
 

   

    
 

   

   

 
  

   
 

  

   
 

  
  

  
 

  

  
   

  
 

 
 

  

M E M O R A N D U M 

TO: President’s Leadership Team 

FROM: Jay K. Box, Ed.D. 
President 

DATE: May 5, 2020 

RE: Faculty Promotion Procedures – 2020-2021 

Attached please find information describing the promotion procedures for 2020-2021.  Please 
pay special attention to the description of promotion procedures, the format, and the deadlines 
for development of the promotion notebooks. 

KCTCS Administrative Policy 2.6 Promotion in Rank states that the invitation letter from the 
college president/chief executive officer is to be “issued on or before May 31 with the portfolio 
format” to the candidates for promotion. 

As initiated in 2004-05, the promotion process is integrated.  There is one local promotion 
committee (appointed by the college president after consultation with the faculty, see policy 
section 2.6.2.5), one System promotion review committee, and one System appeals committee. 
However, there were three criteria (with three corresponding portfolio formats). 

At this point, there is one integrated format for new hires as of 2004 and for faculty who select to 
use the integrated criteria. Other formats are available. This is addressed in the enclosed 
procedures sheet. 

Also enclosed is a document (last page) that shows the alignment between the timelines for the 
promotion process and annual performance evaluations. 

Please contact the KCTCS Chancellor, Dr. Kris Williams, if you have questions about promotion 
procedures for 2020-2021. 

Attachments: Promotion Procedures for 2020-2021 
Format for Promotion Review Notebook 
Model Timelines 

https://policies.kctcs.edu/administrative-policies/2-6.aspx


 

    

          
          

         
    

   

   

            
 

   
   

      

  
   

       

          
  

         
  

            

   
 

  
     

   

       

              
   

  
 

      
  

  
 

    

        
  

      

   
 

 

        
     

2020-2021 

Timelines for Performance Review and Promotion Process 

This document incorporates the timeframe utilized System-wide for performance reviews and 
promotion and is intended as an aid for internal planning.  Each college's local deadlines may 
need to be modified to accommodate internal processes. These dates are directed by KCTCS 
Administrative Policies 2.6.2.6 and 2.6.3.3. 

DATE PERFORMANCE REVIEW AND PROMOTION ACTIVITY 

May 31, 2020 Invitation issued to 2020-2021 candidates for promotion. 

October 1, 2020 College List of Promotion Candidates Due Electronically to Chancellor's 
Office. 

January 4 – 
February 5, 2021 

Annual Performance Review for All Promotion/Tenure Candidates. 

February 8 – 
March 5, 2021 

College Promotion and Tenure Committee Review of All Portfolios 

March 8, 2021 All College Promotion and Tenure Committee Recommendations Due to 
College President 

March 15 – 19, 2021 All College Promotion Recommendations Due Electronically to Chancellor 
(positive and negative) 

March 19, 2021 Portfolios for System Review Due Electronically to Chancellor's Office 

April 12 – 16, 2021 KCTCS Senate Advisory Committee on Promotion meets to review system-
level promotions. 

DATE STUDENT EVALUATIONS 
By November 2020 All Faculty 
March 2021 New Faculty/Faculty by Request 

ANNUAL PERFORMANCE REVIEW APPEALS FOR PROMOTION CANDIDATES 

On or before February 5, 2021, for promotion 
and tenure candidates. 

Review completed by college, and faculty 
members informed of the results. 

On or before March 31, 2021 for promotion and 
tenure candidates. 

Deadline for individual faculty appeals to 
College President. 

On or before May 1, 2021 for promotion and 
tenure candidates. 

Appeals from the College President complete. 

On or before May 16, 2021 for promotion and 
tenure candidates. 

Deadline for faculty appeals to the Chancellor. 

On or before May 31, 2021 for promotion and 
tenure candidates. 

System appeals to Chancellor processed. 

Note:  See KCTCS Administrative Policies and Procedures 2.5 KCTCS Performance Review for 
appeal timelines for both promotion and non-promotion faculty. 
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PROMOTION PROCEDURES 
2020-2021 

The following are KCTCS policies and procedures for promotion during 2020-2021.* The 
procedures incorporate policies adopted by the Board of Regents and reflect the timeline for the 
Annual Performance Review process. Links to all policies are included at the end of this 
document. 

The College President/CEO (after consultation with the division chair/director of library 
services and/or chief academic officer or chief student services officer) is responsible for 
initiating the promotion process by inviting a faculty member to prepare a vita and appropriate 
supporting materials.  With the assistance of the faculty member and the division chair, the 
College President/CEO is responsible for gathering supporting materials and submitting the 
promotion file.  The College President/CEO has the responsibility for ensuring that each 
promotion file is complete and contains the advice of the division chair and six or more faculty 
letters, including at least all Associate and Professor division members located on the same 
campus. Faculty letters should be addressed and sent to the College President/CEO.  The College 
President/CEO also has the responsibility, along with the division chair, for ensuring that his or 
her recommendations include remarks, if applicable, that one or more of the letters of 
recommendation in a promotion file may be affected by personal bias. 

I. Promotion to Professor/Librarian I 

This refers to faculty members who have completed at least six years of service since attaining 
the rank of Associate Professor or Librarian II. After review by the local promotion committee, 
these individuals must be considered for promotion and a recommendation by the College 
President/CEO, either affirmative or negative, shall be made in writing to the Chancellor’s 
Office before March 19, 2021. Faculty members who voluntarily choose not to have a 
promotion file reviewed by the System Committee should address a letter to the Chancellor’s 
Office stating their position and submit it as explanation with the College President/CEO’s 
recommendation. 

Individuals being considered for either the rank of Associate Professor or Professor who have a 
negative recommendation from the College President/CEO will be notified by the College 
President/CEO of that recommendation, and in the case of a Professor candidate be given the 
opportunity (by the College President/CEO) of submitting a promotion file directly to the 
KCTCS Senate Advisory Committee on Promotion. Individuals with tenure who choose not to 
have their files reviewed by the KCTCS System Advisory Committee on Promotion thereby 
begin a new six-year period beginning July 1, 2021. 

Those individuals for whom an affirmative recommendation is made by the College 
President/CEO and those Professors who choose to have their file reviewed, even though there is 
a negative recommendation by the College President/CEO, will be considered for promotion in 
the usual manner. 
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A list of individuals who must be considered is to be submitted to the Chancellor’s Office by 
October 1.  Other outstanding Associate Professors/Librarian II’s who have affirmative 
recommendations from the College President/CEO may be considered for promotion to 
Professor/Librarian I. 

II. Promotion to Associate Professor/Librarian II 

A list of individuals for whom a decision concerning promotion to Associate Professor/Librarian 
II must be made is to be submitted to the Chancellor’s Office by October 1.  Other outstanding 
Assistant Professors/Librarian III’s who are not in this mandatory review category and who have 
affirmative recommendations from the College President/CEO may be considered for promotion 
to Associate Professor/Librarian II.  All promotion materials should be sent to the Chancellor’s 
Office by March 19, 2021. 

III. Promotion to Assistant Professor/Librarian III 

The authority to promote from Instructor/Librarian IV to Assistant Professor/Librarian III has 
been delegated to the College President/CEOs as well as the promotion in rank (all ranks) of 
term contract faculty.  We need a copy of your letter to each individual promoted locally for the 
Chancellor’s Office files and a list of all those promoted locally for reporting to the KCTCS 
President and Board of Regents. These materials should be sent to the Chancellor’s Office by 
March 19, 2021. 

IV. Local Committee 

In accordance with KCTCS Policy 2.6, Section 2.6.2.5, each College President/CEO must 
appoint a local committee (after consultation with faculty) to advise him or her concerning 
promotions.  This committee should be comprised of a representation from each of the divisions 
and one representative from the non-teaching faculty (librarian/counselor). Members of the 
committee shall be at the Associate Professor rank or above. 

V. General Information and Time Schedule 

Remember that the recommendations of the local committee on all promotions should be signed 
by all members of the committee and the vote of the committee given.  Reasons for the 
recommendation, including strengths and weaknesses are to be noted by the committee. 

One portfolio format is included in the packet, however three are available: 
• Promotion Review Portfolio format for KCTCS faculty hired 2004 and thereafter:  all 

other full-time faculty who select this criterion (based on integrated promotion criteria, 
see KCTCS Administrative Policy section 2.1.3 – 2.1.3.5) 

• Promotion Review Portfolio format for faculty hired in former UK personnel system or 
prior to 2004 in a community college (based on grandfathered CC promotion criteria, see 
KCTCS Administrative Policy section 2.1.3, Attachment A) 
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• Promotion Review Portfolio format for faculty hired in former Kentucky TECH System 
or prior to 2004 in a technical college (based on grandfathered TC promotion criteria, see 
KCTCS Administrative Policy section 2.1.3, Attachment B) 

The KCTCS Senate Advisory Committee on Promotion is scheduled to meet the second week of 
April.  We ask that all materials for system review concerning promotion to the ranks of 
Associate Professor/ Librarian II and Professor/Librarian I be received in the Chancellor’s Office 
no later than March 19, 2021.  You should have completed action concerning the local 
promotion of individuals to the rank of Assistant Professor/Librarian III and term contract 
faculty (all ranks) and have informed them in writing of your decision by March 19, 2021. 

* The authority to promote term contract faculty (all ranks) has been delegated to the College 
President/CEO (see KCTCS Administration Policy 2.6.3). 

Applicable KCTCS Board of Regents and Administrative Policies: 

KCTCS Board of Regents Policy 2.1 KCTCS Definition of Faculty, Faculty Rank, and 
Faculty Titles 

KCTCS Administrative Policy 2.0.1.1 Employment Status Categories 
KCTCS Administrative Policy 2.1 Faculty, Faculty Rank, and Faculty Titles 
KCTCS Administrative Policy 2.5 KCTCS Performance Review 
KCTCS Administrative Policy 2.6 Promotion in Rank (All Eligible Faculty) 
KCTCS Administrative Policy 2.6.3 KCTCS Rank and Promotion Guidelines for Term 

Contract Faculty 
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KENTUCKY COMMUNITY AND TECHNICAL COLLEGE SYSTEM 

FORMAT FOR 
PROMOTION REVIEW PORTFOLIO 

KCTCS Faculty Hired 2004 and Thereafter; 
ALL Other FULL-TIME Faculty who select this criteria 

INSTRUCTIONS: 
Use this format to assemble your promotion review portfolio. 

1. Portfolios can be digital in format. The KCTCS Senate Advisory Committee on 
Promotion reviews all portfolios in digital (.pdf) format. Each section of the digital 
format should be no more than two (2) pdf documents. If the portfolio is to be a 
hard copy, then use a three-ring binder with tabs to identify each section required. 

2. Provide clear, legible copies of documents. 
3. Information should be from the last three academic years (six semesters – 

fall/spring), which includes the current academic year.  This may be supplemented 
with significant activities and achievements from prior years. All listings should be 
in reverse chronological order by term. 

4. Verification must be included where indicated. 
5. All required components of the portfolio must be included or addressed. 
6. Eligibility for the year of promotion will include the current academic year.  (You 

can count the year in which you apply.) 
7. See note on page 4 regarding areas of activity on the PPE not assigned to you but 

which show as a section in the portfolio format. 

1. COVER SHEET 
Include a cover sheet as follows: 

Your Name 
Name of College 

Promotional Rank for Which You Are Being Considered 

2. VITA 
List and provide information in the order indicated: 

A. Personal Information 
Full Name 
Current Rank 
Rank Dates: 

Initial appointment to faculty 
Assistant Professor Rank 
Associate Professor 
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B. Education 
List colleges/universities attended, locations and dates; degrees awarded, 
dates, majors(s). 

Hours Beyond 
Provide the number of graduate credit hours in teaching/subject areas in 
the following way: (1) in master’s degree program, and (2) beyond master’s 
degree.  If admitted as candidate for a higher degree, indicate what 
degree, subject area, college/university, location, and date admitted. 

C. Current Professional Certifications, Registries, Licensures 
Provide organization and dates for all held. 

D. Experience 
List position, date, and responsibilities. 

3. TRANSCRIPTS OF ALL EDUCATIONAL PREPARATION 
Provide clear copies of official transcripts from each institution attended. Provide 
copies of current certificates, licenses, and/or registries.  (Identification numbers 
may be removed from copies.) 

4. PHILOSOPHY 
Summarize personal philosophy concerning your work as a faculty member. 

5. PERFORMANCE, PLANNING AND EVALUATION AGREEMENTS (Full Document)* 
Provide a fully executed (signed) copy of your Annual Faculty Performance 
Review for the current and previous two years. 

The college president will provide a Summary Rating list with the number of faculty 
in each performance review category at the college for the current and previous 
two years. 

Provide copies of any documentation relating to progress toward tenure, such as 
Second, Fourth, or Fifth Year Reviews. 

*   PPE Documents are now placed in full, in one location, at the request of the chairs 
of the KCTCS Senate Advisory Committee on Promotion from the 2015-2016 and 
2016-2017 promotion cycles. 

6. INSTRUCTION 
Provide a narrative summarizing activity in this area.  Elaborate upon activities that 
demonstrate quality teaching, teaching innovations or experimental techniques 
of instruction. 
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CREDIT AND DEVELOPMENTAL INSTRUCTION 

• Provide a list or table of academic and/or developmental credit instruction 
activities for the current and previous two years.  For each term list the courses 
taught and the number of credit hours. 

• Provide results (summaries only) of all systematic student evaluations of 
instruction for the current and past two years.  Provide a copy of the 
evaluation instruments. 

The following may be provided to further demonstrate excellence in teaching: 
• A sample course syllabus that demonstrates innovative course structure or 

methodologies of instruction. 
• Copies of classroom observations. 

CEU INSTRUCTION 

• Provide a list of CEU credit instruction activities for the current and previous two 
years.  Include in the list: CEU courses taught, the number of CEU credit hours 
awarded, the number of participants and a brief course description. 

• Provide results (summaries only) of all systematic student evaluations of CEU 
instruction for the current and previous two years.  Provide a copy of the 
evaluation instrument. 

7. STUDENT GUIDANCE AND ADVISING ACTIVITIES 
Provide a narrative of all guidance and advising activities for the current and 
previous two years.  Include activities pertaining to assigned advisees and 
unassigned advisees.  Include activities related to career counseling, testing 
services, advising of non-credit students, and other counseling services. 

Provide summary results of all systematic evaluations of Student Guidance and 
Advising Activities for the current and previous two years.  If summaries are not 
self-explanatory, provide an explanation of summary results. 

8. INTERNAL SERVICE - INSTITUTIONAL SERVICE 
List all internal service activities for the current and previous two years.  Include a 
brief description and supporting documentation for active participation in 
college/system committee assignments, workshop facilitation, program 
development and any other activities related to institutional service, such as 
librarianship, institutional effectiveness/research, and accreditation activities. 
Supporting documentation may include letters from committee chair(s) or other 
committee members, committee evaluation instrument(s), and/or committee 
minutes. 
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9. EXTERNAL SERVICE - COMMUNITY SERVICE 
List all external community service activities for the current and previous two years. 
Include a brief description and supporting documentation, such as brochures, 
programs, and letters. 

10. PROFESSIONAL DEVELOPMENT 
Give a brief narrative about the importance of professional development, 
continuous improvement, to your working/teaching responsibilities. In the 
narrative, refer to those activities in which you have participated in the current 
and previous two years. Those activities would include workshops, 
conferences/institutes, and/or courses taken that enhance your job performance. 
Attach supporting documentation to which you refer in this narrative. 

11. EDUCATIONAL LEADERSHIP 
Submit examples from the current and previous two years.  Provide a list and a 
brief description referenced to the appropriate evaluation and planning 
document.  Include college, division, program, area, discipline, beyond the local 
college level [System, state, or national], or other administrative responsibilities. 
Attach documentation, such as appointment letters, certificates, and evaluations, 
and provide summary results of any evaluations. 

12. LETTERS OF EVALUATION 
Include letters from the following in the order indicated: 

President of the College 
A. Division Chair** 
B. College Advisory Committee on Promotion (CACP) (with committee vote and 
signature of 

each member in attendance) 
C. Six (6) or more letters including at least all associate and professor division 
members located 

on the same campus.  Letters should be addressed to and sent to the college 
president. 

For librarians and counselors, the six (6) letters shall include their discipline 
colleagues with at least associate and professor rank. 

** If the division chair is being considered for promotion, the chief academic officer 
writes this letter. 
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13. ADDITIONAL INFORMATION 
Provide additional information which you believe may be of assistance to the 
committee in making a recommendation.  (Examples: special awards such as 
Great Teacher, Who’s Who, or results of Peer Evaluations.) 

APPENDIX (optional) 

Note: 
KCTCS Administrative Policy 2.5 allows some college flexibility in assigning individual 
areas of activity on the PPE. 

Policy 2.5 states, 
KCTCS evaluations shall designate individual duties, goals, and outcomes in the 

following areas: 
• Position Responsibilities (including instruction and student
      guidance/advising activities for faculty), 
• Internal Service – institutional service, 
• External Service – community service, 
• Professional Development activities, and 
• Educational Leadership/Leadership. 

The particular areas in which an individual employee is active, and therefore is to be 
evaluated in, is dependent upon the employee’s individual position and job duties as 
determined by college/system priorities. All five areas may not apply to all 
employees. 

KCTCS Administrative Policy 2.1, section 2.1.3 addresses criteria for promotion in rank, 
including specific areas of activities that must be included on the PPE for those 
seeking promotion in rank. 

NOTE: In the event that an area of activity, which is not specifically required by the 
promotion criteria, is shown on the PPE as 0% (advising, for example), then the faculty 
member would state that it was not assigned by the college (as verified by the PPE) in 
that section of the portfolio.  

The candidate should request a College copy of the following form from their Chief 
Academic Officer or Provost and ensure it is in the appendix of their portfolio. The 
blank for is available at: Chancellor's Office Info Site ->Documents->Forms and Requests 
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-
KCTCS FACULTY PERFORMANCE PLANNING AND EVALUATION (PPE) FORM 

DEFINITIONS BY COLLEGE DOCUMENTED in 2020 2021 
Each faculty PPE has five areas for definition of percentage of position effort. Each College may 
define responsibilities for the faculty member differently in the five areas. For example, a program 
coordinator role may be documented under position responsibilities, leadership, or both. Note that 
position responsibilities are detailed in KCTCS Administrative Policy 2.5.1.1.1. 
https://policies.kctcs.edu/administrative-policies/2-5.aspx. 

To assist faculty at their institution, and to assist with promotion review at the System level, each 
College Chief Academic Officer has developed this template to document how the College 
defines these various roles. The percentages of effort suggested at each promotion level are also 
included. 

COLLEGE 
CAO Completing this 
form 
Date of Completion 

PPE Area Types of activities included in this PPE Area Recommended 
Percentage of Effort 

Position • Teaching Instructor: 
Responsibilities • Advising Assistant Professor: 

Associate Professor: 
Professor: 

Internal Service • Instructor: 
Assistant Professor: 
Associate Professor: 
Professor: 

External Service • Instructor: 
Assistant Professor: 
Associate Professor: 
Professor: 

Professional • Instructor: 
Development Assistant Professor: 

Associate Professor: 
Professor: 

Leadership • Instructor: 
Assistant Professor: 
Associate Professor: 
Professor: 
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