure 
and promotion guidelines pertinent to the position. 

Letters inquiring as to willingness to provide external review will be sent from the DC to potential 
reviewers. Upon consent, the DC will then send a letter with instructions, CV, dossier and Promotion and 
Tenure guidelines pertinent to the position. Letters should be sent to each external reviewer no later 
than September 7 with a requested due date of approximately October 1. All letters submitted by 
external reviewers will be marked "Confidential" when received by the Departmental office to ensure 
that the evaluation is kept confidential. The Department Chair shall include a listing of all individuals 
from whom letters were solicited and all letters received in their entirety to the DPC. If an external 
reviewer does not reside in a peer institution, the rationale for their selection as an external reviewer 
shall be described. It is the obligation of the DC to forward external review letters to the DPC by the time 
indicated in the Academic Affairs Calendar for Personnel Actions timetable annually distributed by the 
Chancellor's office. All documents marked "Confidential" will be removed from the dossier prior to the 
return of the dossier to the applicant. 
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