
Page 1 of �ó�î 

Reten t ion ,  Tenure ,  and  Promot ion  Po l i cy 

Policy Number:   AS 01-



3. Provost / VPAA Review
4. Presidential Decision

E. Procedures for Periodic Evaluation 
VII. Personnel Files
VIII. Retention

A. Timeline for Retention
B. Standards for Retention

IX. Tenure
A. Timeline for Tenure
B. Standards for Tenure

X. Promotion
A. Timeline for Promotion
B. Standards for Promotion

1. Promotion to Associate Professor/MVI III
2. Promotion to Full Professor/MVI IV

XI. Glossary
XII. Appendices

Appendix A  - WPAF Control Log
Appendix B  - WPAF Access Log
Appendix C  - Candidate Assessment Sheet
Appendix D  - Recommendation Ballot
Appendix E  - Classroom Visit Report
Appendix F  - Guidelines for Performance Review Summary and Recommendation
Appendix G  -  Training Procedures for RTP Committee Members
Appendix H - Periodic Evaluation Faculty Activity Report
Appendix I - Periodic Evaluation Form
Appendix J  -  General RTP Guidelines
Appendix K - Departmental RTP Guidelines

Page �î of���ó�î 



Page 3 of �ó�î 

I. OVERVIEW  

The principles of academic freedom and their relationship to tenure are fundamental to our educational 
system.  Those principles and tenure were established in order to insulate faculty members and their students 
from the repercussions of politics and political agendas inherent in many government institutions.   

The implementation of academic freedom and tenure requires a high degree of trust between faculty and 
administrators and imposes a high degree of responsibility upon the faculty for whom it provides 
protection.  Ultimately, faculty members are to be free from intrusive supervision so they may teach 
courses and conduct research, as they deem best.  At the same time, however, they are responsible for 
pursuing excellence in teaching, teaching without bias, and reporting the results of research honestly and 
accurately. 

The granting of tenure ensures academic freedom and, just as importantly, confers upon tenured faculty 
members the responsibility to continue to perform their duties at the same level of academic excellence 
they demonstrated and academic/professional development they achieved during their probationary 
period. 

That which follows constitutes the policy of California State University Maritime Academy (Cal Maritime) 
concerning the retention, tenure, and promotion (RTP) of all members of the probationary and tenured faculty. 
This policy is designed to assure, within the policies of the Trustees of the California State University, that 
educational achievement will be recognized and rewarded, and that the quality of the faculty at Cal Maritime 
will be maintained at the highest possible level. This policy is organized by setting its goals, describing the 
methods by which evaluation criteria are applied, and describing the procedures to be followed in making 
retention, tenure and promotion recommendations.    

This policy allows for flexibility in the university's approach to achieving the goals of the policy itself.  Cal 
Maritime seeks excellence within its faculty and accordingly seeks flexibility in the criteria and processes by 
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directly impact the Departmental Guidelines and/or practices, review of all affected 
documents shall be conducted by both the Department and the Senate RTP Committee to 
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Less formal Periodic Evaluations will be conducted in accordance with Section VI-E  for all probationary 
faculty during the years that a Performance Review is not required (normally, their first, third and fifth 
probationary years). The Periodic Evaluation only requires submission of a Faculty Activity Report 
(Appendix H). 

The performance review process, for all candidates, is based solely on the contents of the Working Personnel 
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eligible faculty members shall be included on the ballot unless they request (in 
writing, to the Senate Chair) that their name be deleted from the ballot. 
Eligibility is defined by the requirements in (a.) above, with the rules on 
department or school affiliation being relaxed as needed to ensure that there 
are at least two faculty members on the ballot. 

c. All probationary and tenured Unit 3 faculty subject to the RTP Policy are
eligible to vote. Each voter may select one person on the ballot. The first place
finisher shall serve on the Committee for the next three academic years. The
runners up shall serve as alternates, as needed, in the order that they are placed
in the election.

d. Senate RTP Committee members are ineligible to participate in earlier levels
of reviews.

e. At the beginning of each academic year, the Senate Chair shall convene the
Senate RTP Committee for the purpose of electing a Committee Chair for the
academic year.

2. Department RTP Committee
a. For each RTP candidate, and for each probationary faculty member subject to

a periodic evaluation, there will be a Department RTP Committee of three
tenured faculty elected by the tenured and probationary faculty of the
candidate’s department or equivalent unit.

b. In general, for each department, a single committee will serve all RTP (and
periodic evaluation) candidates with the same eligibility requirements for
committee membership.  However, to satisfy different eligibility requirements
(e.g. as occurs when a department has members up for retention or tenure as
well as promotion to Full Professor), or in other extenuating circumstances, a
department may elect a separate committee for one or more of its RTP
candidates.

c. In Fall Semester, prior to the published WPAF closing date, each Department
Chair (or equivalent) shall administer the election(s) for the Department RTP
Committee(s) for the RTP candidates in the department. For each election, a
ballot shall be prepared which includes at least five eligible faculty members
(see (e.) below), including all eligible faculty from within the department.  If
there are fewer than five eligible faculty from within the department, the
probationary and tenured faculty of the department shall nominate additional
eligible and available faculty from a related discipline to be placed on the
ballot.

d. The vote shall proceed by secret ballot, with all probationary and tenured
faculty of the department eligible to vote. Each voter may select up to three
different persons on the ballot.  
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Department Chair, declare himself/herself unavailable to serve for compelling 
reasons. 

f. The Department Chair shall convene the first meeting of the Department
RTP Committee.

g. As its first order of business, the Department RTP Committee shall elect
one of its members as Chair.

C. General Procedures for Performance Review 
1. The administration of the RTP process, including the publication and

announcement of the timeline, the identification of eligible candidates, and the
oversight of the WPAF movement through the levels of review, shall be the
responsibility of the “RTP Coordinator” as referred to henceforth in this policy. The
RTP Coordinator is currently the Associate Provost. However, this duty could be
reassigned to another administrator in Academic Affairs by the President with the
consent of the Academic Senate Chair. However, in no case shall the RTP
Coordinator participate as an evaluator in any level of RTP review. In addition to
the duties specified throughout this policy, the RTP Coordinator shall ensure that
all processes comply with this policy and the Collective Bargaining Agreement.

2. All timelines for submission of WPAFs, reviews, recommendations, and decisions,
shall be in accord with the current Collective Bargaining Agreement between the
California Faculty Association (Unit 3) and the California State University. In
consultation and collaboration with the CFA Chapter President and the Chair of the
Academic Senate, the RTP Coordinator shall produce the timeline. The President of
the university (or President’s designee) shall approve the timeline and ensure its
publication and distribution to all affected personnel.

3. Prior to the last day of March, the RTP Coordinator, in consultation with the CFA
Chapter President, Director of Human Resources, and the Chair of the Academic
Senate, shall notify candidates of their requirement or eligibility for a retention,
tenure, or promotion review during the upcoming academic year, and shall solicit
requests for early tenure or promotion.

4. The RTP Coordinator and Chair of the Academic Senate shall invite all candidates
to an RTP training session scheduled prior to the end of the spring term. The RTP
Coordinator shall bear the primary responsibility for ensuring that this training
occurs. This training shall be planned in consultation with the CFA Chapter
President and the Academic Senate Chair, and they shall be invited to attend the
training and provide their perspectives to the candidates. The RTP training marks
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8. It is the responsibility of the Department Chair or Senate RTP Committee Chair to
d e t e r m i n e  w h e n  i t  i s  n e c e s s a r y  f o r  a n  a l t e r n a t e  m e m b e r  t o  r e p l a c e  a  m e m b e r  o f  t h e
committee.  Alternates shall be chosen according to the committee election results.
Once the alternate has been substituted for one of the original members of the
c o m m i t t e e ,  t h e  a l t e r n a t e  s h a l l  p a r t i c i p a t e  i n  p l a c e  o f  t h e  a b s e n t  r e g u l a r  m e m b e r  f o r
the duration of the committee’s evaluation(s) of all candidates. The use of the
alternate member does not preclude continuation of the process.

9. Candidates for retention, tenure, and promotion are primarily responsible for
assembling their WPAF.  Reviewing entities shall be responsible for identifying and
providing materials relating to evaluation not provided by the employee, including the
timely (i.e., prior to the WPAF “closing date”) reporting of any required external
review of scholarly work or solicitation of professional or other community input.
This includes peer evaluations of teaching conducted by the Department Committee
members, which must occur and be reported prior to the WPAF closing date. No later
than 14 calendar days prior to the WPAF closing date, all materials in the candidate’s
PAF that directly pertain to the evaluation process must be identified by the RTP
Coordinator’s office and copies of such documents given to the candidate for
mandatory inclusion in the WPAF. In the final analysis, candidates should consult
with their Department Chair to ensure their WPAF is complete in all respects, prior to
the completion of the WPAF Index and the final WPAF closing date.

10. I n s e r t i o n  o f  m a t e r i a l  b y  t h e  c a n d i d a t e  a f t e r  t h e  W P A F  c l o s i n g  d a t e  m u s t  h a v e  t h e
approval of the Senate RTP Committee and shall be limited to items that became
accessible after this date.  Material inserted in this fashion shall be returned to
earlier levels of review for evaluation and comment before consideration at
subsequent levels of review.

11. WPAF’s shall be turned in to the RTP Coordinator on or before the WPAF
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distribute copies of the recommendations to the candidate and all participants of 
previous reviews. 

4. Provost Review
The Provost shall conduct the fourth level of review for all candidates.
The Provost’s recommendation, summarizing both favorable and unfavorable
assessments of a candidate’s professional efforts, shall be based solely on the contents
of the WPAF. In addition, the Provost shall:
a. Evaluate the appropriateness and consistency in the application of RTP

Guidelines in the recommendations from all previous reviewing entities.
b. Ensure compliance at all levels of review with the Collective Bargaining

Agreement and this RTP Policy.
If the Provost discovers a procedural or policy violation prejudicial to the 
candidate or determines that any previous level of review misapplied RTP 
guidelines or policies and/or displayed a lack of reasoned judgment in their 
recommendations, the Provost shall include that information in the 
recommendation letter. 
The RTP Coordinator shall place the Provost’s recommendation in the candidate’s 
WPAF. In addition, the RTP Coordinator shall provide a copy of the 
recommendation to the candidate and all participants of previous reviews. 

5. Presidential Decision
Upon receipt of the WPAF and all recommendation letters and rebuttals, the President
shall review the documents and make a decision.  This decision will be transmitted,
in writing, to the faculty member with copies to all participants in the review process.
A faculty member denied retention, tenure or promotion has seven working days from
receipt of the President’s letter to request, in writing, that the President reconsider the
decision. In the event that the President either declines to reconsider, or (after
reconsideration) reaffirms the original decision, the faculty member may appeal the
decision, in accordance with existing grievance procedures.

E. Procedures for Periodic Evaluation 
For the probationary years in which a formal performance review for retention is not 
conducted, there will be a less formal, less substantive evaluation, called a periodic 
evaluation.  Normally, periodic evaluations shall occur during the first, third, and fifth 
probationary years. 
1. Periodic evaluations shall be conducted by the following levels of review, in

succession:
a. Department RTP Committee
b. Department Chair (if the Chair chooses to include a separate evaluation)
c. Appropriate Academic Dean (or appropriate administrator)

2. In general, the Department RTP Committee shall be the same Committee used to
conduct performance reviews of RTP candidates within the Department.

3. For the periodic evaluation, the faculty member shall submit a Periodic Evaluation
Faculty Activity Report (Appendix H), to the office of the RTP Coordinator for
custody purposes. The review period for this report should include all semesters
since the last performance review (including the semester in which the performance
review was begun). In addition, the faculty member shall attach all recommendation
and rebuttal letters from all previous performance reviews.

4. For all periodic evaluation candidates whose primary academic assignment is
teaching, the Department RTP Committee shall conduct at least one peer
observation of the candidate’s teaching.  A member of the Committee will observe
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requires the following: 
1.
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beginning of the next academic year. Under extraordinary circumstances, a candidate may 
apply for early promotion to the next higher rank. If a member of the faculty believes 
their professional accomplishments while serving the university justify an application for 
early promotion, it shall be incumbent upon the candidate to provide clear and convincing 
evidence to all levels of review that he or she has satisfied all criteria for promotion. 

B. Standards for Promotion 
1. Promotion to Associate Professor/Associate Librarian/MVI III

Associate Professor/Associate Librarian/MVI III is the second highest academic rank,
and promotion to it normally requires tenure or the simultaneous award of tenure. The
rank of associate professor/associate librarian/MVI III presupposes that a faculty
member has considerable academic or professional experience and a significant
record of accomplishments during the probationary period.  Promotion to associate
professor/associate librarian/MVI III requires a well-established, consistent pattern of
effective teaching coupled with demonstrable professional competence in other areas
of one’s academic assignment.  Normally, a candidate is expected to have contributed
to the effectiveness of their Department and the university through curriculum
development efforts, advising, committee work and other appropriate service on
behalf of the students.  In addition, there should be evidence that scholarly, creative,
and/or professional achievement, in accordance with Departmental Guidelines, is a
continuing part of one’s professional life.

2. Promotion to Full Professor/Librarian/MVI IV
The rank of full professor/librarian/MVI IV is the highest academic rank and should
represent realized potential and genuine achievement. Promotion to full
professor/librarian/MVI IV requires an extensive and ongoing history of exemplary
teaching with clear and convincing evidence of professional effectiveness in all
other aspects of one’s academic assignment--for example, significant contributions
to students, the department, and to the university through committee work or other
appropriate service.  In addition, it is required that candidates for promotion to full
professor/librarian/MVI IV present evidence of substantial and continuing
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A. ACADEM IC-ADMINISTRATIVE ASSIGNMENT  
A position of primarily supervisory activities that encompasses the possibility of retreat rights to 
a faculty teaching position. 

B. ACCESS LOG 
 A document that certifies that a reviewer has examined the Working Personnel Action File 
(WPAF) of a candidate for RTP (see below). 

C. APPOINTMENT  
The initial hiring of a faculty unit employee. 

D. CANDIDATE  
A faculty unit employee being evaluated for retention, tenure, or promotion. 

E. COLLECTIVE BARGAINING AGREEMENT (CBA)  
See Memorandum of Understanding (MOU). 

F. COLLOQUIA  
Informal conferences or group discussions, usually in the form of seminars that several lecturers 
take turns in leading. 

G. 
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The annual review cycle is considered begun on the date of the conclusion of the RTP Training 
session as scheduled in the RTP Timeline, and ends when the President’s decision is received 
by the involved candidate. 

DD. REVIEWING ENTITIES  
All groups participating in the review process, including members of Department RTP 
Committees, Department Chairs, the Senate RTP Committee, the Appropriate Academic Dean or 
other appropriate administrator, and the Provost. 

EE.       REVIEW PERIOD  
For probationary faculty, the review period is the probationary period.  For faculty seeking 
promotion, the review period is the period of time at the current rank.  RTP guidelines should 
remain constant during a candidate’s review period. 

FF.        RTP 
Retention, Tenure, and Promotion. 

GG. RTP COORDINATOR  
The administrator responsible for the administration of the RTP process, including the 
establishment of the timeline, the identification of candidates, the management of the WPAF 
through the review process, and other duties specified in this policy. 

HH. SENATE RTP COMMITTEE 
Three tenured faculty at the rank of Full Professor or equivalent having review authority for 
Department RTP Guidelines and all retention, tenure and promotion decisions. 

II. TENURE
The right to continued permanent employment at the campus as a faculty unit employee except 
when such employment is voluntarily terminated or is terminated by the Employer pursuant to 
the Memorandum of Understanding (MOU) or law. 

JJ.       TERMINAL QUALIFICATION 
For non-licensed faculty, an earned doctorate within an appropriate discipline; for licensed 
faculty, a Master’s degree within an appropriate discipline plus an appropriate professional 
license, for Marine Vocational Instructors, a Bachelor’s degree plus appropriate license or 
certification. Appropriate licenses and certificates are established by the individual academic 
departments. 

KK. WORKING PER SONNEL ACTION FILE (WPAF) 
The collection of data, reports, and recommendations for a given cycle, which moves and grows 
from level to level toward a final decision in an evaluation or review.  The WPAF is that portion 
of the Personnel Action File that is used during the performance review of a faculty unit employee. 
At the conclusion of a cycle it is dismantled, with various parts returned to the faculty member or 
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APPENDIX A 

WPAF CONTROL LOG  

CANDIDATE’S NAME______________________________ 

WPAF RECEIVED  ________________________________ 

  Custodian’s Signature/Date  

NAME OF THE 
REVIEWER & 
SIGNATURE 

PURPOSE OF 
REVIEW  

DATE CHECKED 
OUT/ CUSTODIAN’S 

INITIALS 

DATE CHECKED IN/ 
CUSTODIAN’S 

INITIALS 
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APPENDIX C 

ASSESSMENT FORM FOR EVALUATION OF  
RETENTION, TENURE, AND PROMOTION STANDARDS AND CRITERIA 

FOR INDIVIDUAL 



Page
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  PROMOTION?       [     ]  [     ] 

  TENURE?    [     ]   [     ] 
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 APPENDIX E 

CLASSROOM VISIT REPORT 

Faculty Member being observed: _______________________     Date: _____________ 

Course: ___________________________________________     Hour: ____________ 

Class Size: ______________  Number Present: ___________   Visitor: _____________ 

Note to Evaluator: In addition to this form, evaluators are required to provide a detailed 
written evaluation, with particular emphasis on areas listed as "excellent" or 
"improvement needed".  

Area Excellent  Good  Satisfactory  
Improvement 

Needed  

PREPARATION 

Syllabus and Course Outline  

Overall learning objectiven35"ea
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  Enthusiasm/vigor  

  Voice  

  Pace 

  Use of board, visuals  

  Patience and  persistence  

RECEPTION 



Page 
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(c). The Chair shall ensure that each Senate RTP Committee member understands that each 
candidate deserves a fair and impartial review, and that committee members must take into 
account the diversity of teaching assignments and maintain open-mindedness, especially for 
candidates outside their discipline. 

(d). The Chair shall ensure that each committee member understands the use of the appendix forms 
to help quantify the candidate’s WPAF. 



Page 34 of �ó�î 

 APPENDIX H 

PERIODIC EVALUATION FACULTY ACTIVITY REPORT  

Please provide the following information regarding your activities during the period since your last 
performance review (including the semester in which that review began):  

1. Effectiveness in Teaching

Teaching Load:  (courses, sections, enrollments) 

Student Evaluations:  (summary of evaluations since last Performance Review) 

Pedagogical Growth and Development Efforts: 

Other: 

2. Service to Students and the University

Service to Students: 

Service to the Department: 

Service to the University: 

Service to the Profession: 

Other: 
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3. Schol arly, Creative &  Professional Achievement

Scholarly Activities:

Creative Activities: 

Professional Activities: 

Other: 

I attest that the above is accurate and true, to the best of my knowledge.  

Signed:  ________________________________ Date:  _________________
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APPENDIX I 

PERIODIC EVALUATION FORM  

Faculty Name: 

Department:  

Probationary Year: 

Department RTP Committee  Evaluation: (Please comment briefly on how the faculty member is 
progressing toward their next Performance Review) 

____________________________ 

Signature/Date 
____________________________ 

Signature/Date 
_____________________________ 
Signature/Date 

Department Chair Evaluation : (Please comment briefly on how the faculty member is progressing 
toward their next Performance Review) 
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____________________________ 

Signature/Date 

Appropriate 
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APPENDIX J  

GENERAL RTP GUIDELINES 

IN LIEU OF DEPARTMENTAL GUIDELINES  

A. Effectiveness in Teaching 

A faculty member's teaching effectiveness may be demonstrated by documentary evidence of the 
ability to select appropriate course materials, to present course content effectively, and to make 
significant demands upon the intelligence and industry of students.  Such documentary evidence 
shall consist of impartially administered course and instructor evaluations completed by students. 
Documentary evidence shall also include reports of classroom visits by other faculty members, 
samples of student work evaluated by the candidate, course syllabi, examinations, and 
supplementary materials.  Additional evidence of teaching effectiveness may include, but is not 
limited to: 

1. Use of creative and/or innovative techniques to adapt course content to reflect
changes and progress in the subject matter within an area

2. Initiation of and participation in student-oriented seminars, colloquia,
workshops, exhibitions, design projects, dramatic performances, debates,
forums, and the like

3. The development and presentation of new courses and activities as
demonstrated by:

a. Specimen course outlines
b. Preliminary investigations into necessary library sources and

equipment
c. Acceptance of the new courses or activities by faculty colleagues,

students, or the Curriculum Committee

4. Advising and counseling effectiveness

5. Student achievement and the recognition thereof as demonstrated by awards,
fellowships, publications, exhibits, performances, vocational employment or
entry into professional training or graduate programs, when the student
achievement derives, in part, from the faculty's guidance and instructional
effectiveness

6. Supervision of undergraduate students engaged in independent study as
evidenced by program reports
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B. Service to Students, the University, and the Greater Academic Community 

Faculty members shall also be evaluated based upon their record of service on behalf of their 
students, their department, the university, and the greater academic community, at large.  Such 
service may include, but is not limited to: 

1. Career and academic student counseling, advising and/or mentoring

2. Ment
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APPENDIX K 

DEPARTMENTAL RTP GUIDELINES 



FACULTY SENATE POLICY NO. 526  
RETENTION, TENURE & PROMOTION

ACADEMIC SENATE POLICY 526: APPENDIX K

ISSUE DATE:  
REVISION DATE:

POLICY: LIBRARY RTP 
DEPARTMENTAL GUIDELINES

REFERENCE: POLICY 526
APPROVED:  
_________________________________ 
President, California Maritime Academy  
_________________________________ 
Chair, Academic Senate 
_________________________________ 
Chair, Senate Policy Committee
_________________________________ 
Director, Library  



FACULTY SENATE POLICY NO. 526  
RETENTION, TENURE & PROMOTION

Basic Areas of Evaluation 

A. Teachi ng Effectiveness 

Teaching is of utmost importance to overall library service at Cal Maritime. The 
advancement of learning, the development of information fluency, and the provision of 
excellent instruction are listed among the core values and mission statement of the 
Department’s Strategic Plan.  The Library is committed to providing excellent 
instructional services to Cal Maritime students, faculty and staff, and to properly 
assessing the effectiveness of those services in a manner consistent with Appendix J of 
Faculty senate Policy 526: Retention, Tenure, & Promotion.  

However, the instructional roles of library faculty differ from that of faculty in other 
disciplines who traditionally teach more full-term courses in classroom settings. A full 
teaching load in other disciplines is traditionally determined by the amount of in-class 
credit hours a faculty member is assigned per semester, whereas the total teaching load 
of library faculty can involve a patchwork of instructional modes that is challenging to 
quantify in the traditional credit-hour format. 

Over the course of a semester, Library faculty at Cal Maritime may be responsible for 
teaching full-term credit bearing courses like LIB 100: Information Fluency in the Digital 
World, while simultaneously providing instructional sessions within a variety of courses 
throughout the curriculum.  Library faculty may engage in teaching at the Library Service 
Desk in one-to-one or small group situations as well as teaching via office consultations 
and online systems (virtual chat, IM, blogs, wiki’s, email, etc.).       

As part of the curriculum-integrated information fluency instruction program at Cal 
Maritime, library faculty frequently engages in instructional sessions in classroom 
settings that address the information fluency goals required of students.  Librarians also 
provide sessions in classroom settings that are designed to be responsive to students’ 
needs in conjunction with specific research projects or skills acquisition. Outside of the 
formal classroom environment, librarians act as teachers through one-to-one reference 
interactions with library patron



FACULTY SENATE POLICY NO. 526  
RETENTION, TENURE & PROMOTION

demonstrate effectiveness in service areas such as those suggested in Appendix J of 
the Faculty Senate Policy No. 526: Retention, Tenure & Promotion. 

In order to provide context for the academic evaluation of the service component of 
library faculty within their professional assignment, it is necessary to explain some of the 
service activities that are unique to librarianship. For instance, because the Library does 
not offer major or minor degree programs, its faculty members are not involved in the 
service activity of career and academic student counseling.  However, library faculty do 
engage in service roles traditionally adopted by faculty in other disciplines, such as 
participation on institutional and discipline-specific committees, mentoring of professional 
colleagues, program coordination and administrative duties.  In addition to these 
traditional service areas, library faculty members are often responsible for serving their 
institution through other activities unique to the profession. 

For example, a unique service component is the acquisition and management of 
academic information resources. This area is often referred to as “collection 
development” among librarians, and encompasses the process of both selecting new 
books, audiovisual and digital resources to enhance the Library’s collection, and 
removing materials which are no longer of value. Librarians must establish and maintain 
detailed policies and consistent practices that govern these processes, and are often 
responsible for acting as liaisons to academic departments in order to ensure that the 
current and future needs of students and faculty are adequately supported by the 
Library’s collection. 

There are several other examples of unique activities in which the library faculty may be 
engaged in service for the academy and the academic community. Much of an academic 
librarian’s time may be spent ensuring patron access to essential information resources 
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ACADEMIC SENATE POLICY NO. 526: APPENDIX K 
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In order to meet the educational objectives of the California Maritime Academy, including 
licensing of third assistant engineers in the US Merchant Marine, the faculty of the 
Department of Engineering Technology may include probationary and tenured maritime 
vocational instructors. 

The timelines and standards for retention, tenure and promotion of maritime vocational 
instructors in the Department of Engineering Technology shall be the same as the 
established timelines and standards for probationary and tenured faculty, except a 
Bachelor’s Degree in an appropriate discipline and an unlimited first assistant or chief 
engineer license with significant sea service in grade will be the normal terminal 
qualification for a maritime vocational instructor.  Maritime vocational lecturers with 
significant teaching experience in the Department when these guidelines become effective 
shall not be excluded from consideration for a maritime vocational instructor position solely 
on the basis of their license grade. 

The procedures for performance review and periodic evaluation of maritime vocational 
instructors in the Department of Engineering Technology shall be the same as the 
established procedures for probationary and tenured faculty, except the following 
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retention, tenure and promotion guidelines shall be applied to maritime vocational 
instructors. 

A. Effectiveness in Teaching  

A maritime vocational instructor’s teaching effectiveness may be demonstrated 
by documentary evidence of the ability to select appropriate course materials, to 
present course content effectively, and to make significant demands upon the 
intelligence and industry of students.  Such documentary evidence shall consist 
of impartially administered course and instructor evaluations completed by 
students.  Documentary evidence shall also include reports of classroom visits by 
other faculty members, samples of student work evaluated by the candidate, 
course syllabi, examinations, and supplementary materials.  Evidence of 
teaching effectiveness may include, but is not limited to: 

1. Use of creative and/or innovative techniques to adapt course content
to reflect changes and progress in the subject matter within an area

2. Initiation of and participation in student-oriented seminars, colloquia,
workshops, exhibitions, design projects, simulations, and the like

3. The development and presentation of new courses and activities as
demonstrated by:

a. Specimen course outlines

b. Preliminary investigations into necessary library resources,
simulation capabilities and instructional equipment

c. Acceptance of the new courses or activities by faculty
colleagues, students, or the Curriculum Committee

d. Industry training through extended learning

4. Advising and counseling effectiveness

5. Student achievement and the recognition thereof as demonstrated by
awards, fellowships, publications, exhibits, performances, vocational
employment or entry into professional training or graduate programs,
when the student achievement derives, in part, from the maritime
vocational instructor’s guidance and instructional effectiveness

6. Supervision of undergraduate students engaged in independent
study as evidenced by program reports
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B. Service to Students, the Academy, and the Greater Academic Community 

Maritime vocational instructors shall also be evaluated based upon their record of 
service on behalf of their students, the Engineering Technology Department, the 
Academy, and the greater academic community, at large.  Such service may 
include, but is not limited to: 

1. Career and personal student counseling, advising and/or mentoring

2. Mentoring professional colleagues, related to their effectiveness
within their academic or administrative assignments

3. Administrative activities such as scheduling, program coordination
or other special assignments.  Significant administrative activities in
the Department of Engineering Technology include:

a. Coordination of the STCW Program

1) Maintenance of Department STCW documentation

2) Quality assurance for Department STCW competency
assessments

b. Coordination of the Sea Training Program

1) Development and coordination of the training rotation
plan and engineering cruise calendar

2) Development of CRU 150 and CRU 350 practical
training curricula and procurement of associated
training materials

3) Preparation of the STCW documentation for CRU 150
and CRU 350 including assessment guidelines and
completion record books

4) Preparation of the Engineering Cruise Faculty
Handbook

5) Participation in the selection process of corps of
cadets engineering leadership positions (chief
engineer, first assistant engineer and second
assistant engineer)
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g. Scholarly achievement in the course of supervising student
research reflective of genuine scholarship

h. Receipt of awards, prizes, fellowships, or grants related to
one’s academic role

i. Presentation of public lectures or presentations related to
marine engineering technology

j. Submission of special project proposals, approval of grants
and completion of funded research or engineering
development related to marine engineering technology or
maritime education

2. Creative Achievement:

Creative achievement may include, but is not limited to the following:

a. Creation of or contributing to an original marine engineering
technology text

b. Investigation of a modern technology application in a marine
engineering system (applications engineering)

c. Development of a new propulsion plant simulation capability or
laboratory model of a marine engineering system for
instructional purposes

d. Patented inventions or discoveries; related to marine
engineering technology

e. Development of innovative simulation exercises

3. Professional Achievement:

Professional achievement may include, but is not limited to the
following:

a. Selection for leadership ro
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c. Consulting within areas tied to marine engineering technology

d. Selection for service on editorial boards or as editor of a
professional journal or newsletter

e. Selection as reviewer for publishers or other agencies or
associations

f. Receipt of honors and awards

g. Fellowship or sabbatical as an observer in a marine or shore-
side industrial plant or facility
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In order to meet the educational objectives of the California Maritime Academy, including 

licensing of third mates in the US Merchant Marine, the faculty of the Department of Marine 

Transportation may include probationary and tenured maritime vocational instructors. 

The timelines and standards for retention, tenure and promotion of maritime vocational 

instructors in the Department of Marine Transportation shall be the same as the established 

timelines and standards for probationary and tenured faculty, except a Bachelor's Degree in an 

appropriate discipline and an unlimited U.S. Chief Mate license with significant sea service in 

grade, or an unlimited U.S. Third Mate license with a 1600 ton Master Oceans license with 

significant sea service in grade, or an unlimited U.S. Third Mate license with a Master of Towing 

license with significant sea service in grade, or an unlicensed U.S. documented Able Seaman �±
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experience in the Department when these guidelines become effective shall not be excluded from 

consideration for a maritime vocational instructor position solely on the basis of their license 

grade. 

The procedures for performance review and periodic evaluation of maritime vocational 

instructors in the Department of Marine Transportation shall be the same as the established 

procedures for probationary and tenured faculty, except the following retention, tenure and 

promotion guidelines shall be applied to maritime vocational instructors. 

A. Effectiveness in Teaching 

A maritime vocational instructor's teaching effectiveness may be demonstrated by 

documentary evidence of the ability to select appropriate course materials, to present 

course content effectively, and to make significant demands upon the intelligence and 

industry of students. Such documentary evidence shall consist of impartially administered 

course and instructor evaluations completed by students. Documentary evidence shall 

also include reports of classroom visits by other faculty members, samples of student 

work evaluated by the candidate, course syllabi, examinations, and supplementary 

materials. Evidence of teaching effectiveness may include, but is not limited to: 

1. Use of creative and/or innovative techniques to adapt course content to reflect

changes and progress in the subject matter within an area

2. Initiation of and participation in student-oriented seminars, colloquia, workshops,

exhibitions, design projects, simulations, and the like

3. The development and presentation of new courses and activities as demonstrated

by:

a. Specimen course outlines

b. Preliminary investigations into necessary library resources, simulation

capabilities and instructional equipment

c. Acceptance of the new courses or activities by faculty colleagues, students, or
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5) Supervision of deck cadet preparations for cruise, including generation of

the cadet watch bill and cadet day work assignments

c. Coordination of the Commercial Cruise Program

1) Academic screening of cadets enrolled in commercial cruise

2) Development of the CRU 200/CRU 200L project instruction

3) Liaison with Career Center for deck cadet placement aboard commercial

vessels

4) Evaluation of commercial cruise projects and assignment of CRU

200/CRU 200L grades

4. Participation in the governance of the Institution (at the Department, Academy or

system-wide level)

5. Service as Department Chair

6. Service on committees, at the Department or Academy level

7. Operational activities as a licensed deck officer (such as IBEST, LNG or Full

Mission Bridge simulator demonstrations, Training Ship Day-on-the-Bay

excursions, mini-cruise and summer training cruises)

8. Service to the community, state, nation, or international community in a capacity

related to marine transportation and requiring the application of the maritime

vocational instructor's professional knowledge or skills, including, but not limited

to:

a. Service on editorial boards or as editor of a professional journal or newsletter

b. Service on system-wide committees, task forces or inter-segmental

associations or groups

c. Service on a pedagogical or regulatory board or conference

9. Activities that enhance the Academy's ability to serve the needs of an ethnically

diverse and non-traditional student body

10. Active membership and service within a professional society, such as IMLA,

IAMU, INSLC, MARSIM and the Nautical Institute, to broaden educational

opportunities for students in fields related to marine transportation
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11. Service as a faculty advisor to an ASCMA club or coach of an intercollegiate

sport

C. Scholarly, Creative and/or Professional Achievement 

Scholarly, creative, and/or professional achievement in marine transportation or the 

professional maritime community is required for a maritime vocational instructor to 

receive a positive recommendation of retention, tenure, or promotion. The nature of the 

expected contributions will vary depending upon a maritime vocational instructor's 

professional interests and overall academic assignment. Scholarly, creative and/or 

professional achievement must be documented if it is to be assessed properly and used in 

faculty personnel recommendations. 

1. Scholarly Achievement:

Scholarly achievement may include, but is not limited to the following: 

a. Publication in professional journals or in the form of works published by

publishing houses of repute, together with any pertinent reviews of published

works

b. Contributions in the form of critiques such as reviews for national periodicals,

newspapers, or other communication media

c. Contributions at professional conferences, seminars, workshops, institutes, or

special programs

d. An active program of scholarly or creative work in progress, appropriate to

marine transportation

e. Creation of software appropriate to marine transportation

f. Development of curricula or curricular materials for marine transportation

instruction evidencing genuine scholarship

g. Scholarly achievement in the course of supervising student research reflective

of genuine scholarship





RTP Policy 01-004 APPENDIX K: Department of Culture and Communication RTP Guidelines 

This document is intended to supplement Faculty RTP Policy 01-004 and to address the general 
expectations for Culture and Communication faculty members’ performance of duties. The 
following sections specify the requirements of teaching effectiveness, service, and scholarly, creative 
and/or professional activities and achievements for retention, tenure and promotion. 

A. Effectiveness in Teaching 

The Department of Culture and Communication seeks to fairly and comprehensively evaluate our 
colleagues’ teaching effectiveness through a variety of metrics including: institutional evaluations 
completed by students, classroom observations conducted by peers, review of teaching materials, 
and responsiveness to formal assessment of student learning.  As a baseline, the department requires 
faculty to possess an earned terminal degree in the discipline (or a closely related discipline) before 
being assigned to teach a course. We strongly encourage faculty to remain active and current with 
advances in their fields so that their teaching can be responsive to recent developments (see section 
“C” below). 

For retention





to full-professor may include service on editorial boards or as editor of a professional journal or 
newsletter, or leadership in a scholarly society or organization.  

C.     Scholarly, Creative, and/or Professional Achievement 

Scholarly, creative, and/or professional achievement within a faculty member's discipline or 
professional community is required for a member of the faculty to receive a positive 
recommendation of retention, tenure, or promotion. In addition to its intrinsic value, a faculty 
member’s scholarship helps to enliven classroom teaching and provide students with up to the 
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