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APPENDIX I: ANNUAL FACULTY EVALUATION CYCLE TIMELINE 

To supplement the College of Marine Sciences & Maritime Studies Faculty Evaluation Guidelines, this 

timeline document outlines the entire “annual faculty evaluation cycle” which is comprised of the annual 

review with the Department Head, promotion and tenure, mid-term review and post tenure review 

processes. Do not solely rely upon this document. Always refer to the following guideline documents 

for more complete information and details.  

(1) Home department’s Faculty Evaluation Guidelines
https://facultyaffairs.tamu.edu/evaluation-development/faculty-evaluation-guidelines.html

(2) College of Marine Sciences & Maritime Studies’ Faculty Evaluation Guidelines
https://www.tamug.edu/AcademicAffairs/FacultyEvaluation.html

(3) Office of Faculty Affairs’ University Promotion and Tenure Guidelines
https://facultyaffairs.tamu.edu/evaluation-development/promotion-tenure.html

Evaluation Category General Description 

Annual Review* 

All faculty, full and part time, must undergo an annual review from their 
Department Head. The College of Marine Sciences & Maritime Studies utilizes 
Interfolio’s Faculty180 for faculty members to submit their prior year’s activities. 
Supporting artifacts for teaching, research and service should also be provided if 
required by the department. 

Cycle Evaluations** All cycle evaluation types listed below 

Mandatory Consideration, 
Tenure Track 

Any Assistant or Associate Professor on tenure track must submit their 
promotion with tenure dossier for consideration during the mandatory 
consideration year as indicated on their Tenure Track Agreement, or as 
amended by an approved Tenure Clock Extension Request. 

Promotion, Tenured Any tenured Associate Professor seeking promotion to full Professor. 

Promotion, Academic 
Professional Track 

Any level of Academic Professional Track faculty seeking promotion to the next 
level. 

Mid-Term Review, Tenure 
Track  

Assistant Professor or Associate Professor on tenure track to be reviewed in 
their third year regarding progress towards promotion with tenure. 

Mid-Term Review, Academic 
Professional Track 

Assistant or Associate Professor level Academic Professional Track faculty to be 
reviewed in their third year since initial hire to provide guidance on their progress 
towards promotion. Currently, this is an optional review. 

Post-Tenure Review 
All tenured Associate Professors and full Professors require a peer review at 
least once every six years. 

*Annual reviews are submitted through Interfolio’s Faculty180 module.

**All cycle evaluations will utilize the web based Interfolio Review, Promotion and Tenure module to route dossier 

materials through each stage of the applicable process. In the rare event that we have a “Tenure Only” case, the 

“Mandatory Consideration, Tenure Track” process will be followed.

Excerpted from the College of Marine Sciences & Maritime Studies Faculty Evaluation Guidelines

https://www.tamug.edu/AcademicAffairs/FacultyEvaluation.html
https://facultyaffairs.tamu.edu/evaluation-development/faculty-evaluation-guidelines.html
https://www.tamug.edu/AcademicAffairs/FacultyEvaluation.html
https://facultyaffairs.tamu.edu/evaluation-development/promotion-tenure.html


Faculty Cycle Evaluations Workflow 

SPRING FALL 

Rev. March 2025 

Deadline: 
February 1st 

Deadline: 
April 1st 

Deadline: 
April 15th 

Deadline: 
May 31st 

Deadline: 
September 15th 

Deadline: 
September 30th 

Deadline: 
October 31st 

Deadline: 
November 30th 

STEP 1: Faculty 
submit G1 to 
Dept Head 

STEP 2: Dept 
Head has met 
with faculty for 
annual review 

STEP 3: Dossier 
due for Cycle 
Evaluations* 

STEP 4: External 
reviewers 
solicited, if 
applicable STEP 5: Dept 

P&T Review 
Committee 
submits reports 

STEP 6: Dept 
Head submits 
recommendation

Color Legend 

Faculty Member 

 Department Head 

Dept Review Committee 

College Review Committee 

Dean 

*Cycle Evaluations
• Mandatory Consideration, Tenure Track
• Promotion, Tenured
• Promotion, Academic Professional Track
• Mid Term Review, Tenure Track
• Mid Term Review, Academic Professional Track
• Post Tenure Review

STEP 7: College 
P&T Review 
Committee 
submits reports 

STEP 8: Dean 
submits 
recommendation 

Note: When a deadline falls outside of normal Monday-
Friday 8am-5pm business hours (ie: weekends, holidays, 
emergency closures), faculty members, department heads 
and/or review committees may submit by the first 
business day following the published deadline. 
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Note: When a deadline falls outside of normal Monday-Friday 8am-5pm business hours (i.e.: weekends, 

holidays, university closures), faculty members, department heads and/or P&T review committees may 

submit by the first business day following the published deadline.  

Timeline / Deadline Action 
December  
(of the calendar year 
to be evaluated for 
annual reviews) 
 

All faculty should ensure their activities are updated in Faculty180 for the calendar year. 
 
Faculty need to ensure that they can access Interfolio. Report any issues to your  
Department Head immediately.  
 

January Dean’s office may host a Department Head retreat relating to the annual evaluation cycle 
and other Academic Affairs priorities. 
 
Faculty may also choose to review promotion and tenure workshop materials from the 
Office of Faculty Affairs (or attend a workshop, when offered later in the spring), to help 
prepare for their annual evaluation discussion with the Department Head relating to their 
promotion efforts.  
 

February 1st Faculty deadline to submit the annual evaluation form to the Department Head in 
Interfolio’s Faculty180, which captures the faculty member ‘s achievements and 
accomplishments for the previous calendar year. Impact statements on teaching, research 
and service along with progress made towards the previous year’s goals and new goals for 
the coming calendar year must be included. When answering the Faculty Evaluation Review 
questions, Spring of the previous calendar year is the Start Semester and Fall of the 
previous calendar year is the End Semester. Where possible, please refrain from using 
“ongoing” as the End Semester.  
 

February Dean’s office may host at least two open question and answer sessions for faculty; one 
targeting Tenure Track and Tenured faculty and one targeting Academic Professional Track 
faculty. 
 

February - March During this time frame, Department Head meets with faculty member regarding the 
Faculty180 annual review and provides an annual review response document to the faculty 
member that contains the Department Head’s assessment and feedback of the progress 
towards promotion and/or tenure or post tenure productivity. The department head’s annual 
review response document is signed by both Department Head and faculty member to 
acknowledge the meeting occurred. 
 
During the annual review meeting, the Department Head advises the faculty member of the 
process and expectations for seeking promotion or that the faculty member is due for 
mandatory consideration, mid-term review or post tenure review.  
 
Faculty going up for a cycle evaluation (promotion and/or tenure, mid-term, or post tenure 
review) should begin compiling their dossier materials.  
 
Department Heads may consider sending an email to potential external reviewers to secure 
their agreement prior to sending the official request through Interfolio later in the semester. 
 

March The Office of Faculty Affairs publishes the annual University Promotion and Tenure cycle 
guidelines and deadlines no later than April 1st each year. The Interfolio templates are also 
set up by the Office of Faculty Affairs for college/department use. Cases cannot be created 
for individual faculty members until the Office of Faculty Affairs releases the cycle’s Interfolio 
case templates. 
 
The Office of Faculty Affairs also typically hosts a mandatory meeting for the Dean, College 
P&T Review Committee chair, Department Heads and Department P&T Review Committee 
chairs to review the previous cycle and the most common issues or deficiencies found, as 
well as discussing any changes in process for the new cycle. 
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Timeline / Deadline Action 
March  
continued 

Department Head to set internal deadline for receipt of Candidate promotion materials for 
preliminary review and feedback before uploading materials into the case. 
 
Before going out to external reviewers or moving to other levels of the review process 
outside of the department, the Department Head and the Department P&T Review 
Committee work with faculty member to make sure impact statement has clarity, formatting 
(3 pages, single-spaced, 10-point font, first person), and grammar issues addressed. Make 
sure it covers all areas of Candidate’s responsibilities. 
 
The department must provide the departmental student evaluation data to the Candidates 
and to the Department P&T Committee so that the P&T committee can include this data in 
the department report and so Candidates to address the trends within their impact 
statement. Candidates do not have access to the departmental data. 
 

April 1st Department Head deadline to submit all faculty annual reviews to the Dean’s office. 
This closes the faculty annual review cycle; all faculty have been evaluated for the previous 
calendar year.  
 
Extensions up to May 31st may be granted by the Dean upon written request by a 
Department Head, if the faculty member(s) involved is not undergoing a cycle evaluation 
(promotion and/or tenure, mid-term, or post tenure review). Refer to Addendum I for further 
details to close out the annual evaluation cycle.  
 

April Department Heads will notify the Dean’s office of the faculty who will be submitting dossiers 
for the cycle evaluation categories. 
 
Department Heads will have established their Department P&T Review Committee and 
advise the Dean's office of the membership so the College Administrator can build the 
appropriate committee membership structure in Interfolio accordingly.  
 
The Dean will have established the membership of the College P&T Review Committee and 
the College Administrator will build the appropriate committee membership structure in 
Interfolio accordingly. The Dean’s office will announce the names of the members on an 
annual basis. 
 
Individual faculty “Candidate” cases will have been created in Interfolio by the 
Department/College Administrator to house and route the dossier contents. Faculty member 
will receive an auto-generated email that their case is ready for use. 
 
Candidates will have created a list of potential external reviewers for “Mandatory 
Consideration, Tenure Track” and “Promotion, Tenured” cases. The department also 
creates a list of potential external reviewers.  
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Timeline / Deadline Action 
April 15th Candidate Deadline for dossier submission to the Department Administrator step in 

Interfolio for all cycle evaluation categories. 
 

Click the applicable category of evaluation below to navigate to the Candidate document 
requirements.  
 

• Mandatory Consideration, Tenure Track 

• Tenured, Promotion 

• Promotion, Academic Professional Track 

• Mid-Term Review, Tenure Track 

• Mid-Term Review, Academic Professional Track 

• Post Tenure Review 
 
Assuming all dossier contents are in good order as required by governing guidelines, the 
Department Administrator will forward the case to the Department P&T Review Committee 
step in Interfolio.  
 
If the dossier contents are not in good order, the Department Administrator will unlock the 
applicable Candidate sections in Interfolio, then work with the Department Head to have the 
Candidate correct their documents and resubmit promptly so the case can move forward 
to the Department P&T Review Committee step. 
 

April - May Once a Candidate case has progressed to the Department P&T Review Committee step in 
Interfolio, the committee’s review, analysis, and evaluation of the case begins.  
 
The Department P&T Review Committee and Department Head will also begin the External 
Reviewers process for “Mandatory Consideration, Tenure Track” and “Promotion, Tenured” 
cases. Departments identify from the Candidate’s reviewers list and the department’s 
reviewer list at least seven external reviewers that meet criteria for initial invitations and 
sends a preliminary “feeler” email.  
 
The Dean must approve all external reviewers prior to request letters being sent. 
Send the External Reviewers Chart including a short biography of each reviewer. For any 
external reviewers who are not from peer or aspirational peer universities, a justification in 
the form of program ranking and expertise credentials are expected and should be included 
in the biography of the external reviewer. 
 
Departments MUST utilize Interfolio to solicit the external reviewers’ letters using the 
University’s Standard External Reviewer Letter Template as opposed to manually emailing 
outside of Interfolio.  
 
The External Reviewers process may require action by the Department P&T Review 
Committee and/or the Department Head over the summer months to help ensure timely 
receipt of letters before the fall semester begins. 
 

Late August – Early 
September 

Election conducted for the University Promotion and Tenure Committees and the Dean will 
convey two elected nominees for each committee to Faculty Affairs. From the nominees, 
Faculty Affairs and the Office of the Provost will select one representative for each 
University committee who will serve a two-year term.  
 
The University Promotion and Tenure Committee (UPTC) will evaluate cases for tenured 
and tenure track faculty and consist of tenured full professors.  
 
The University Promotion Committee (UPC) will evaluate cases for academic professional 
track faculty and consist of full professor rank (including Principal Lecturer). 
 

https://tamucs.sharepoint.com/teams/Team-FacultyAffairsIntranet/SitePages/Promotion-&-Tenure.aspx
https://tamucs.sharepoint.com/teams/Team-FacultyAffairsIntranet/SitePages/Promotion-&-Tenure.aspx
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Timeline / Deadline Action 
First Day of the Fall 
Semester (mid-late 
August) 

Department P&T Review Committees resume review, analysis, and evaluation of all 
Candidate cases for the cycle and writes applicable reports following all governing 
guidelines. 
 

September 15th Department P&T Review Committee deadline to submit the required report and 
recommendation for each Candidate’s case in Interfolio and may use the P&T Committee 
Report Memo Example as an example of the structure which includes the following 
sections: 
 

• Introduction to the Case 

• Research/Scholarship/Creative Activities 

• Teaching, including the synthetic analysis of student evaluations, chronologically 
and in tabular form 

• Service 

• Other (optional) 

• Summary of Discussion 

• Voting table (Yes/No/Absent/Recused only) 

• Table of committee members names with titles and a place for signatures 
 
Note Academic Professional Track (APT) faculty are only evaluated in two dimensions, 
typically teaching and service, so the summary report for APT promotion and mid-term 
review cases will only address the dimensions in which the faculty member is required to 
perform. 
 

September 30th Department Head Recommendation letter due in Interfolio for all cases and may use the 

Department Head Report Memo Example, meaning the structure of the report includes the 

following sections: 
 

• Introduction to the Case 

• Research/Scholarship/Creative Activities 

• Teaching 

• Service 

• Other (optional) 

• Recommendation 
 

October 31st College P&T Review Committee Report and Recommendation due in Interfolio for all cases 

and may use the College P&T Committee Report Memo Example, meaning the structure of 

the report includes the following sections: 
 

• Introduction to the Case 

• Research/Scholarship/Creative Activities 

• Teaching 

• Service 

• Other (optional) 

• Summary of Discussion 

• Voting table (Yes/No/Absent/Recused only) 

• Table of committee members names with titles and a place for signatures 
 

https://tamucs.sharepoint.com/teams/Team-FacultyAffairsIntranet/SitePages/Promotion-&-Tenure.aspx
https://tamucs.sharepoint.com/teams/Team-FacultyAffairsIntranet/SitePages/Promotion-&-Tenure.aspx
https://tamucs.sharepoint.com/teams/Team-FacultyAffairsIntranet/SitePages/Promotion-&-Tenure.aspx
https://tamucs.sharepoint.com/teams/Team-FacultyAffairsIntranet/SitePages/Promotion-&-Tenure.aspx
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Timeline / Deadline Action 
November 30th Dean Recommendation Report due in Interfolio for all cases and may use the Dean Report 

Memo Example, meaning the structure of the report includes the following sections: 

 

• Introduction to the Case 

• Research/Scholarship/Creative Activities 

• Teaching 

• Service 

• Other (optional) 

• Recommendation 
 

December All promotion and tenure cases submitted to “Faculty Affairs Staff Review” level in Interfolio. 
Deadline set annually, typically first week of December. Prior to submitting to Faculty 
Affairs, the College Administrator will ensure the “Summary Data Table” (formerly known as 
the dossier coversheet) is completed accordingly with the college level outcomes and voting 
for each case.  
 
All “Mid-Term, Tenure Track; Mid-Term, Academic Professional Track”; and “Post Tenure 
Review” cases complete and closed in Interfolio. 
 
Annual Review process starts over with faculty ensuring their activities are updated in 
Interfolio’s Faculty180 and due to the Department Head by February 1st. Refer back to 
beginning of this timeline for continuance of the annual evaluation process and the faculty 
annual evaluation cycle. 
 

January 
(of following year) 

University promotion and tenure committees offer recommendations to the Vice President 
for Faculty Affairs and Provost. 
 
Dean schedules meeting for early in the spring semester with faculty member and 
Department Head for Mid Term, Tenure Track cases to discuss progress towards promotion 
with tenure. 
 
Department Head schedules meeting for early in the spring semester with faculty members 
who underwent a Mid Term, Academic Professional Track review to discuss progress 
towards eventual promotion. A meeting including the Dean may be scheduled upon request. 
 
Department Head schedules a meeting for early in the spring semester with faculty who 
underwent post tenure review. A meeting including the Dean may be scheduled upon 
request. 
 

February 
(of following year) 

Office of Faculty Affairs meets with Dean to discuss recommendations for all promotion and 
tenure cases. 
 
Provost forwards recommendations to University President on all promotion and tenure 
cases. University President forwards recommendations for all promotion and tenure cases 
to the Board of Regents. 
 
President meets with the Vice President for Faculty Affairs and Provost and reviews 
recommendations. The President forwards recommendations for tenure to the Board of 
Regents (BOR), through the Chancellor. The President makes final decisions on “promotion 
only” cases. 
 

February – March 
(of following year) 

All “Mid-Term, Academic Professional Track” faculty case follow-up by the Department 
Head will occur no later than during the faculty member’s annual review meeting.  
 

April - May 
(of following year) 
 

Board of Regents reviews recommendations and makes final decisions on tenure cases. 
 

https://tamucs.sharepoint.com/teams/Team-FacultyAffairsIntranet/SitePages/Promotion-&-Tenure.aspx
https://tamucs.sharepoint.com/teams/Team-FacultyAffairsIntranet/SitePages/Promotion-&-Tenure.aspx
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Timeline / Deadline Action 
May 31st 

(of following year) 
 

All post tenure reviews are complete well before the System mandated deadline. 
 

September 1 
(of following year) 

Promotion and Tenure effective for successful cases. 
 
Six-year peer review clock resets for “Post Tenure Review” cases (or the five-year clock 
resets for an endowed position holder or faculty administrator).  

 

Related Statutes, Policies, or Requirements 

University Rule 12.01.99.M1 University Statement on Academic Freedom, Responsibility, Tenure and Promotion 

Standard Administrative Procedure 12.06.99.M0.01 Post-Tenure Review 

University Guidelines for Annual and Mid-Term Review 

University Promotion and Tenure Guidelines  

 

 

Addendum Resources 

A. Mandatory Consideration, Tenure Track Document Checklist 

Tenured, Promotion Document Checklist 

B. Promotion, Academic Professional Track Document Checklist 

C. Mid-Term Review, Tenure Track Document Checklist 

D. Mid-Term Review, Academic Professional Track Document Checklist 

E. Post Tenure Review Document Checklist 

F. Department P&T Review Committee Document Checklist 

G. Department Document Checklist 

H. College Document Checklist 

I. Interfolio Annual Evaluation Steps 

J. Interfolio Cycle Evaluation Steps 

 

https://rules-saps.tamu.edu/PDFs/12.01.99.M1.pdf
https://rules-saps.tamu.edu/PDFs/12.06.99.M0.01.pdf
https://facultyaffairs.tamu.edu/evaluation-development/annual-evaluation-and-mid-term-review.html
https://facultyaffairs.tamu.edu/evaluation-development/promotion-tenure.html
https://facultyaffairs.tamu.edu/evaluation-development/promotion-tenure.html

