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1.0 ORGANIZATION  

1.1 BOARD OF TRUSTEES 

The government, control, conduct, management, and administration of Ramapo College of New 

Jersey is vested in a Board of Trustees, appointed by the Governor with the advice and consent of 

the Senate as prescribed by law and includes a Student Trustee. Non-voting representatives of the 

Board include a Faculty Assembly Representative, Professional Staff Association Representative, 

and the President of the Student Government Association. The President of the College is also an 

ex officio, non-voting member of the Board of Trustees. 

1.2 PRESIDENT'S OFFICE 

The President of the College is responsible to the Board of Trustees for the executive management, 

conduct, and administration of the College. The President is also responsible for the execution and 

enforcement of the Board's bylaws, and the rules, regulations, and orders governing the 

management, conduct, and administration of the College.  

1.3 THE FACULTY ASSEMBLY  

The Faculty Assembly (FA) of Ramapo College of New Jersey is the official voice of the faculty 

of the College. The Faculty Assembly meets a minimum of two (2) times every academic semester. 

The Faculty Assembly considers regular attendance of Faculty Assembly meetings a professional 

responsibility. 

 

The voting members of the Faculty Assembly are limited to full-time faculty in residence, 

librarians, and professional staff who have teaching responsibilities as part of their responsibilities 

as stipulated in their job description. Non-voting members include the Provost and the Deans of 

the Schools.  

1.4 THE COUNCIL OF NEW JERSEY STATE COLLEGE LOCAL, AFT, AFL CIO, 

AND AFT LOCAL 2274  

The Council is the collective bargaining representative for regular full-time and part-time Faculty, 

administrative and professional staff, and adjuncts more specifically set forth in the Collective 

Negotiations Agreement between the College and the Council. The Agreement is a comprehensive 

document containing negotiated terms and conditions of employment.  To the extent there are 

any conflicts between this Faculty Handbook and the Collective Negotiations Agreement, the 

provisions in the Collective Negotiations Agreement will control.  

1.5 RAMAPO COLLEGE OF NEW JERSEY ORGANIZATIONAL CHART  

/fa/
/college-leadership/
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2.0 FACULTY PERSONNEL POLICIES AND PROCEDURES 

/er/?AFT1519=open
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4.  Additional positions are added as evidence of need emerges or new programs are developed.  

The affirmation of all positions is subject to the availability of funds and programmatic needs of 

the College. 

 

Period of Appointment 

 

Prior to the attainment of tenure, faculty contracts shall normally be limited to a period of one 

academic year, but may be made up to a period of two

/policies/policy/recruitment-selection-employment/
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B.1 of the CURRENT CONTRACT and shall include a statement by the President informing 

the appointee of: 

 

/policies/policy/administrative-policy/
/titleix/files/2021/09/FY22-Sexual-Misconduct-Policy-9.14.21.pdf
/policies/policy/bias-incident-response/


/policies/
/er/%20files/2021/10/4.0-Model-Procedures-for-Processing-Internal-Complaints-Complaints-Alleging-Discrimination-in-the-Workplace-Updated-10.6.2021.pdf
/er/%20files/2021/10/4.0-Model-Procedures-for-Processing-Internal-Complaints-Complaints-Alleging-Discrimination-in-the-Workplace-Updated-10.6.2021.pdf
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furthered the Mission of the College. In order to be considered, documentation needs to be 

provided for all claims of accomplishment.  

 

Where there is overlap between Teaching/Librarianship, Scholarship, and Service it is the 

applicant's responsibility to explain why a particular activity should be considered in one of the 

three areas and not the others.  

 

Paid professional work or other activities outside 

/er/?AFT=open
/er/wp-content/uploads/sites/81/2018/01/Ramapo-Format-Vita.pdf
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therefore, teaching is evaluated within the context of consistent overall performance. 

Consideration is given to the number and variety of courses taught and to the teaching load 

balanced against other obligations such as service to the College. In the determination of teaching 

effectiveness, a trend must be substantiated by the results of more than one method of review.   

 

Effective Teaching Criteria 

 

1. Development of courses with clear goals and student learning outcomes that are consistent 

with program outcomes; 

2. Mastery of current scholarship and pedagogy in one’s field; 

3. Ability to clearly communicate instructions, course content, and goals; 

4. Ability to adapt course objectives, expectations, and pedagogy to respond to student needs; 

5. Ability to motivate students and to stimulate critical thinking; 

6. Use of forms of evaluation that are fair and consistent with instructional objectives; 

7. Creating a welcoming learning environment inclusive of diversity and free intellectual 

inquiry; and 

8. Being present and prepared for classes 

 

Effective Teaching is substantiated by the applicant via the following required evidence to be 

included in the application: 

 

1.  Samples of Course Syllabi and Course Materials           
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 3.   Class Observation Letters from Peers and Dean. 

 

a.  Dean Observations of Teaching 

 

     i. For Reappointment and Tenure, the applicant should provide one (1) class    

      observation per academic year. 

 

ii.  For Promotion, the applicant should provide only one (1) from the last two (2) 

years. 

 

b.  Peer Observations of Teaching by Faculty Peers, including at least one (1) from the 

primary Convening Group or field of expertise and, optimally, by different peers and 

for a range of courses
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● Effective librarians are continuing learners – continuing learning broadly construed (i.e., 

not only about their immediate areas of responsibility and not only about current trends in 

academic librarianship). 

 

● Since the library serves the entire academic community, effective library faculty are 

responsive to the broader issues of concern to the academic community. 

 

● Effective librarians communicate freely and frequently with other librarians and, where 

appropriate, teaching faculty and other library and College staff, regularly seeking input 

and help to solve problems encountered and proposing ways in which their job can better 

serve the library and the College. 

 

● Without jeopardizing primary responsibilities, effective librarians are flexible in 

accommodating the needs of the Ramapo College community. 

 

● 
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Effective Librarianship is substantiated via the items listed below. Since library faculty perform 

in different capacities, not all of the items described below may be applicable to every position. 

 

1. Samples of Work within Specialized Activity. Samples may include, but are not 

limited to, the following:  - authored policy, procedures, plans, and proposals in assigned areas 

of responsibility; 

- reports on annual activity, initiatives, and projects in assigned areas of responsibility; 

- statistical data and analysis including assessment of the outcomes of library services in 

assigned areas of responsibility. 

- library resource guides, subject guides, etc. 

 -  informational and outreach materials from programs, workshops, and events in assigned 

areas of responsibility; and 

- other evidence, as determined by the applicant, may also be included. 

 

2. Information Literacy Librarians Develop Sessions with Clear Goals Consistent with 

Information Literacy Program Outcomes. Evidence of this work may include, but is not 

limited to, the following:  

 

-  online guides for Information Literacy classes; 

-  additional supplemental teaching materials; 

-  course activities/exercises; and 

-  instructional videos and tutorials. 

 

3.  Observation/Evaluation Letters from Dean and Peers 

 

  a.  For librarians who teach Information Literacy classes: 

-
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 - Peer Evaluation Letters by faculty peers including at least one (1) from the Library 

Convening Group and, optimally, by different peers 

    -  For Reappointment and Tenure, the applicant should provide one (1) per 

semester for the first three (3) years and, thereafter, only one (1) per year in 

years four (4), five (5), and six (6). 

    -  For Promotion, the applicant should provide two (2) dating from the last three 

(3) years. 

 

5.2 SCHOLARSHIP 

 

A lively academic atmosphere is essential for quality education. Such an atmosphere is best 

sustained by a faculty actively engaged in traditional and nontraditional activities that contribute 

to or expand existing bodies of knowledge, create works of art, improve the pedagogy and 

scholarship of teaching and learning, and apply professional expertise to solve community 



/about/mission/
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in the proposed project if it is collaborative, and the dollar amount of the grant; and explain whether 

the applicant was the lead author of multi-author grants. 

 

For library faculty, Scholarship comprises all of the items listed above and includes the 

preparation for and the creation and development of specific library services, both public (e.g., 

library literacy instruction and webpage construction) and behind-the-scenes (e.g., collection 

development and online catalog enhancement). 

 

Scholarship is substantiated by the applicant via the following required documents to be 

included in the application: 
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Service is substantiated by the applicant via the following: 

 

1. Artifacts including committee reports, event programs, and other relevant forms of 
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Applicants shall have demonstrated a record of quality performance in relation to 

Teaching/Librarianship, Scholarship, and Service. Future promise may be considered. 

5.8 CRITERIA SPECIFIC TO PROMOTION TO FULL PROFESSOR (OR 

EQUIVALENT LIBRARIAN RANK) 

Professors shall have an earned doctorate or other appropriate terminal degree from an accredited 

institution in an appropriate field of study and at least eight (8) years of professional experience. 

The State recognizes that candidates may present qualifications as to education and experience 

that their peers will recommend to the Board of Trustees for approval to be the equivalent of the 

above qualifications although not exactly corresponding to the written requirement. 

 

Applicants shall have demonstrated a consistent record of mature levels of accomplishment in 

Teaching/Librarianship, Scholarship, and Service with particular emphasis on the last five (5) 

years. Future promise shall not be considered.  

5.9 ACCELERATED TENURE  

Following New Jersey Statute 18A:60-9, the Board of Trustees may, as an exceptional action upon 

the recorded two-thirds (2/3) majority roll call vote of all its members and upon the 

recommendation of the President, grant Tenure to an individual faculty member/Librarian after 

employment at Ramapo College of New Jersey for at least two (2) consecutive academic years. 

This provision is locally known as "Accelerated Tenure."  

 

The criteria for Accelerated Tenure are identical to those of sixth (6th) -year applicants for Tenure. 

Applicants for Accelerated Tenure may only apply once, either during their third (3rd ), fourth (4th)  

year, or fifth (5th) year in a tenure-track position at Ramapo College. 

 

The application process, calendar for deliberations, and effective date of Accelerated Tenure shall 

be identical to those followed by Tenure candidates who have completed the full sixth (6th) year 

probationary period. Faculty wishing to apply for Accelerated Tenure are encouraged to consult 

with their Convening Group and Dean before doing so. 

 

 

6.0 RENEWAL OF FACULTY CONTRACTS (TENURE-TRACK FACULTY) 

 

GENERAL INFORMATION 

 

The procedures for Reappointment of non-tenured tenure-track faculty members shall follow the 

appropriate contractual dates outlined in Article XIII of the CURRENT CONTRACT and the 

calendars for personnel actions prepared by the administration, in consultation with the local 

union, and issued at the beginning of each academic year. 

At Ramapo College, Librarians are considered faculty, and the Library has the same standing as 
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other Units. Therefore, unless specific language referring to the Library and/or Librarians is used, 

the term Faculty includes Librarians and the term Unit includes the Library, as well as the Schools.  

Within the Library, the Convening Group, Unit Personnel Committee, and Unit Council are the 

same entity. 

6.1 GENERAL POLICIES
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4. Each submitted application for Reappointment must include all required materials and  

  documentation, as specified in the Reappointment Checklist found in Appendix D and be 

formatted in accordance with digital submission guidelines provided by ER found at: 

https://www.ramapo.edu/er/wp-content/uploads/sites/81/2022/04/Faculty-Reappointment-

Training-e-binders-REVISED-4.11.22.pdf).  

 

Applicants may submit additional information that they consider appropriate. 

 

/er/wp-content/uploads/sites/81/2022/04/Faculty-Reappointment-Training-e-binders-REVISED-4.11.22.pdf
/er/wp-content/uploads/sites/81/2022/04/Faculty-Reappointment-Training-e-binders-REVISED-4.11.22.pdf
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UPC PROCEDURES 

 

The UPC shall follow all procedures stated below. Questions on any procedural steps shall 

be directed to ER and/or AFT representative assigned to the Unit. 

 

1.  The UPC shall conduct a preliminary review of the application and inform the applicant of  

     any missing information and/or non-compliance with proper presentation and formatting     

     by the calendar deadline established by ER. 

 

      2.  The UPC will establish a deadline (no less than 48 hours and no more than one (1) week)  

           for the applicant to make changes and allowing for sufficient time for final review by the  

           UPC prior to consideration by the Unit, provided this additional time does not conflict  

           with the published calendar.  

 

3.  The UPC shall have the right to consult with the faculty member who is being considered  

     for Reappointment. 

 

4.  After the deadline no additional materials will be considered by the UPC. The UPC will   

     evaluate the application, as submitted by the deadline, and will state in their evaluation letter      

     if materials are missing. 

 

5. The UPC evaluates each application against the criteria found at: 

(https://www.ramapo.edu/er/wp-content/uploads/sites/81/2023/09/5.0-Criteria-for-

Appointment-Reappointment-Promotion-and-Reappointment-with-Tenure-9-8-23.pdf ) 

and recommends or does not recommend the applicant for reappointment.  

 

 6.  Each applicant will be notified in writing of the UPC’s recommendation. 

 

 7.  In the event an applicant is not recommended for Reappointment, they shall have the     

      right to request and receive a hearing before the UPC (See Appeals Process section     

      below.) 

 

  8.  The UPC forwards its letter of recommendation to the Unit for action at least four (4) days  

       prior to the Unit Council meeting at which Reappointment applications will be discussed. 

 

  9. Each applicant for Reappointment may request and receive a hearing before the Unit  

      Council, prior to 

/er/wp-content/uploads/sites/81/2023/09/5.0-Criteria-for-Appointment-Reappointment-Promotion-and-Reappointment-with-Tenure-9-8-23.pdf
/er/wp-content/uploads/sites/81/2023/09/5.0-Criteria-for-Appointment-Reappointment-Promotion-and-Reappointment-with-Tenure-9-8-23.pdf
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     11.  Unit members review the recommendations provided by the UPC in advance of the  

            meeting in which Reappointment applications are considered. 

 

     12.  The Unit Council discusses each Reappointment application and its merit along the three    

            (3) criteria: Teaching, Scholarship, and Service. 

 

             a.  An applicant for Reappointment shall not be present during the discussion of their  

           application and voting at the Unit Council meeting. 

 

 b.  Unit members with a dual relationship to an applicant shall recuse themselves for the  

     discussion of that applicant. 

 

 c.  All discussions
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Appeal of the Provost’s Decision 

1. In the event of a non-Reappointment recommendation by the Provost, the applicant may 

request and receive a conference with the Provost by the deadline established by ER. 

 

2. After the conference and only if their non-Reappointment recommendation persists, the 

Provost shall provide the applicant, the Dean, and chairperson of the UPC with an 

explanation of their negative recommendation in writing.  

Appeal of the President’s Decision 

1. The applicant may request and receive a conference with the President, which shall be 

held by the deadline established by ER and prior to the President’s recommendation being 

submitted to the appropriate BOT Committee.  

6.5 ROLE OF EMPLOYEE RELATIONS (ER) 

1. ER develops a calendar for the Reappointment process in consultation with the AFT and 

makes this calendar available to all faculty and librarians. 

 

2. ER sets up and manages an appropriate digital storage system/platform/software into which 

each digital application can be uploaded/saved and from which access can be given for the 

purpose of the review process. 

 

3. ER provides access to digital application packages to each applicant, Convening Group, 

UPC and Unit Dean, Provost, and President, as appropriate and permissible, on a 
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7.0 RAMAPO COLLEGE TENURE AND PROMOTIONS POLICIES AND PLAN 

 

These policies and procedures are designed to enable Ramapo College to protect academic 

fr
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position receive maximum possible notice of their prospects for eventual Reappointment with 

Tenure. Thus, it will be our practice to remind tenure-track faculty of the tenure process in every 

letter of Reappointment and to give notice of situations that may lead to a non-recommendation of 

Reappointment with Tenure.  

The procedures for Reappointment with Tenure of tenure-track faculty members shall follow the 

appropriate contractual dates outlined in the CURRENT CONTRACT between the State of New 

Jersey and the Council of New Jersey State College locals, NJSFT-AFT, AFL-CIO and the 

calendars for personnel actions prepared by the administration, in consultation with the local union, 

which are made available at the beginning of each academic year. 

It is the tenure applicant's responsibility to ensure completeness of the tenure package. The UPC 

of each Unit shall determine whether an applicant’s application for Reappointment with Tenure 

conforms to published guidelines and contains all required components before forwarding their 

recommendation to the All-College Tenure Committee (ACTC) through ER. All 
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/er/wp-content/uploads/sites/81/2023/08/APPENDIX-E-Tenure-Process-Guidelines-and-Checklist.pdf
/er/wp-content/uploads/sites/81/2023/08/APPENDIX-E-Tenure-Process-Guidelines-and-Checklist.pdf


/er/wp-content/uploads/sites/81/2023/08/5.0-Criteria-for-Appointment-Reappointment-Promotion-and-Reappointment-with-Tenure.pdf
/er/wp-content/uploads/sites/81/2023/08/5.0-Criteria-for-Appointment-Reappointment-Promotion-and-Reappointment-with-Tenure.pdf
/er/wp-content/uploads/sites/81/2023/08/5.0-Criteria-for-Appointment-Reappointment-Promotion-and-Reappointment-with-Tenure.pdf
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representative perceives a possible violation of policy or procedure or of the Master Contract 

at any time during the work of the ACTC, they shall ask the chair of the ACTC to suspend 

proceedings and address concerns. See sections D. PERSONNEL COMMITTEE 

MEMBERSHP AND ROLES, ALL COLLEGE TENURE COMMITTEE, OVERALL 

STRUCTURE.  

 

5. Prior to the ACTC’s deliberations, applicants for Reappointment with Tenure or Accelerated 

Tenure are provided the opportunity to appear before the ACTC to present new information 

that was not available at the time of submission of the application, to clarify information not 

readily apparent from their written statement, or to address the recommendation decisions of 

the UPC, Unit Council, and/or Dean. 

 

6. Applicant presentations to the ACTC shall be limited to ten (10) minutes. ACTC members may 

pose questions to each applicant.  

 

7. The ACTC shall have the right to consult with any applicant, the appropriate UPC, and the 

Dean. 

 

8. Each voting member of the ACTC shall conduct a thorough review of each application 

package and letters from the UPC and Dean prior to deliberations. 

 

9. The ACTC determines the order for applications to be evaluated and voted upon. The time 

limit for discussion of each applicant shall be at the discretion of the Committee. 

 

10. 
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14. The applicant shall be provided with the opportunity to respond by a deadline established by 

the ACTC to any additional written information relating to their evaluation by the ACTC. 
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their negative recommendation in writing. 

 

6. The President shall forward their own recommendation for Reappointment with Tenure or 

Reappointment with Accelerated Tenure to the Board of Trustees by the deadline established 

by ER. 

 

BOARD OF TRUSTEES (BOT) ACTIONS AND RESPONSIBILITIES (PROCEDURES) 

1. If appeals to the President by applicants endorsed by the ACTC are not successful, one 

representative of the ACTC and one representative from the bargaining unit (AFT) shall be 

allowed to speak briefly at the appropriate BOT Committee meeting.  

 

2. Speakers must confine themselves to discussion of the Tenure Policy. The purpose of the 

presentations by the ACTC and the AFT will be to acquaint the appropriate BOT Committee 



 

38 
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and/or AFT Unit representative. 

 

ALL-COLLEGE TENURE COMMITTEE (ACTC) 

 

Overall Structure   

 

The ACTC membership shall consist of one (1) tenured faculty member representative from each 

academic School, one (1) tenured Librarian, one (1) non-voting union (AFT) representative, one 

(1) non-voting representative of  ER, and one (1) non-voting Affirmative Action representative 

appointed by the President (i.e., there are six (6) voting and three (3) non-voting members on the 

ACTC). The ACTC members shall comport themselves with all College Policies (click on the link) 

including but not limited to #429 Nepotism and #458 The Code of Professional Responsibility. 

 

The ACTC Unit representative may or may not be a member of the UPC. The ACTC Library 

representative will be a member of the LPC. 

 

Voting Members 

 

Voting ACTC members shall serve no more than two (2) consecutive years on the Committee 

without the possibility of repeating their service until they have been off the Committee for at least 

two (2) years. Service on the ACTC for even a short period (e.g., when someone is selected to 

complete the term of another member) constitutes a one-year term. 

 

Non-Voting Members 

 

1. Employee Relations (ER) Representative 

 

a. 

/policies/policy/nepotism/
/policies/policy/code-of-professional-responsilibity/
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f. The ER representative’s role shall be limited to the review of ACTC and College policies 

and procedures to monitor compliance to the Faculty Handbook. The ER representative 

shall not take part in ACTC deliberative discussions. That is, the ER representative may 

only advise the Committee on procedural matters. 

 

g. If the ER representative perceives a possible violation/non-compliance issue, they should 

ask the ACTC Chair to temporarily suspend the proceedings and make clear to the 

Committee their objections. 

 

h. The ER representative shall also assist the ACTC Chair, Vice-Chair, and Secretary with 

scheduling and Committee correspondence. All communications sent from the ER 

representative regarding Committee business, including notices of meetings and 

scheduling, shall be sent in the name of the ACTC Chair and shall be reviewed and 

approved by the Chair or Vice-Chair prior to distribution. The ACTC Chair shall place all 

records of Committee deliberations and votes for storage in the care of the ER 

representative. These files are confidential and are for Committee use only. 

 

i. The ER representative informs each applicant for Reappointment with Tenure or 

Reappointment with Accelerated Tenure of their right to appear before the ACTC.  

 

j. The ER representative shall confirm to the ACTC Chair that all Committee members 

affirmed that they have examined all application packages. 

 

k. The ER representative provides access to digital binders to the campus community, when 

requested, after the Tenure process is complete. 

 

2. Union (AFT) Representative 

 

a. The non-voting Union (AFT) representative shall be appointed by the AFT. 

 

b. The role of the AFT representative will be to monitor proceedings to ensure a fair process 

and adherence to the contract. 

 

c. If the AFT representative perceives a possible violation of the contract, they should ask the 

chair of the ACTC to temporarily suspend the proceedings and make clear to the 

Committee their objections. 

 

d. If mutual agreement cannot be reached because the ACTC and the AFT representative 
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Equity, Diversity, Inclusion and Compliance (EDIC). 

 

b. The role of the Affirmative Action representative shall be limited to ensuring compliance 

with all Equal Employment Opportunity Commission (EEOC) and Affirmative Action 

laws and related College policies and procedures with respect to Affirmative Action 

concerns. 

 

c. If the Affirmative Action representative perceives a possible violation, they should ask the 

Chair of the Committee to temporarily suspend the proceedings. 

 

d. The Affirmative Action representative, the AFT representative, the ER representative, and 

the ACTC Chair shall meet to discuss the nature of the objection(s) to determine if further 

action should be taken. If all four (4) of these individuals agree about the objection raised 

by the Affirmative Action representative, they should then explain to the full ACTC the 

nature of the objection. If all four (4) of these individuals do not agree about the objection 

raised by the Affirmative Action representative, the Affirmative Action representative 

must consult with the President or the President’s designee within three (3) days of the 

alleged violation occurring. The ACTC must await the President’s or President designee’s 

decision and proceed accordingly. 

 

Organization of the ACTC 

 

The ER schedules an initial organizational meeting of the ACTC. 
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recommendation to the Provost. 
 

Attendance at Meetings 

 

1. Meetings of the ACTC shall take precedence for all members of the Committee over all 

other College service responsibilities. 

 

2. The ACTC members must attend all meetings in which presentations, voting, and 

deliberations occur.  

 

3. If an ACTC member cannot attend a meeting in which an applicant’s application package 

is considered and that meeting cannot be rescheduled or if an ACTC member is otherwise 

unable to review the materials in time for deliberations, the Dean of the ACTC member’s 
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Community Access to Tenure Packages  
 

1. Digital Tenure Applications shall be accessible to Ramapo College faculty and librarians 

for three (3) weeks after the Provost makes their recommendation.  

 

2. Access to application packages is requested through ER, and each requestor will be given 

access for a specified twenty-four (24) hour period. 

 

 

9.0 PROMOTION PROCESS FOR TENURE TRACK FACULTY MEMBERS 

GENERAL INFORMATION 

 

The basic procedures and timeline to be followed related to promotions for full-time faculty at a 

New Jersey State College are outlined in Article XIV of the CURRENT CONTRACT between 

the State of New Jersey and the Council of New Jersey State College Locals, NJSFT-AFT, AFL-

CIO(CT)ugh
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At Ramapo College, librarians are considered faculty, and the Library has the same standing as 

other Units. Therefore, unless specific language referring to the Library and/or librarians is used, 

the term faculty includes librarians and the term Unit includes the Library. Within the Library the 

Convening Group, Unit Personnel Committee (UPC), and Unit Council are one and the same. 

 

APPLICANTS FOR PROMOTION ACTIONS AND RESPONSIBILITIES 

(PROCEDURES) 

 

1. Faculty members seeking promotion shall inform ER, the Dean, their Convening Group, 

and their UPC of their intention to apply for promotion in the spring semester prior to 

submitting the application (exact date to be determined). 

 

2. Applicants shall provide the UPC with a list of desired external peer reviewers the 

semester prior to the application submission deadline. The UPC will contact those on the 

/er/wp-content/uploads/sites/81/2022/07/Faculty-Promotion-e-binder-Training-Guide.pdf
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3. The Convening Group sends the endorsed letter to UPC by the submission date set by ER 

in advance of UPC’s review of the application so that the letter is considered during the 

UPC’s evaluation of the submitted application. 

 

UNIT PERSONNEL COMMITTEE AND UNIT ACTIONS AND RESPONSIBILITIES 

(PROCEDURES) 

 

1. The UPC solicits external peer recommendations from the list provided by the applicant 

using the form letter and including the applicant’s CV and Narrative Statement. 

 

2. The UPC shall conduct a preliminary review of the application for completeness using 

the checklist and inform the applicant of any missing information and/or non-compliance 

with proper presentation and formatting by the calendar deadline established by ER. 

 

3. The UPC will establish a deadline for a corrected/amended application submission, which 

should include any identified missing information and the Convening Group letter, giving 

the applicant sufficient time to make changes and allowing sufficient time for final review 

by the UPC prior to consideration by the Unit, which must be conducted by the deadline 

established by ER. 

 

4. After the deadline, incomplete applications as determined by the UPC will be disqualified 

and, therefore, not be forwarded. 

 

5. The UPC evaluates each completed application against the Promotion criteria (see section 

5.0) and either “strongly recommends,” “recommends,” or “does not recommend” the 

applicant for Promotion. 

 

6. The UPC will notify each applicant of their decision in writing.  

 

7. All applications, including those “not recommended” (unless withdrawn by the applicant), 

are forwarded to the Unit Council by the UPC. 

 

8. The UPC prepares a letter detailing its evaluation and recommendation for each applicant 

and sends the letter to the Dean for distribution to all full-time faculty in the Unit at least 

four (4) days prior to the Unit Council meeting at which Promotion applications will be 

considered. 

 

9. The applicant shall inform the UPC before or at the Unit Council meeting of any factual 

errors in the letter. The applicant may not make any other suggestions for the letter to the 

UPC.  

 

10. Unit members review the recommendations provided by the UPC or LPC in advance of 

the meeting in which Promotion applications are considered. 

 

11. The UPC presents their recommendations to the Unit Council. 
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12. The Unit Council discusses each application and its merit along the three criteria of 

Teaching, Scholarship, and Service.  

 

a. All discussions by the Unit Council regarding personnel matters is confidential.   

 

b. All applicants for Promotion to the same rank shall not be present during the 

discussion or participate in voting. 

 

c. Faculty with a dual relationship to an applicant shall recuse themselves for the 

discussion of that applicant and voting. 

 

13. The UPC may decide to make edits to the UPC letter regarding relevant information 

gathered during Unit Council deliberations. 

 

14. The Unit Council votes to endorse or not to endorse the UPC recommendation in the letter. 

 

15. The Dean and/or designee counts the votes on behalf of the Unit Council. 

 

16. The Dean notifies the Unit Council, the UPC and the applicants of the outcome of the Unit 

Council vote (i.e., whether the UPC recommendation is endorsed or not endorsed). 

 

17. When the Unit Council vote is to endorse the UPC’s recommendation, the UPC shall add 

an addendum to the letter stating that endorsement. In the case of non-endorsement of the 

UPC recommendation, an addendum shall state that and indicate the criteria of concern 

per the Unit Council discussion. In order to protect the confidentiality of the Unit Council 

deliberations, this addendum will not include details of the discussion. 

 

18. The UPC submits their final letter to the appropriate folder in the digital package for 

subsequent review by the Dean and All-College Promotions Committee. 

 

19. If the Unit Council does not endorse the UPC letter, the applicant may request a meeting 

with the Dean and the Chair of the UPC for clarification of the Unit Council’s concerns. 

 

DEAN ACTIONS AND RESPONSIBILITIES (PROCEDURES) 

 

1. The Dean conducts a thorough review of the application along established criteria from 

section 5.0, the UPC letter, and the Unit Council vote, and makes their own 

recommendation available to the applicant. 

 

2. In such cases where the Dean does not concur with a recommendation received from the 

unit or made by the UPC, the Dean shall notify the chairperson of the UPC and the 

applicant in writing by the deadline established by ER.  

 

3. The Dean makes their final recommendation available to the applicant and the All-

College Promotions Committee. 
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ALL-COLLEGE PROMOTIONS COMMITTEE (ACPC), PROVOST, AND PRESIDENT 

ACTIONS AND RESPONSIBILITIES (PROCEDURES) 

 

1. Prior to the ACPC’s deliberations, each applicant for Promotion shall have the right to 

appear before the ACPC to present new information that was not available at the time of 

submission of the application, to clarify information not readily apparent from their 

written statement, or to address the recommendation decisions of the UPC, Unit Council, 

and/or Dean.  

 

2. The ACPC evaluates each submitted application against Criteria (see section 5.0) and 

either “strongly recommends,” “recommends,” or “does not recommend” the applicant for 

Promotion. 

 

3. The ACPC informs each applicant of its recommendation in writing. 

 

4. Each applicant shall have the right to appeal the ACPC decision to “not recommend.” The 

ACPC considers the appeal and makes a final recommendation. 

 

5. All applicants who are not “strongly recommended” may appeal directly to the President 

for consideration for Promotion. 

 

6. The ACPC makes available its recommendations to the Provost. 

 

7. The Provost reviews all documentation included in each applicant’s Promotion package 

and makes their recommendations to the President. 

 

8. The President or designee hears appeals requested by applicants who are “not 

recommended” or who have fallen below the number of available promotional slots. 

 

9. Should the Provost and/or President disagree with any recommendation of the ACPC, they 

 

5.8.
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2. All members shall be tenured faculty. 

 

3. If the number of nominees for the UPC exceeds the number determined by the Unit (refer 

to step 1), an election will be held. 

 

4. The UPC shall follow all procedures as stated below. Questions shall be directed to ER 

and/or AFT Unit representative. 

  

ALL-COLLEGE PROMOTIONS COMMITTEE (ACPC) 

 

Overall Structure 

 

The ACPC membership shall consist of one (1) tenured faculty member representative from each 

academic School, one (1) tenured Librarian, one (1) non-voting union (AFT) representative, one 

(1) non-voting representative of ER, and one (1) non-voting Affirmative Action representative 

appointed by the President (i.e., there are six (6) voting and three (3) non-voting members on the 

ACPC). ACPC members shall comport themselves in accordance with All-College Policies 

including but not limited to (click the links) #429 Nepotism, and #458 The Code of Professional 

Responsibility.  

 

The ACPC Unit representative may or may not be a member of the UPC. 

 

Voting Members 

 

Voting ACPC members serve for no more than two (2) consecutive years without the possibility 

of repeating their service until they have been off the Committee for at least two (2) years. Service 

on the ACPC for even a short period (e.g., when someone is selected to complete the term of 

another member) constitutes a one (1)-year term.  

  

Non-Voting Members 

 

1. Employee Relations (ER) Representative 

 

a. On the ACPC there will be a non-voting ER representative.  

 

b. The ER representative develops, in consultation with the AFT, a calendar for the 

promotion process and makes this calendar available to faculty and librarians. 

 

c. The ER representative, on behalf of the President, notifies faculty and librarians of the 

number of promotions available in the given year. 

 

d. The ER representative sets up and manages the digital storage system/platform into 

which each application will be uploaded/submitted. 

 

e. The ER representative provides access to the appropriate digital binders to each 

applicant, Convening Group, UPC, Unit Council members, and Dean and the Provost 

/er/wp-content/uploads/sites/81/2022/07/2022-2023-Common-Application-Form-writable.pdf
/policies/policy/code-of-professional-responsilibity/
/policies/policy/code-of-professional-responsilibity/
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and President, as well as members of the campus community, as per the deadlines 
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2. Union (AFT) Representative 

 

a. 
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Communications with the ACPC 

 

1. In accordance with College policies and the AFT contract and if agreed upon by the 

Committee, ACPC members may communicate with applicants, UPC, and Deans, as 

deemed necessary for the process. 

 

2. Any discussion that is authorized by the process and that takes place outside the ACPC 

shall be confined to the evaluation of the applicant. Should new information arise from any 

of these discussions, the ACPC shall, through its chair, immediately notify the applicant in 

writing. 

 

3. All information received by the ACPC and required by the process relating to the 

evaluation of the applicants shall be in writing and signed. Such communications shall be 

forwarded to the applicant and be added to their application. An opportunity shall be 

provided for the applicant to respond. 

 

4. No anonymous or unsolicited communications shall be received by the ACPC except 

student opinion surveys. 

 

5. All letters and observations submitted to the ACPC (including the applicant’s written 

summary letter and self-evaluation of effective teaching) must be signed.  Refer to checklist 

(and letter recommendation guideline section) for details about acceptable documentation. 

 

ALL COLLEGE PROMOTIONS COMMITTEE EVALUATIVE PROCESS 

 

1. Application Review 

 

a. The ACPC shall apply uniform standards to all applicants. 

 

b. The ACPC shall treat each application as a new case, subject to thorough review and 

new judgment at its level.  Previous evaluations and recommendations from prior 

promotion processes are not considered as part of the applicant’s record. 

 

c. The ACPC sets a meeting schedule that allows for presentations by applicants, if 

requested, evaluation of all Promotion applications, voting, and appeals.  

 

d. The ACPC determines the order for applications to be evaluated and voted upon.  

 

e. The ACPC determines first and second readers for each application. The first reader 

shall be from the same Unit as the applicant (i.e., the Unit representative to the ACPC).  

The second reader shall be from a different Unit.  Depending on the Unit distribution 

of Promotion applications, an attempt will be made to distribute second reader duties 

in a manner that does not overburden any one ACPC member. 

 

f. In the event that the ACPC representative did not serve on the UPC, the unit 

representative (first reader) shall complete a thorough review of the application in order 
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to be familiar with the applicant's field of expertise and address clarification questions 

with the UPC or applicant, as appropriate. Each voting ACPC member reviews and 

carefully considers each applicant's application and supporting documentation (5.0 

CRITERIA FOR REAPPOINTMENT, TENURE, AND PROMOTION) prior to 

ACPC deliberations. The Committee shall replace any voting ACPC member who fails 

to do so in a timely manner. Specifically, the ACPC Chair must inform the appropriate 

Dean, and that Unit shall immediately elect a new Unit representative who will serve 

on the ACPC for the remainder of the deliberations in that promotion cycle. 

 

g. Applicants may request in writing the opportunity to present new information or to 

clarify information not readily apparent from their written statements. This presentation 

occurs prior to the presentation of the application by the first and second readers. 

Applicant presentations shall be limited to ten (10) minutes. ACPC members may pose 

questions to each applicant. The time limit for posing questions to/discussion with each 

applicant shall be at the discretion of the Committee. 

 

h. The first reader presents a full summary of the application. The primary role of the Unit 

representative is to present applicant packages and not to advocate for the applicants. 

 

i. The second reader of the application may emphasize important points and present 

anything in the Promotion application package they feel has not been made apparent 

by the first reader. 

 

j. First and second readers each have up to ten (10) minutes to make their presentations. 

 

k. Immediately after the first and second readers present the application, ACPC voting 

members may  
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n. The appropriate Unit representative shall notify the applicant in writing that additional 

information/clarification/materials are being requested and that the applicant will need 

to provide this further documentation by a deadline established at the discretion of the 

ACPC.  

 

o. When the ACPC requests material(s) from sources other than the applicant, the 

Committee shall notify the applicant that such additional material(s) is being requested 

and provide a copy of any information received to the applicant.  

 

p. The applicant shall be provided with the opportunity to respond by a deadline 

established by the ACPC to any additional written information relating to their 

evaluation. 

 

2. Voting 
 

a. All ACPC members’ votes are confidential. Vote tallies shall not be disclosed outside of 

the ACPC. 

 

b. Prior to a vote to recommend or not recommend, a specific affirmative action discussion 

shall take place with respect to each candidate who is a member of a protected class. 

 

c. Voting shall be by secret ballot. Ratings from 1 to 5 with 5 being the highest shall be 

assigned by each voting ACPC member separately for each Promotion application on each 

of the three criteria of Teaching, Scholarship, and Service.   

 

d. Total scores for each application are calculated as a weighted composite score in which 

Teaching counts 40%, Scholarship counts 30%, and Service counts 30%. 

 

e. Applicants who meet the minimum standards (i.e., attain an average of 2 or higher in all 

three criteria will be recommended for Promotion.   

 

f. Applicants who fail to meet the minimum standards (i.e., do not attain an average of 2 or 

higher in any one of the three criteria will not be recommended for Promotion.  

 

i. Any applicant who is “not recommended” for Promotion will be notified in writing 

by the ACPC.    

 

ii. 
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iv. The applicant shall have fifteen (15) minutes to present an oral argument to the 

ACPC. New material may not be presented at the appeal hearing.  The ER 

Representative or the AFT Representative will ensure that no new information is 

presented. 

 

v. The ACPC shall discuss the applicant's appeal in closed session.  

 

vi. A new vote on the applicant shall take place after the closed session discussion 

occurs. Voting shall be by secret ballot following the established voting procedures. 

There shall be no further appeals at this level. 

 

g. 



/er/wp-content/uploads/sites/81/2023/08/10.0-Faculty-Scholarship-Funding-FSF-Procedure.pdf
/er/wp-content/uploads/sites/81/2023/08/10.0-Faculty-Scholarship-Funding-FSF-Procedure.pdf
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2. Any member of the College’s full-time faculty, appointed at Assistant, Associate, or Full, may 

apply for grants; however, only teaching faculty (i.e., not Librarians) may apply for stipends.  

 

3. Applicants may submit only one FSF proposal per academic year. Awards are granted by the 

Provost based upon the recommendation of the All-College Faculty Scholarship Funding 

Committee (ACFSFC) and are contingent upon the availability of funds.  

 

4. Pre-tenure applicants are given priority the first time they apply for FSF. (Pre-tenure applicants 

who are submitting their first application for FSF, please see Section 10.8.4g) 

 

5. Evaluation of applications shall be made on the basis of the merit and feasibility of the 

proposal, the applicant’s fulfillment of their responsibilities of reporting requirements for past 

awards (see Section 10.4). Applicants who have failed to fulfill their responsibilities regarding 

past awards in the last five (5) years will be moved to the bottom of the ranking list (in order 

of their relative rankings). 

10.3 Awards  

1. Faculty Scholarship Funding is available in two categories:  

 

a. Stipends are awarded in the amount of the overload rate paid for 4 credits. Stipends 
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All funding recipients may also present their work at Colloquia.  

10.5 Changes in Funded Proposals  

Any change to a proposal that was awarded FSF monies must be approved by the Provost prior to 

implementation. The Provost may consult with the Dean before approving or denying changes. 

10.6 Application Timeline  

The FSF calendar will be posted on the Employee Relations website no later than September 1st 

each year.  

10.7 Faculty Scholarship Funding (FSF) Application  

Applicants must submit a Faculty Scholarship Funding application to their Unit Scholarship 

Committee. The application must include the following:  

1. a completed Common Application Form; 

 

2. a written proposal that is properly formatted (i.e., 3-page maximum, double-spaced, 11-point, 

Times New Roman font) and that addresses the merit and feasibility of the scholarship being 

proposed. Specifically, the following items should be included in the proposal: 

 

a. a concise description of the project and its primary goals; 

 

b. an explanation of how the project will advance the applicant's scholarship, enrich their 

teaching, and/or otherwise contribute to the mission of the College and/or any other 

academic programs at the College; 

 

c. a brief statement explaining how this proposal differs from those for which previous 

internal support has been granted to the applicant; 

 

d. a concise description of the project’s feasibility, which includes (a) a timeline indicating 

how the project will be completed within the time allotted, (b) a description of how, when, 

where, and with what special resources or materials the project will be conducted; and (c) 

an indication of the degree of preparation (e.g., background and professional training of 

the applicant, collaborators who agreed to work on the project, or other preliminary 

groundwork already completed); and 

 

3. any supplementary documentation (up to five additional pages), as deemed appropriate by the 

applicant, 
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evaluate the merit of the proposed projects. The steps outlining submission of an FSF application 

to the awarding of FSF monies are provided below. 

 

1. The applicant submits the following to their Unit Scholarship Committee by the deadline 

established by ER: 

 

a. a completed Common Application Form, which includes a budget necessary to complete 

the proposed project; and 

 

b. a written proposal and supplementary documentation following the guidelines in section 

10.7.  

 

2. The Unit Scholarship Committee, which serves in an advisory rather than evaluative role in 

the FSF process, performs the following steps: 

 

a. conducts a preliminary review of each FSF application for completeness (i.e., using the 

FSF Application Checklist) and informs the applicant if any required 

information/components is/are missing and/or if the application is non-compliant with 

required formatting in a timely manner so the application can be corrected and submitted 

by the established calendar deadline; 

 

b. the Unit Scholarship Committee sets a final date for receipt of a completed application, 

including anything missing, giving the applicant sufficient time to make changes. 

 

c. after the deadline, forwards all complete applications to the Dean.  Incomplete applications 

will not be forwarded.  

 

3. The Dean performs the following steps:  

 

a. either affirms that the applicant has fulfilled their professional responsibilities in the areas 

of teaching, scholarship, and service by signing the FSF application form or does not sign 

the form; 

 

b. when a Dean indicates a failure to fulfill responsibility, the dean documents in writing the 

area of concern to the applicant and the ACFSFC;  

 

c. forwards all materials to the ACFSFC. 

 

4. The ACFSFC membership and steps to be taken are provided below. 

 

a. Each School and the Library shall elect one (1) representative to the ACFSFC. Members 

must have completed at least two (2) years of full-time employment at the College at the 

time they are elected. Representatives serve for two (2) years with ASB, CA, and HGS 

representatives elected in even years and SSHS and TAS and Library representatives 

elected in odd years.  

 



 

61 

 

b. No person who is an applicant for FSF may serve on the ACFSFC.  

 

c. The ACFSFC shall meet to elect a Chair, review FSF procedures, and set a schedule for 

their review of applications.  

 

d. Each member of the ACFSFC shall carefully review and evaluate each FSF application 

independently based on the merit and feasibility of the proposed project. Review and 

determination       of the application shall not be based upon the amount requested by the 

applicant.  

 

i. Merit shall be defined as the extent to which the project will advance the applicant's 

scholarship, enrich their teaching, and/or contribute to the mission of the College 

and/or other academic programs at the College. Committee members will 

independently rate the merit on a 5-point scale. 

 

ii. Feasibility shall be defined as the extent to which the project is likely to be 

completed within the time allotted, given the required resources and preparation. 

Committee members will independently determine by voting yes or no whether the 

proposal is feasible. 

 

iii. Fulfillment of Responsibility for Past Awards shall be assessed categorically as 

“yes” if the applicant fulfilled their responsibility for every FDF award they 

received in the past 5 years or “no” if the applicant did not do so.  Faculty members 

who received FSF/FDF funding prior to 2023/2024 SY and did not satisfy their 

"Fulfillment o
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i. The ACFSFC shall proceed in the order of its final ranking for all proposals that have been 

recommended by the committee, thereby recommending awards until available funds have 

been expended. 

 

j. It will often be the case that final awards will not be fully funded due to inadequate funds. 

In that case, the Committee will contact the applicant to determine whether they will accept 

a partial award, and if so, award the partial amount. If the applicant will not accept a partial 

award, the Committee will proceed to the next applicant in ranked order that the ACFSFC 

has recommended an award and repeat the process until all funds have been awarded.  

10.9 Disbursement of Award Funds  

a. Recipients of FSF stipends shall receive half their award amount payable on the last pay 

period of July. The second half shall be received upon submission and acceptance of a 

report to their Dean and the Office of the Provost, with a copy to ER. The report should 

summarize their activities and indicate the degree to which the proposed scholarship 

project was completed. The report must be submitted no later than the end of the academic 

year in which the award was made or upon completion of the proposed work, whichever is 

first. 

 

b. Recipients of FSF grants will have access to 100% of the awarded grant amount, 

reimbursed as expenses are submitted. As a grantee incurs approved expenses, they submit 

receipts and documentation that the expense was incurred as described in their proposal. 
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11.2 Eligibility   

a. All full-time faculty members and Librarians, who, as of June 30th prior to the year for 

which the leave is requested, have completed a period of six (6) or more years at the 

College and who have fulfilled all professional responsibilities in the areas of service, 

teaching, and scholarship and have fulfilled the terms of past awards shall be eligible to 

apply for a sabbatical leave. Sabbatical leaves are granted no more frequently than once 

every seven (7) years to each faculty member who is eligible for sabbatical. 

 

b. At Ramapo College, Librarians are considered faculty, and the Library has the same 

standing as other Units. Therefore, unless specific language referring to the Library and/or 

Librarians is used, the term faculty includes Librarians and the term Unit includes the 

Library. Within the Library, the Convening Group, UPC, and Unit Council are one and the 

same. 

11.3 Purpose   

a. An application may be made for the purpose of pursuing a substantial project and/or to 

enhance competency as a scholar or teacher, as determined by the Unit scholarship criteria. 

Sabbatical leave may also be granted for the pursuit of an accredited terminal degree in an 

appropriate field of study (
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f. A faculty member who is on sabbatical leave shall be entitled to the continuation of pension 

and insurance program benefits as provided in the applicable plans. 

 

g. Each faculty member who accepts an awarded sabbatical must sign a written statement 

obligating them to continue to serve for at least one year after expiration of the term of the 

sabbatical leave. 

 

h. Provided the total salary compensation from all sources does not exceed their full salary 

from the College, faculty who are on sabbatical are permitted to receive additional 

compensation (e.g., external fellowships, grants, or honoraria) for purposes related to the 

sabbatical leave. External funds that are awarded for travel and living while researching 

abroad, for equipment, and for other incidental/practical expenses, which are related to the 

sabbatical project, shall not be considered "salary." Sabbatical leave may not be used to 

accept other paid employment.   

11.5 Criteria for the Evaluation of Sabbatical Proposals      

Sabbatical proposals will be evaluated based on the following criterion: 

 

a. Eligibility: The applicant has completed the required years of service, has fulfilled all 

professional responsibilities in the areas of service, teaching, and scholarship, and has 

fulfilled the terms of past awards. (Assessed by the Dean who will determine yes or no) 

 

b. Format: The application is complete and adheres to format requirements. (Assessed by the 

Unit Scholarship Committee who will determine yes or no) 

 

c. Clarity: The proposal is written in a way that non-specialists can understand. (Assessed 

by the Unit Scholarship Committee who will determine yes or no) 

 

d. Merit: The project addresses an important issue, contributes to scholarship or general 

academic knowledge, enriches the applicant’s teaching, or otherwise significantly 

contributes to the mission of the College and/or any other academic programs at the 

College. (Assessed by the Convening Group, the Unit Scholarship Committee, and the All-

College Sabbatical Committee (ACSC) 

 

e. Feasibility: The proposal demonstrates that the project can be successfully completed.  
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11.6 Application 

Applications for a sabbatical leave must include all of the following: 

 

a. a Common Application Form (See Appendix G), which is complete and submitted by the 

deadline established by ER; 

 

b. a signed pledge to submit a report within one semester after the expiration of the term of 

the sabbatical leave as stipulated in the Common Application Form (i.e., 500-word 

description of what was accomplished during the awarded sabbatical); 

 

c. a signed Understanding of Conditions for Internal Awards Form as stipulated in the 

Common Application Form; 

 

d. an up-to-date Curriculum Vitae in the Ramapo-approved format; 

 

e. a detailed proposal that has been properly formatted (i.e., 3-page maximum, double-spaced, 

Times New Roman 11 font) that includes the following: 

 

i. a concise description of the proposed sabbatical project and its primary goals; 

 

ii. an explanation of how the project will advance the applicant's scholarship, enrich 

their teaching, or otherwise contribute to the mission of the College and/or any 

other academic programs at the College; 

 

iii. a brief statement explaining how this proposal differs from those for which previous 

internal support has been granted to the applicant; and 

 

iv. 

Handbook%20Sections%202023/APPENDIX%20G-COMMON%20APPLICATION%20FORM%209-7-23fillable.pdf
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Committee. The application must include all documentation per the Sabbatical Checklist) 

and be formatted in accordance with the submission guidelines provided by the ER. 

 

d. The Dean, in writing, either affirms the eligibility of the applicant for sabbatical vis a vis 

fulfillment of terms of past awards and fulfillment of professional responsibilities in the 

areas of teaching, scholarship, and service or documents the area of concern. The Dean 

sends a letter endorsing (or not) the application to the ACSC, the Unit Scholarship 

Committee, and the applicant. 

 

e. The Convener forwards the application to the full primary Convening Group of the 

applicant, except for the applicant, for review.  The Convening Group determines by yes-

or-no vote the   Merit and Feasibility of the proposed sabbatical project. Applications are 

not ranked. 

 

f. The Convener sends a letter with a record of the vote (yes or no by simple majority), briefly 

explaining their rationale, to the Unit Scholarship Committee. Deliberations of the 

Convening Group are confidential. No applicant for sabbatical can be present during the 

discussion of any sabbatical application, nor may they vote.  

 

g. The Unit Scholarship Committee shall conduct a preliminary review of each sabbatical 

application for completeness (using the Sabbatical Application Checklist) and inform the 

applicant if any required information/components is/are missing and/or if the application 

is non-compliant with required formatting. This should be done in a timely manner so the 

application can be corrected and submitted by the established calendar deadline. 

 

h. Unit Scholarship Committee sets a final date for receipt of a completed application 
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m. The Unit Scholarship Committee notifies each applicant and their Dean of the Committee’s 

decision and rationale in writing.  

 

n. The ACSC evaluates and ranks each sabbatical application against the sabbatical criteria 

(see section 11.5) and in accordance with the voting procedures described below. 

 

i. Each voting member of the ACSC shall complete an independent review of each 

sabbatical application and shall provide a separate score using a 5-point scale for 

each of the following criteria:  Merit (including Feasibility), Scholarship, and 

Service. 

 

ii. Scores assigned by each ACSC voting member on Merit, Scholarship and Service 

shall be added to those of the other voting members to obtain a final score (i.e., a 

possible maximum of 30 points) for each sabbatical criterion (one rating by each 

of the six Unit representatives). 

 

iii. A composite score for each sabbatical application shall be calculated as follows: 

Merit at 60%, Scholarship at 20%, and Service at 20%.  

 

iv. All applications will be ranked according to their calculated composite scores. In 

the case of a tie, both applications are reconsidered, and another vote is taken on 

both applications. 

 

o. The ACSC informs each applicant of its recommendation in writing.  

 

p. ACSC makes available its recommendations and ranking to the Provost. 

 

q. The Provost reviews all sabbatical applications and the rankings provided by the ACSC 

and makes their recommendation to the President. 

 

r. Should the Provost and/or the President disagree with any recommendation of the ACSC, 

they shall confer with the Committee to explain the reason(s) for the discrepancy. 

 

s. The President makes the final recommendation to the Board of Trustees and will notify 

applicants of their decision. 

11.8 COMPOSITION OF SABBATICAL COMMITTEES 

 

Unit Scholarship Committee/Library Personnel Committee 

 

a. All members of the Unit Scholarship Committee shall be tenured faculty. 

 

b. Membership shall consist of one Unit member from each major program. 

 

c. Committee members may not currently be under consideration for sabbatical. 
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v. The ER representative shall also assist the ACSC Chair, Vice-Chair, and Secretary 

with scheduling and Committee correspondence. All communications sent from the 

ER representative regarding Committee business, including notices of meetings and 

scheduling, shall be sent in the name of the ACSC Chair and shall be reviewed and 

approved by the Chair or Vice-Chair prior to distribution. The ACSC Chair shall 

place all records of Committee deliberations and votes for storage in the care of the 

ER representative. These files are confidential and are for Committee use only. 

 

Union (AFT) Representative 
 

i. The non-voting Union (AFT) representative shall be appointed by the AFT. 

 

ii. The role of the AFT representative will be to monitor proceedings to ensure a fair 

process and adherence to the contract. 

 

iii. If the AFT representative perceives a possible violation of the contract, they should 

ask the chair of the ACSC to temporarily suspend the proceedings and make clear 

to the Committee their objections. 

 

iv. If mutual agreement cannot be reached because the ACSC and the AFT 

representative disagree as to the perceived infraction(s), the AFT representative 

must file a grievance on behalf of the local within three (3) days of the alleged 

violation occurring. 

 

Affirmative Action Representative 
 

i. The non-voting Affirmative Action representative shall be appointed by The Office 

of Equity, Diversity, Inclusion and Compliance 

 

ii. The role of Affirmative Action representative shall be limited to ensuring 

compliance with all EEOC and Affirmative Action laws and related College 

policies and procedures with respect to Affirmative Action concerns. 

 

iii. If the Affirmative Action representative perceives a possible violation, they should 

ask the Chair of the Committee to temporarily suspend the proceedings. 

 

iv. The Affirmative Action representative, the AFT representative, the ER 

representative, and the ACSC Chair shall meet to discuss the nature of the 

objection(s) to determine if further action needs to be taken.  

 

v. If an objection is agreed on, they should then explain to the full Committee the 

nature of the objection.  

 

vi. If the Affirmative Action representative and the Committee disagree as to the 

perceived infraction, the Affirmative Action representative must file their 
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the control of Ramapo College, used in its teaching or research, or for administrative, service, 

cultural, recreational, athletic, and other programs and activities. 

 

 

2. Freedom of Speech and Assembly 

 

No student, faculty, or staff member or visitor on campus shall be subject to any limitation or 

penalty for the expression of their views or for having assembled with others for such purpose. 

Peaceful picketing and orderly demonstrations in public areas of ground and building will not 

be interfered with. Those involved in picketing and demonstrations may not, however, engage 

in conduct in violation of the provisions of the following sections. The College has an 

obligation to apply its rules equally to all persons. This does not mean that the College cannot 

prosecute some offenders because other offenders have not been identified. 

 

3. Proscribed Conduct 

 

No person, either singly or in concert with others, shall: 

a. employ force or violence or the threat of force or violence against persons or property – 

public or private including social media; 

b. 
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subject to dismissal or termination of their employment or such lesser disciplinary action as 

the facts may warrant, including suspension without pay or censure. 

 

9. The Concept of Double Jeopardy 

 

 It should be noted that the College adjudicatory system is not a court of law and should not 

attempt to operate in place of civil authority. In this respect, the following excerpted portion 
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APPENDIX A 

 

CAREER DEVELOPMENT G
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3.  General Implementation  
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     3.12  
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     - 
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in Section 5.0 in this handbook. This statement may include qualitative statements from student opinion 

surveys and may include a proposal for a plan of career development that requests financial 

support/assistance, as needed. The proposal should describe development in identified areas for 

improvement in teaching/librarianship or acquiring new knowledge in a teaching area, or furthering the 

mission of the School, Library, and/or the College.  This statement should be three (3) to no more than five 

(5) pages in length using eleven (11)-point Times New Roman font.           

 

b.  Supporting documentation, as per the Checklist and Section 5.0 in the Faculty Handbook.  

 

6. Procedure for Career Development 

 

     6.1  Each spring, the Office of Employee Relations (ER) will notify members of the cohort that 

is scheduled for Career Development in the following academic year (AY), as well as members of 

the cohort scheduled for Career Development in the AY after that. (In other words, faculty will 

have approximately 6-month and 18-month reminders/notification periods.) Further, both cohorts 

will receive the same notification in September when the Career Development information session 

is delivered. This allows those scheduled for Career Development in the current year and those 

scheduled for Career Development in the following year to attend the same information session. 

 

     6.2 Consultation with the Dean 

 

            a.  The Dean will arrange to meet with everyone in the Career Development cohort to 
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a. a summary of the individual's professional growth and professional  
performance and contributions, which should include contributions to the Convening Group, School, 

Library, and College during the preceding five (5) years, as well as the individual's intentions for future 

professional growth and contributions; 

 

b. an identification of the individual's strengths and teaching/librarianship  
effectiveness, as conveyed through the applicant’s self-assessment statement and supporting 

documentation; 

                           c.   a specific and detailed identification of areas for improvement, if any exist;  in areas 

for improvement exist, the report shall explicitly so state; and 

 
                              d.   the letter may also include a recommendation for Career Development, which  

is tailored to the applicant's needs. Such recommendations are not to be construed as indicating 

deficiencies. If the UCDC prepares such a recommendation, the Committee shall consult first with the 

applicant. 

 

            6.3.5 The UCDC letter shall be submitted to the Career Development applicant. Within 

five (5) calendar days after the letter is shared, the Career Development applicant may present a 

written request to the UCDC to reconsider its recommendation. In the request, the individual shall 

state the specific reasons why they feel that the recommendation is inappropriate. The UCDC shall 

consider the request and make a final recommendation. 

 

           6.3.6 It is the responsibility of the UCDC to ensure that all information relating to the 

assessment review of the faculty member is forwarded to subsequent levels as per the guidelines 

established in the Career Development calendar. 

 

7. All-College Career Development Committee (ACCDC) Procedures 
 

     7.1 The ACCDC shall receive and consider the UCDC letters written about Career 

Development applicants and shall prepare recommendations. 

 

     7.2  The ACCDC shall consider first the applications of faculty in the current Career 

Development cohort, then professional staff who submitted a Career Development funding 

request, and lastly faculty who are not in the current Career Development cohort but submit a 

Career Development funding request. The ACCDC may request additional information from the 

applicant through the Unit representative. 

 

     7.3  The ACCDC will notify each Career Development applicant of its recommendation in 

writing.  
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8. Provost Review 
 

     8.1  The Provost shall review all documents received from the ACCDC and may request 

additional information from the ACCDC. 

 

     8.2  The Provost may or may not approve the ACCDC recommendation. In the event the 

Provost modifies or rejects any of the ACCDC's recommendations, the Provost shall set forth in 

writing relevant reasons for the discrepancy, which is sent to the ACCDC and the affected Career 

Development applicant. 

 

     8.3  The ACCDC may request a meeting with the Provost (i.e., in response to denials of funding) 

within five (5) business days.  

 

9. Fair and Equitable Application of Procedures 

 

     9.1  The procedures for conducting Career Development review and the awarding of Career 

Development funding/support shall be fairly and equitably applied to all Unit members. 

 

     9.2  Violations are grieveable under Article VII.B.1 of the CURRENT CONTRACT 

     9.3  If an arbitrator determines that a violation has occurred, the matter may be: 

 

a.  remanded to the appropriate level for reconsideration, or 

 

b.  
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CAREER DEVELOPMENT CHECKLIST 
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REPORT OF COMPLETION OF CAREER DEVELOPMENT PROJECT 

 

(Note: This completed document should be e-mailed to the Provost with a copy to the Dean and 

the Office of Employee Relations (ER) within one semester after the completion of the project or 

activity.) 

 

     Faculty Name: 

 

     Career Development Project Title: 

 

     Description of Career Development Activities (with dates): 

 

     Expected Outcomes (based on what was originally proposed): 

 

     Achieved Outcomes: 

 

     Areas of Impact due to the Achieved Outcomes: 

 

     Future Plans: 
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APPENDIX B 

UPDATED PEER REVIEW LETTER FOR PROMOTION/TENURE 

 

Date:_____________________ 

 

To:______________________ 

 

From: (Chair of ______________ Committee) 

 

RE: Evaluation for _________________ 

 

 

Dear ____________________________, 

 

________________ (name of applicant), __________________ ( Title/rank  of the applicant), has 

been a faculty member at Ramapo College since____________. The applicant  is a member of the 

___________Convening Group and teaches in  the area of_________ (field, discipline). 

 

The applicant is eligible for and has plans to apply for promotion/tenure. Their application is being 

reviewed by _____________________ (name of committee).  

 

Our process for promotion and tenure requires evaluations from outside peers who have knowledge 

of the applicant’s professional experience and accomplishments (e.g., research, publications, 

presentations, exhibitions) and/or teaching (e.g., if the applicant has taught as a guest at your 

institution), and/or service to the field of expertise (e.g., leadership of professional organizations). 

 

You have been named by _______________ (name of applicant) as a person with knowledge of 

their professional experience and accomplishments in one or more of the above areas of their field 

of expertise.  

 

Would you be willing and able to write an evaluation of this applicant addressing the areas listed 

above? We would appreciate receiving your answer to this request within two weeks, at which 

time we will send ___________________’s (name of applicant) Curriculum Vita (CV). 

 

We would need to receive your written evaluation by May xxx (for Tenure letter) or November xx 

(for Promotion letter). You may email your evaluation to me at [FILL IN EMAIL ADDRESS] or 

mail it directly to me at [FILL IN ADDRESS].  

 

Sincerely, 
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C. SERVICE 

_____    _____ Supporting Evidence of Service cited in Vita.  Evidence/documentation shall be 

provided for all Service described in the Vita; evidence/documentation can include but is not 

limited to committee reports, event programs, and other relevant forms of documentation that 

speak directly to the applicant’s Service contribution.  

 

—-----    —-----No more than two (2) internal letters of support from Ramapo College 

colleagues, all dating from the past year. These letters should speak to the substance of significant
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 ____    _____ Peer Observations of Teaching (signed and dated) (for librarians who teach 

Information Literacy classes): Observations of teaching conducted by peers, which must include 

at least one peer from the Library Convening Group  and, optimally, by different peers. One peer 

evaluation must have been conducted per semester during years one through three and then only 
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APPENDIX E 

TENURE PROCESS GUIDELINES AND CHECKLIST 
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____    ____   UPC or LPC letter with applicable addendum on Unit Council 

recommendation (
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 ____    _____ Peer Observations of Teaching (signed and dated) (for librarians who teach 

Information Literacy classes): Observations of teaching conducted by peers, which must include 

at least one peer from the Library Convening Group  and, optimally, by different peers. One peer 

evaluation must have been conducted per semester during years one through three and then only 

one per year in years 
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C. SERVICE 

 

_____    _____   Supporting Evidence of Service cited in Vita.  Evidence/documentation shall 

be provided for all Service described in the Vita; evidence/documentation can include but is not 

limited to      committee reports, event programs, and other relevant forms of documentation that 

speak directly to the applicant’s Service contribution.  

 

—-----    —----- No more than two (2) internal letters of support from Ramapo College 

colleagues, all dating from the past year. These letters should speak to the substance of significant 

contributions on committees, task forces, initiatives, and other Service-related activities, as 

observed firsthand.  

 

_____   ______ D. PEER RECOMMENDATIONS FOR TENURE FROM CURRENT 

COLLEAGUES AT RAMAPO COLLEGE (signed and dated): A maximum of two (2) 

additional letters of support from colleagues currently employed by Ramapo College that address 

any one or more of the three areas of criteria (i.e., Teaching, Scholarship, and Service) may be 

submitted. 

    

_____    _____    E. INDICATION OF APPLICANT’S FIELD(S) OF EXPERTISE AND 

IDENTIFICATION OF THEIR PRIMARY CONVENING GROUP(S).  

 

Other supporting documentation and/or materials considered to be relevant and appropriate 

by the applicant may be included.  
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APPENDIX F 

SABBATICAL APPLICATION CHECKLIST 

USC = Unit Scholarship Committee 

ACSC = All-College Scholarship Committee 

USC ACSC REQUIRED MATERIALS 

  Completed Common Application and Budget Form ( 

https://www.ramapo.edu/er/wp-

content/uploads/sites/81/2023/08/APPENDIX-G-Common-

Application-Form.pdf) 

  Signed Pledge to Submit a Complete Report Upon Completion of 

the Sabbatical Project  as stipulated in the Common Application 

Form 

  Signed Understanding of Conditions for Internal Awards Form as 

stipulated in the Common Application Form  

  Vita in Ramapo Format  

  A Detailed Proposal that has been properly formatted (i.e., 3 

pages maximum, double spaced, Times 
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APPENDIX G 

RAMAPO COLLEGE OF NEW JERSEY 

COMMON APPLICATION FORM 

 

See link below for a fillable Common Application Form or you can use the writable form below. 

 

Common Application Form-fillable 

 

 

 

Name:  

 

Date: 

 

Title:  

 

Tenure Status:  

 

Unit: 

  

Year Appointed/Date of Hire: 

 

Funding Requested (circle one):  

 

Career Development               FSF                 Sabbatical            Other  
 

Have you ever been awarded sabbatical leave? No / Yes  

If yes, when? _______  

 

Have you applied for or do you intend to apply for a sabbatical leave during this academic year? 

No / Yes  

Handbook%20Sections%202023/APPENDIX%20G-COMMON%20APPLICATION%20FORM%209-8-23-fillable.pdf
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Year Project Title Type of Award: 

FSF, Career 

Development, 

Ramapo Foundation 

grant, Sabbatical, 

TLTR 

Amount 

Received 

Report 

Submitted 

Yes/No 

Project 

Complete

d Yes/No 

End Product 

(e.g., 

presentation, 

exhibition, 

publication, 

new course 

development) 

       

       

       

       

       

 

Initial each item below to affirm you have read and understand expectations as stated. 

 

____ I pledge to submit a complete report to the Dean and the Office of the Provost (with a copy 

to Employee Relations) no later than the end of the academic year in which the award was made 

or upon completion of the proposed work, whichever is first. I may also share progress at the 

Sabbatical Roundtable or other on-campus forum.  

 

_____While faculty may apply for FSF and a sabbatical in the same academic year, faculty are not 

permitted to receive additional institutional funding (i.e., including FSF) while they are on 

sabbatical. Therefore, faculty who apply for FSF and sabbatical are responsible for ensuring that 

any work and/or projects related to their FSF award must be completed outside of their awarded 



 

98 

 

 

RAMAPO COLLEGE OF NEW JERSEY 

 

Proposed Budget for Faculty Scholarship Funding and Career Development 

Projects/Activities 

 

Type of Award Requested: Project Period (check one or both if applicable):  

 

____STIPEND 

 

____GRANT REQUESTS FOR REIMBURSEMENT  

 

For each category of expense, the applicant must put in the total amount requested, as well 

as what  amounts will be used towards educational expenses (e.g., printing services, 

educational, library fees, laboratory supplies): Specify: $________  

 

 

Travel (e.g., airfare, train, mileage (reimbursable only as per the College’s Travel Policy): 

Specify: $________  

 

 

Professional Services (e.g., outside consultants, technical assistance (as per the College’s 

personnel and procurement policies)): Specify: $_______  

 

 

Equipment (Important Note: All items must be purchased following the College’s procurement 

policies and procedures and are the property of the College.): Specify: $_______  

 

 

Other (e.g., conference registration, seminar fees, tuition fees, student aides): Specify: $_______  

 

 

SUBTOTAL OF STIPEND REQUESTED (i.e., 4 x rank-specific rate per overload credit) $__  

 

 

SUBTOTAL OF GRANT REQUESTED $_______  

 

 

GRAND TOTAL REQUESTED $_______ 

 

 

 

 

 

/controller/accounts-payable-forms-policies/

