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This document provides guidance for instructors at the University of Hawai'i at Hilo who wish to apply
for contract renewal or promotion as well as for faculty committees and Dean/Directors who will be
reviewing these applications. These are general expectations for review and evaluation; units are
encouraged to create and promulgate more specific sets of expectations. This document follows and
references the 2017-2021 Bargaining Unit 07 Collective Bargaining Agreement between the
University of Hawai'i and the University of Hawai'i Professional Assembly.

General Contract Renewal and Promotion Guidelines for 1-2 faculty on 1-year contracts

1. Full time Instructors teach a normal load of 24 credits or equivalencies per year. Their full-
time responsibility is teaching and related activities. Evaluations should therefore be based
primarily on evidence of teaching effectiveness, or in cases where the instructor has been
granted reassign time for other duties, then the evaluation should be based on teaching
effectiveness and the reassign time deliverables. However, at the discretion of the instructor,
other elements of an instructor's activities may be included in the application.

2. All faculty must request contract renewal annually.

3. After 1 full year of service, the faculty will annually submit a dossier and undergo contract
renewal with a performance review that will be reviewed by the DPC/CPC, Chair, and
Dean/Director as outlined ir

4. Instructors that have been appointed to the same bargaining unit position and rank for 5
consecutive years will be offered a 3-year limited term contract with the expiration term of the
contract rolling forward one year at the end of each year of the 3-year term

5. Instructors that have been appointed to the same barpainine nnit nnsition and rank for 5
consecutive years are eligible for promotion Instructors may apply
for either an in-rank promotion (I-2B, 1-2C, or 1-21); or a promotion to 1-3 depending on
academic qualifications. Faculty members receiving an in-rank promotion shall have their
salarv increased bv 5%. Faculty promoted from I-2 to I-3 shall have their salary increased by
8% or to the minimum -3 salary whichever is higher.

6. Successful application for any I-2 step promotion shall count as a successful performance
review and contract renewal. The next required performance review and contract renewal will
be in their final year of their new contract.

7. The promotion process shall follow that outlined ir an¢
8. The calendar for the submission of requests for contract renewal and promotion will be

published annually. Faculty are responsible for tracking their hiring date and for turning in their
documents for review at the correct time.


https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xii-tenure-service/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xiii-faculty-appointments-not-eligible-tenure/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xiv-promotion/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xiv-promotion/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xxi-salaries/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xii-tenure-service/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xv-faculty-personnel-panel/

Flow Chart for Faculty on 1-Year Contracts

Year 1 (Fall Semester) Request contract renewal

Year 2 (Fall Semester) Submit dossier for performance review and contract renewal

Year 3 (Fall Semester) Submit dossier for performance review and contract renewal

Year 4 (Fall Semester) Submit dossier for performance review and contract renewal

Year 5 (Fall Semester) Submit dossier for performance review and contract renewal/Promotion

General Contract Renewal and Promeotion Guidelines for I-2 faculty on 3-year contracts

1.

Full time Instructors teach a normal load of 24 credits or equivalencies per year. Their full-
time responsibility is teaching and related activities. Evaluations should therefore be based
primarily on evidence of teaching effectiveness, or in cases where the instructor has been
granted reassign time for other duties, then the evaluation should be based on teaching
effectiveness and the reassign time deliverables. However, at the discretion of the instructor,
other elements of an instructor's activities may be included in the application.

All faculty must request contract renewal annually in the form of a memo to their
Dean/Director requesting their contract be renewed by the published submission date, The
Dean/Director may reappoint the faculty member, request a special nerformance review, or
exercise the prerogative of non-reappointment as outlined ir 1 through 4.

In the final year of their contract, the faculty will submit a dossier and undergo contract
renewal with a performance review that will be reviewed by the DPC/CPC, Chair, and
Dean/Director as outlined ir 1. and 2.

Instructors that have been appointed to the same bargaining unit position and rank for 5
consecutive years or have been in the same bargaining unit position and rank far 5 ar mare
continuous years since their last promotion are eligible for promotlon

Instructors may apply for either an in-rank promotion (I-2B, [-2C, or 1-21s), u1 & promuouon w 1-
3 depending on academic qualifications. Faculty members receiving an in-rank promotion shall
have their salary increased by 5%. Faculty promoted from [-2 to I-3 shall have their salary
increased by 8% or the minimum salary of [-3 whichever is higher :

Successful application for any I-2 step promotion shall count as a successful performance
review and contract renewal. The next required performance review and contract renewal will
be in their final year of their new contract.

The promotion process shall follow that outlined ir n¢
The calendar for the submission of requests for contract renewal and promotion will be

published annually. Faculty are responsible for tracking their hiring date and for turning in their
documents for review at the correct time.


https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xii-tenure-service/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xii-tenure-service/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xiv-promotion/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xiv-promotion/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xii-tenure-service/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xv-faculty-personnel-panel/

Flow Chart for Faculty on 3-Year Reolling Contracts

Year 1 (Fall Semester) Request contract renewal
Year 2 (Fall Semester) Request contract renewal
Year 3 (Fall Semester) Submit dossier for performance review and contract renewal

Application process

The processes for applying for in-rank promotion are governed by procedures in the collective
harpaining acreement Article XIV nromotion. item B, the process is guided by that articulated in

n¢ [he same forms are used and the same deadlines
. At e peginming ot each fall semester, the Calendar for Personnel

Actons wiit be aisoutea oy mne Chancellor and will be posted on the Vice Chancellor for Academic
Affairs website. The UH System calendar of the current year's contract renewal, promotion, and tenure
deadlines are distributed during the summer of each year. Applicants should make sure they review
these dates, as some of the deadlines are quite early in the semester.

1.

The cangdidate should be aware of the deadlines for the following actions:

Submission of application dossiers to the Departmental/Division/Cluster Personnel
Committee for contract renewal or promotion along with requests to exclude up to 10
faculty from the candidate’'s TPRC to be submitted to the Vice Chancellor for Academic

Affairs by tbe deadline for submission of renewal and promotion requests (Article XV,
C).

Forms to be used for contract renewal and 1-2B, 1-2C, and 1-2D promotions are provided in
Appendix A.

Membership on the Departmental/Division/Cluster Personnel Committees (DPC) are made up
of I-4 and I-5 faculty. Tenure and Promotion Review Committees (TPRC) may be made up
from I-3, I-4, and I-5 faculty. The following personnel are to be excluded, however:

e Applicants for promotion
e Personnel under consideration for contract renewal
e Personnel on terminal year appointments

The procedures for handline a case where there is a nepative recommendation are provided in

Section D of the UHPA
ConIract. 1ne recommenaarions are ransmitted by ine LUnancetior, All actions related to 1-2
promotion must be completed by the end of the fiscal year (June 30).



https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xv-faculty-personnel-panel/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xii-tenure-service/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xiv-promotion/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xii-tenure-service/
https://www.uhpa.org/contracts/2021-2025-uhpa-bor-contract/article-xiv-promotion/

GUIDELINES FOR IN-RANK (1-2) PROMOTION

Instructors with 5 years or more of continuous service in the same bargaining unit position and rank
since initial hire or last promotion are eligible for In-Rank (I-2) promotion. There are four steps in the
I-2 rank: 1-2A, I-2B, 1-2C, and I-2D.

The minimum qualifications for each position together with its duties and responsibilities are set forth
below. Because I-2 Instructors are focused primarily on teaching there is an expectation that evidence
of high-quality teaching is necessary for any I-2 promotion. In addition, each college, department, or
other unit may develop more specific guidelines clarifying the accomplishments and performance
required to reach 1-2B, 1-2C, and I-2D rank.

INSTRUCTOR (I-2A)

Duties and Responsibilities. Conduct assigned courses at the undergraduate and graduate level,
depending on department needs; serve as academic advisor or mentor to students (e.g. advise cohorts);
and perform related tasks or duties as described in their job description (e.g., participate in assessments
of individual courses and/or major, contribute to the department’s program review, and contribute to
curriculum development/improvement).

Minimum Qualifications. A master's degree from a college or university of recognized standing, with
the major work in the field in which the instructional assignment is made or duties performed. In
unusual circumstances, the requirement of the master's degree may be waived by the University upon
demonstration of appropriate professional training, competence, or experience. Demonstrated evidence
of ability to teach effectively (teaching duties could include teaching assistantships, direct group
discussions, and/or to provide clinical supervision or laboratory supervision, etc).

INSTRUCTOR (I-2B)

Duties and Responsibilities. Conduct assigned courses at the undergraduate and graduate level,
depending on department needs; serve as academic advisor or mentor to students (e.g. advise cohorts);
and perform related tasks or duties as described in their job description (e.g., participate in assessments
of individual courses and/or major, contribute to the department’s program review, and contribute to
curriculum and/or pedagogy development/improvement).

Minimum Qualifications. A master's degree from a college or university of recognized standing, with
the major work in the field in which the instructional assignment is made or duties performed. In
unusual circumstances, the requirement of the master's degree may be waived by the University upon
demonstration of appropriate professional training, competence, or experience. A minimum of 5 years
in the rank of I-2A, evidence of (increasing) proficiency in ability to teach effectively (teaching duties
could include directing group discussions, and/or to providing clinical supervision or laboratory
supervision, etc), and evidence of contributions to departmental activities such as assessments of
individual courses and/or major, department’s program review, and/or curriculum
development/improvement, and/or pedagogy development/improvement,

INSTRUCTOR (I-2C)
Duties and Responsibilities. Conduct assigned courses at the undergraduate and graduate level,
depending on department needs; serve as academic advisor or mentor to students (e.g. advise cohorts);



and perform related tasks or duties as described in their job description (e.g., participate in assessments
of individual courses and/or major, contribute to the department’s program review, and contribute to
curriculum and/or pedagogy development/improvement).

Minimum Qualifications. A master's degree from a college or university of recognized standing, with
the major work in the field in which the instructional assignment is made or duties performed. In
unusual circumstances, the requirement of the master's degree may be waived by the University upon
demonstration of appropriate professional training, competence, or experience. A minimum of 5 years
in the rank of I-2B, evidence of (increasing) proficiency in ability to teach effectively (teaching duties
could include directing group discussions, and/or to providing clinical supervision or laboratory
supervision, etc), and evidence of some leadership roles in departimental activities like assessments of
individual courses and/or major, department’s program review, course coordination, and/or curriculum
development/improvement.

INSTRUCTOR (I-2D)

Duties and Responsibilities. Conduct assigned courses at the undergraduate and graduate level,
depending on department needs; serve as academic advisor or mentor to students (e.g. advise cohorts);
and perform related tasks or duties as described in their job description (e.g., participate in assessments
of individual courses and/or major, contribute to the departinent’s program review, and contribute to
curriculum and/or pedagogy development/improverment).

Minimum Qualifications. A master's degree from a college or university of recognized standing, with
the major work in the field in which the instructional assignment is made or duties performed. In
unusual circumstances, the requirement of the master's degree may be waived by the University upon
demonstration of appropriate professional training, competence, or experience. A minimum of 5 years
in the rank of I-2C, evidence of (increasing) proficiency in ability to teach effectively (teaching duties
could include directing group discussions, and/or to providing clinical supervision or laboratory
supervision, etc), and evidence of leadership roles in departmental activities like assessments of
individual courses and/or major, department’s program review, course coordination, and/or curriculum
development/improvement, and/or pedagogy development/improvement.



Applicant Name

INSTRUCTIONS FOR PREPARING THE CONTRACT RENEWAL AND IN-RANK
PROMOTION DOSSIER

Required Documentation

Table of contents: Include a table of contents at the very beginning of the dossier.

Curriculum Vitae: Include a vitae that clearly indicates the following:

® All academic degrees at baccalaureate and graduate levels (include degree, subject,
institution, and date awarded).

e Foreign or Other Degrees and Professional Licenses (if applicable; include degree, subject,
institution, and date awarded).

® Graduate credits, post-doctoral work, and so forth since last degree (if applicable; include
institution, dates, subject, and credits).

¢ Prior Experience (list with dates, in reverse chronological order, beginning with your
affiliation with the last institution or organization before coming to UH Hilo).

Executive Summary: Include an executive summary of the statement of endeavours.

Teaching: You must have documented evidence of your teaching effectiveness and ability.
Evidence of your teaching effectiveness and ability should include:

a statement of your teaching philosophy or your goals for your students

graphs or tables of quantitative teaching evaluations as well as a complete set of the
forms themselves,

samples of the qualitative (narrative) portion of the teaching evaluations as well as the
complete set of responses

discussion of students’ evaluations and any plans you might have to incorporate this
information into your teaching. A set of evaluations below the norm should be
addressed to show your analysis of what might not have worked in that particular class
and how you have adjusted your teaching

Letters from at least 2 different faculty of the university addressing teaching who have
observed one or more of your classes (letters should be updated once every 3 years)

Other commonly used forms of evidence include:

innovative teaching materials or descriptions of innovative methods

letters from former students (unsolicited/solicited letters) discuss your impact in their
academic and professional career.

sample syllabi

sample assignments



e sample student work
e Publications, presentations or other scholarships related to pedagogy.
e Special recognition by awards or citations for excellence in teaching

e Job Description: Consider including your job description when hired and documentation
regarding reassignment (if any), to clarify your current teaching role within the
department,

Previous Evaluations: Include previous DC and DPC/CPC Evaluations (if any) and
responses, if any, to criticisms.
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