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I. Preamble 

The College ofNatural and Health Science (CNHS) tenure and promotion (P&T) 
guidelines are written to assist candidates in preparing their dossiers. Further, these 
guidelines are intended to create a common set of expectations for both applicants and 
reviewers; reviewers should assess candidates in light of the guidelines contained herein. 

CNHS guidelines are intended to supplement-not replace- the university-wide 
requirements and procedures. CNHS guidelines address the question ofhow to meet the 
criteria for promotion and tenure that apply across the University of Hawaii at Hilo. 
Nevertheless, flexibility is needed because metrics of success can vary by discipline and 
because "high quality" can take many forms. Departments and Schools may set their own 
expectations. For example, they may establish tenure and promotion criteria that are 
stricter than university and college guidelines ( e.g. the three paths on p. 5)1

• Also, they may 
establish specific guidelines on how these criteria may be met and what documentation is 
required. Departmental guidelines must be approved by departmental faculty, the UH-Hilo 
administration, and the UHPA, the University of Hawaii faculty union. 

Candidates are urged to review the important documents relevant to contract renewal, 
tenure and promotion posted on the website of the UH-Hilo Vice Chancellor for Academic 
Affairs <https://hilo.hawaii.edu/uhh/vcaa/PersonnelPoliciesandProcedures.php> These 
include: 

• a link to faculty union' s Collective Bargaining Agreement (hereinafter CBA)2, 

• UH Hilo Guidelines for Applying for Contract Renewal, Promotion, and Tenure for 
tenure track teaching faculty (hereinafter UHH GUIDELINES FOR P&T)3, 

• College and Departmental Guidelines, and 

• Policies on early promotion and early tenure. 

1 From the UH Hilo Gu idelines for Contract Renewal, Promotion, and Tenure: "Colleges and 
Departments may establish criteria which exceed these standards; they may also establish more 
specific requirements for how achievement of standards must be accomplished or documented. 
Candidates are advised to obtain copies of their own unit' s requirements or guidelines for personnel 
action." 
2 This is the union contract negotiated by the University of Hawaii Professional Assembly. 
3 On the website of the Vice Chancellor of Academic Affairs, this document is titled "Contract 
Renewal, Promotion and Tenure for tenure track teaching faculty (May 20 11 , modified for clarity 
May 20 I2)" . 
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II. Criteria for Tenure and Promotion 

Tenure-track faculty are reviewed in the three traditional areas of teaching, scholarship, and 
service. The CNHS follows the general University criteria which allows for three alternate 
paths to tenure and/or promotion. 

Path 1 Path2 Path3 

High quality teaching, and High quality teaching, and High quality teaching, and 

A balance of 
High quality High quality contributions contributions in 
contributions in in service, and scholarly/creative 
scholarly/creative activities and service that 
activities, and substantially exceeds the 

minimum requirements of 
demonstrated 
competence. 

Demonstrated competence Demonstrated 
in service competence in scholarly 

activities 

III. Guidelines for meeting the Criteria 

Faculty personnel committees, department chairs, and administrative reviewers must judge 
whether a candidate's achievements meet the standard ofhigh quality, meet the standard of 
competence, or substantially exceed competence. The College has chosen to avoid being 
overly prescriptive in specifying how such standards are met4• The following guidelines 
indicate what type of accomplishments count, the kinds of evidence that should be provided, 
and recommendations for framing a case for high quality accomplishments. 

TEACHING (III.I) 

One of the primary missions ofUHH is to provide a quality liberal arts education to its 
students. As such, high-quality teaching is a critical standard that every successful candidate 
for tenure and/or promotion must achieve. 

4 Departments and Schools always have the option of establishing different, more prescriptive, or 
detailed guidance that is appropriate to the standards of the discipline. 
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Evidence of high-quality teaching can be provided in a variety of different ways including, 
but not limited to the following most common forms of evidence: 

1. Data from standard institutional student course evaluationsi5 

2. Reports ofpeer evaluations on the basis ofclassroom observations, team teaching, or 
invited lectures6 

3. Evidence of supervising numerous students in research/creative scholarship. This is 
especially notable if it results in either competitive recognition or scholarly/academic 
publications7 

4. Teaching awards or recognitions from the UH System, UHH or external 
organizations that result from nomination by either students or colleagues 

5. Evidence of curricular developments and new courses, or the development or 
conversion of existing course(s) to an alternative format (e.g., online, HITS, etc.) 

6. Narrative-based student evaluations 

7. Evidence of exceptional efforts in the advising and mentoring of students 

Other than the forms listed above, candidates may also include but not be limited to 
the following professional products: 

8. Development ofmethods to increase teaching efficiency and effectiveness so that 
larger numbers of students are taught with no negative impact on the quality of 
student learning 

9. Production of teaching materials (lectures, on-line materials, etc.) that are used by 
other teachers or distributed for use by other media 

10. Instructional materials including syllabi and representative assignments 

11. Record ofpublications or presentations on pedagogy 

12. Samples of student work, with or without instructor comments 

13. Evidence of student awards in the instructor's subject area 

14. Evidence of impact on students, including evidence of students' postgraduate success 
' 

5 All faculty members must administer the University's Perceived Teaching Effectiveness survey in 
all their classes and though it is not required, are strongly recommended to use the results of these to 
support their case for high quality teaching. At a minimum, most dossiers include summaries for 
questions 18 and 19, along with class size data and class grade point averages in Table 4.2. 
6 If faculty peer evaluations are used as primary evidence of teaching effectiveness, they should be 
done by multiple faculty members, cover most or all courses taught, and occur over a long enough 
period of time to establish consistency or improvement. 
7 If research mentoring is used as a primary form ofevidence, it should involve a large number of 
students over the period in question and include evaluations from both faculty peers and students as 
to the effectiveness of these efforts. 
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15. Creation of a teaching innovation (such as videos, slide presentations, on-line 
applications, computer simulations, etc.) with evidence of positive application 
outcomes 

16. Evidence ofmentoring other faculty members to improve the quality of teaching at 
the institution ( e.g., working with teachers one-on-one or conducting workshops on 
teaching techniques and/or new technologies) 

17. Initiation or refinement of ongoing service learning or internship programs that allow 
students to learn while contributing to the community 

18. Evidence of training or upgrading to maintain currency in pedagogy and in the 
discipline 

19. Evidence of writing, receiving, or participating in major teaching-related grants ( e.g. 
NSF STEM, US DOE, etc.) 

20. Major contribution to the successful development and institutional approval of a new 
department or program including (if applicable) identifying and securing funding 
from the system, the legislature or other external sources 

21. Evidence of teaching facility or equipment improvement and/or management 

22. Development of a student tutoring program or similar which supports student success 

Promotion from Assistant to Associate Professor (111.1.1) 

Advancement from Assistant Professor to Associate Professor requires that the candidate 
clearly and thoroughly produces a consistent record ofhigh-quality teaching. If the 
candidate chooses to base their case for high-quality teaching on items other than teaching 
evaluations, it is incumbent on the candidate to make sure they present sufficient evidence 
for the committee to assess high-quality teaching. Candidates wishing to establish their 
credentials for high-quality teaching are advised to write thoughtfully about their teaching 
philosophy and the application of this philosophy in the classroom, as well as any efforts 
they have made to improve their teaching. 

Promotion from Associate to Full Professor {111.1.2) 

Advancement from Associate Professor to Full Professor requires that the candidate clearly 
and thoroughly establish high-quality teaching. If the candidate chooses to base their case 
for high-quality teaching on items other than teaching evaluations, it is incumbent on the 
candidate to make sure they present sufficient evidence for the committee to assess high­
quality teaching. Candidates wishing to establish their credentials for high-quality teaching 
are advised to write thoughtfully about their teaching philosophy and the application of this 
philosophy in the classroom, as well as any efforts they have made to improve their teaching. 

Evidence and data used to establish high-quality teaching for the purposes of advancement 
from Assistant to Associate Professor should not be reused for advancement from Associate 
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to Full Professor. However, the candidate is encouraged to compare her/his current teaching 
with past teaching performance to establish the trend of continued high-quality teaching. 
Candidates for Full Professor are expected to have contributed more significantly in 
developing curriculum, certificates, programs, new degrees, and assessment methodology 
than candidates for Associate Professor. 

SCHOLARLY OR CREATIVE ACTIVITIES (111.2) 

Faculty must also be professionally active to be promoted to Associate and Full Professor. 
Scholarly achievement upgrades the candidate's standing within their scholarly community. 
Further, such achievement changes the candidate's view of concepts and theory, which may 
impact positively on students' education. 

Depending on the path chosen, faculty members should demonstrate either competence or 
high quality contributions in scholarship and creativity. 

Path 1 Path2 Path3 

High quality teaching, and High quality teaching, and High quality teaching, and 

High quality contributions High quality contributions A balance of contributions 
in scholarly/creative in service, and in scholarly/creative 
activities, and activities and service that 

substantially exceeds the 
minimum requirements of 
demonstrated competence. 

Demonstrated competence Demonstrated competence 
in service in scholarly/creative 

activities 

Evidence of scholarship and creativity takes many forms which may vary by discipline. For 
this reason, departments may approve disciplinary-specific guidelines; these must be 
approved by administration and UHPA. Nevertheless, departmental guidelines must be 
consistent with college and university guidelines. 

Among the variety ofprofessional products, the most common and important forms include, 
but are not limited to: 
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1. Publication of an original research/scholarly/creative article in a refereed journal in 
the author's discipline. 8 

2. Full article published in peer reviewed conference proceedings of a major national or 
international organization recognized to be top tier in the author's discipline. 9 

3. A book or monograph published by a recognized academic publishing house, based 
on original research or creative activity that makes an original contribution to the 
profession's literature. This could include chapters in a referred book. 

4. A published textbook that is adopted for use in classrooms other than the instructor's 
own. 

5. Additional training or certification or credentials, typically by a recognized 
professional organization, that maintains, enhances, or supplements the applicant's 
standing in their area of expertise. 

6. Study at other institutions toward an advanced degree beyond the degree UH Hilo 
requires for the discipline. 

7. Professional practice and/or development necessary to maintain competency and 
credentials. 

8. Securing a major, new, multi-year federal grant that allows the candidate and the 
institution to enhance their standings and reputations in the national and international 
scholarly communities. 

9. Member of the editorial board for a major recognized book or journal. 

10. Merit or achievement awards from national or international professional societies in 
recognition of scholarly activity, research, or creative endeavors. 

11. Grants from local or state agencies. 

12. Inventions culminating in patent. 

13. Unsuccessful grant proposals for research, training, or creative activities. 

14. Work conducted under consulting contract that is at the same level as the above 
university grants. 

Other than the forms listed above, candidates may also use the following as scholarly 
accomplishment: 

1. Reviewer for a major professional journal or conference 

8 The candidate should supply evidence of the journal's standing within his/her discipline and 
indicate his/her contribution to the article, both in terms of the nature of the contribution and the % 
effort. 
9 The candidate must supply evidence that conference proceedings are considered to be an 
important venue for publication ( e.g.-in the Computer Sciences where ideas and platforms are 
evolving very rapidly). 
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2. Major fellowship 

3. Conference presenter, panel or seminar participant 

4. Article, or book chapter published in a non-refereed journal, magazine, newspaper, 
book, or trade magazine. 

5. External or internally reviewed technical reports published by major organizations. 

6. Non-reviewed technical report based on original research or creative activity in 
either print or online format depending on the standards of the discipline 

7. Published Field Guide 

8. Published study guide, laboratory procedures used in the candidate's courses. 

9. A published video, feature film, computer simulation, or equivalent, contracted to air 
on a commercial or public network television station and/or distributed commercially 
for use in classrooms, interpretive or industrial instruction. 

10. Book or database review published in a book or journal 

11. Copyrighted computer program that is demonstrably used by various groups outside 
the candidate's department. 

12. Recent supporting letters from outside experts on the quality and significance of the 
candidate's achievements in his/her field of expertise. 

The following general guidelines address the significance of certain types of 
accomplishments: 

• Grants vary in their scope. Those that result in scholarly achievement such as high­
quality publications are more significant those that do not. Training grants that 
support students or train them in scholarship are also considered to be a scholarly 
accomplishment. 

• Zero publication does not mean zero in scholarship. Candidates without publications, 
however, are unlikely to rise to the level of "high quality". 

• In general, refereed or juried products have greater weight than non-refereed or non­
juried ones, international and national contributions have more weight than regional 
or local ones, and higher ranked journals tend to have more weight than lower 
ranked journals. Regardless, the record ofprofessional products should demonstrate 
that the individual is, and will likely remain, a productive scholar, and that the 
individual's professional products are uniformly of high quality and significant to 
the field. If solicited letters from experts in the fields become part of this 
demonstration, the letters should address the quality and significance of the 
candidate's scholarly contributions. 
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• Letters from colleagues may be used as evidence of accomplishments. It is best if 
letters speak to the quality and significance of specific scholarly contributions. 

Promotion from Assistant to Associate Professor (111.2.1) 

For advancement from Assistant to Associate Professor, faculty in the CNHS should show 
consistent and regular productivity over the course of the review period. While the quantity 
and frequency of scholarly products is important, the quality of the scholarly products is the 
most important factor in evaluating scholarly productivity. Faculty should present evidence 
of the quality and impact of their scholarly work in a way that would be understood to those 
outside their discipline. 

Promotion from Associate to Full Professor (111.2.2) 

For advancement from Associate to Full Professor, the same kinds of evidence should be 
presented to show competence or high quality accomplishments in research, including a 
consistent record ofproductivity, and at least five of high-quality productivity since the last 
promotion. In addition, the candidate should show, through methods indicated above, that he 
or she has achieved a significant reputation in the field. This can be demonstrated through 
citations, letters from experts in the field commenting on the quality and significance of the 
candidate's scholarly contribution, or special recognition by one's professional organization. 
Scholarly or creative activities used for advancement from Assistant to Associate Professor 
may not be used again for advancement from Associate to Full Professor. 
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SERVICE (111.3) 

Candidates seeking tenure and/or advancement from Assistant to Associate professor, or 
from Associate to Full professor, are expected to show a record of reliable and consistent 
service to their departments, the University, their profession, and/or the community. Such 
service expectations can be met by demonstrating a range ofhigh quality contributions in 
service, to competency in service depending upon path. 

Path 1 Path2 Path3 

High quality teaching, and High quality teaching, and High quality teaching, and 

High quality contributions High quality contributions A balance of contributions 
in scholarly/creative in service, and in scholarly/creative 
activities, and activities and service that 

substantially exceeds the 
minimum requirements of 
demonstrated competence. 

Demonstrated competence Demonstrated competence 
in service in scholarly/creative 

activities 

Those pursuing Path 3 (high-quality in service) must substantially exceed a record of 
reliable and consistent service. A candidate will not be judged to have high-quality service 
simply by virtue of serving as a member of a multitude of committees. High-quality service 
might be documented by system-wide or national awards or other evidence of international, 
national, regional or local recognition. 

Evidence of high-quality service can be provided in a variety of different ways and can take 
a variety of forms including, but not limited to: 

• Chairing or serving on a committee or special project at the campus or system level 

• Serving as an officer or member of the UHH Congress or CNHS Senate Executive 
Committee 

• Chairing or serving on the UHH Research or Graduate Councils 

• Serving as a department chair or program director/coordinator 

• Serving on the editorial board member of a professional journal or book publisher 

• Serving as an officer or board member of a registered professional or service 
association/ organization 
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• Planning conferences, seminars, and workshops for a national professional 
association 

• Trainings or certification activities on behalf of a professional or licensing 
association 

Other than the forms listed above, candidates may also include but not be limited to the 
following service contributions: 

• Serving on federal grant review panels (e.g., NSF, NIH, CDC, FDA, etc.) 

• Chairing a committee or special project in a professional association 

• Serving as a consultant to an institution or professional association ( e.g., program 
evaluations at other institutions) 

• Appointed member of a State-level task force or commission 

• Participation on personnel committees, e.g. contract renewal, tenure or promotion of 
UHH faculty 

• Participation in standing committees, search committees or special projects for UHH 

• Significant administrative duties at or above the department level (planning, 
decision-making and implementation, including securing funding) 

• Developing outreach events in area of expertise 

• Mentoring K-12 students in area of expertise 

• UHH liaison or adjunct to other programs or organizations 

• Reviewing manuscripts for a peer-reviewed national or international journal 

• Participation in a panel discussion (community, state, national, or international) 
separate from a research presentation 

• Providing service to volunteer organizations in area of expertise10 

• Significant administrative duties on behalf of a non-UHH entity related to your field 

• Uncompensated consulting to local government agencies or community 
associations/agencies in area of expertise 

• Serving on advisory boards or equivalents for community associations 

• Editorial work for a community publication 

to Community service outside of a candidate's field of expertise (e.g., coaching a youth soccer team), 
while laudatory, should not be presented in support of competence in service for the purpose of a 
promotion application. 
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• Presenter or panelist for a professional workshop or event at UHH 

• Serving as an advisor for a student club or organization 

• National, State, or Local television or other public presentation in support ofUHH or 
profession 

• Presenter or panelist for a local workshop or event at UHH 

• Development ofalumni and donor relations 

• Invited presentations to community groups in area of expertise 

• Student recruitment activities on behalf of UHH or Department 

The following guidelines address quality of contributions: 

• Candidates should strive for a mix of service contributions including University, 
Professional, and Community activities. Breadth of service activities is a plus 
especially for candidates seeking promotion from Associate to Full Professor. 
However, limited breadth may be compensated by especially high-quality service in 
one area. This principle notwithstanding, candidates for Full Professor are urged to 
include university service at levels above their department. 

• Service at the University level is often considered to be more significant than service 
at the Department level, and being a committee Chair is more significant than being 
a committee member. 

As in the area of research and creative activity, evidence of the impact of a candidate's 
service should be presented, including a discussion of specific outcomes. Letters from 
colleagues may be used as evidence of accomplishments. It is best if letters speak to the 
quality and significance ofspecific service contributions. 

Promotion from Assistant to Associate Professor (111.3.1) 

For advancement from Assistant to Associate Professor, faculty in the CNHS should show a 
record of reliable and consistent competence in service activities documented by multiple 
contributions to our institution, the university system and affiliates, professional associations, 
neighborhood, city, county, and/or state communities, and national and international 
organizations. 

Promotion from Associate to Full Professor {111.3.2) 

Candidates for promotion to Professor should also show a record of reliable and consistent 
service, with the additional requirement that they should have assumed leadership positions 
in some of their service activities. Evidence of service to the profession, such as holding 
editorial positions, offices in professional organizations, and reviewers for granting agencies 
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would also be appropriate evidence of the level of service expected of those seeking 
promotion to the rank of Professor. 

IV. Application Process and Suggestions for Preparing the Dossier 

Candidates must consult the UHH GUIDELINES FOR P&T 11 
• Additional guidance is 

provided below. 

The statement of endeavors is the candidate's opportunity to explain the nature, quality and 
significance of their activities to a general academic audience. Many candidates take 
information from their CV to explain in a greater level of detail. 

Suggestions for Preparing the Statement oflnstructional Activities (IV. I) 

Candidates should reflect on their teaching philosophy and respond to / reflect on student 
evaluations. Those who have experimented with course content or pedagogy should note the 
outcome and their response to it. This may clarify discrepancies between instructional 
quality and evaluation scores. Candidates should also discuss the significance of their 
teaching activities as they relate to general student education, educating students in the 
major/program, and/or overall student development. 

Suggestions for Preparing the Statement ofEndeavors for Scholarly Activities (IV.2) 

Professional products can be presented in three parts of candidate's dossier: curriculum vita, 
statement of scholarly activities, and appendix. The candidate should try hard to provide 
evidence for the quantity and quality ofhis/her scholarly activities in a manner that is 
understandable by readers outside their fields of expertise. 

CV 
Ifapplicable, the candidate should list and properly group all his/her professional 
products in their curriculum vitae. The grouping involves putting the products into 
different categories, such as publications, grants, and conferences. Products prior to 
the review period ( e.g. before hire or before promotion to associate professor) should 
be separated out. Ifmultiple authors or participants are involved in publication, grant 
or other activity, please briefly note the nature of the candidate' s contribution and 
percentage effort. Publications that are in preparation or under review should be 
included as long as their status is clearly indicated. 

11 Available at <https://hi lo.hawaii.edu/uhh/vcaa/PersonnelPoliciesandProcedures.php> On the 
website of the Vice Chancellor of Academic Affairs, this document is titled "Contract Renewal, 
Promotion and Tenure for tenure track teaching facu lty (May 201 1, modified for clarity May 2012)" . 
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Statement ofScholarly Activities 
The statement is the candidate's opportunity to explain his/her scholarly activities, 
and the quality and significance of the activities. Many candidates take information 
from their C.V. to explain in a greater level of clarity. For example, grant activity 
should be explained in terms of the nature of contribution: writing grant, conducting 
grant activities, and leadership in complex grants. Please note that since the dossier 
needs to be screened by various committees or administrators, who may not know 
the candidate's field, the candidate should make sure that content of the statement is 
understandable to those outside the discipline. 

Appendices 
Other than the documents mentioned above, the candidate is encouraged to include 
other documents in appendices, which provide evidence to show/confirm the 
candidate's quality and significance of scholarly activities. The documents include 
but are not limited to copies ofpublications ( whether accepted, in review or in 
preparation), copies of invitations to professional activities, and reference letters 
from experts in the candidate's fields of expertise. If the reference letters address the 
candidate's scholarly activities or achievements, please make sure to advise the 
experts to address the quality and significance of the scholarly activities in detail. 
Without such detail, any beautiful words or phrases like "great scientist" or "great 
researcher" would not outline a clear picture of candidate's standings and 
contributions in related fields. 

Suggestions for Preparing the Statement of Endeavors for Service Activities (IV .3) 

In addition to listing service contributions, many candidates offer further clarification. It is 
important to explain the significance ofcontributions. As in the area of research and creative 
activity, evidence of the impact of a candidate's service should be presented, including a 
discussion of specific outcomes. Documentation can be presented in an appendix. Letters 
from colleagues may be used as evidence of accomplishments. It is best if letters speak to 
the quality and significance of specific service contributions. 

Letters from Colleagues (IV.4) 

Letters from colleagues outside the department or outside UH Hilo should speak to the 
quality and significance of specific scholarly achievements or specific service contributions. 

If faculty peer evaluations are used as primary evidence of teaching effectiveness, they 
should be done by multiple faculty members, cover most or all courses taught, and occur 
over a long enough period to establish consistency or improvement. 

Senior colleagues-and especially the department chair-are strongly urged to write letters 
assessing the contributions ofjunior faculty. Senior faculty provide a perspective that is 
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critical for reviewers to understand the context of the candidate's contributions, above and 
beyond the black and white of the dossier. Writing a letter does not negatively impact the 
ability of tenured faculty members to serve on review (CPC) committees or serve as the 
Department Chair reviewer. 

Although the CBA has provision for unsolicited letters, in most cases letters are submitted to 
the candidate who then places them in his or her dossier. Letters therefore must be received 
prior to the deadline for dossier submission. 

It is the responsibility of senior colleagues-and especially the department chair-to mentor 
junior faculty and oversee the development of the dossier. Junior faculty should seek the 
advice of the Dean if senior faculty fail in this obligation. 
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