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Position Description Guidelines 
OSU rewards faculty with promotion and/or tenure for performing assigned duties well, achieving scholarly pursuits, and serving the university and academic unit within the context of their position description. Therefore, each faculty member should have a position description that is accurate and structured in such a way that the responsibilities and expectations of accomplishment are clear. 

Horticulture position descriptions list assigned duties and scholarship with research, teaching, extension, administration, and service. Assigned duties result in accomplishments, impacts, and measured significance (including Federal “performance indicators” in Extension and assessments of social, environmental, and economic impacts) over time. A faculty member will normally develop several areas of expertise to report accomplishments, often referred to as “theme areas.” Scholarship and creative activity describes new discovery, application, integration, or creative work that is communicated to and validated by peers. Scholarship and creative activity should be focused, rigorous, and critical for the purpose of advancing research and/or learning within the profession. All faculty are expected to participate on committees or provide other services toward the department, college, or university. 

The position description is dynamic. It is the faculty member’s responsibility to review their position description with their supervisor annually to ensure that it is accurate, and changes can be made if necessary. Major changes to job descriptions should be presented to and discussed with the Horticulture faculty well in advance of consideration for promotion and tenure. 

Departmental Procedures 

The department adopts the policies of the university and the college with respect to both concept and procedure. These are described here.  Details of the department’s policies follow. 

A. Candidate's Dossier and Peer Review 
A promotion and/or tenure decision is based primarily on the evaluation of the faculty member's dossier, supplemented by information presented by candidates at the department’s annual P&T meeting (open to all members of the department), and reviews from external peers and stakeholders. The P&T process should produce the information needed for making rational and equitable decisions. Well in advance of promotion, the candidate should meet with the faculty mentors (annually) and have them review the documentation and provide editorial comments and suggestions for organization. A final review by faculty mentors should occur prior to the submission of the dossier to the department during the review year.
The dossier is available for peer-review by all Department faculty. Information, research, and learning are peer-reviewed to improve the quality and the debate about their meaning, especially when new information or approaches are developed. The Horticulture faculty is committed to the peer review process including benefits derived from critical review of accomplishments, scholarship, and service. Peer review can improve the research, teaching, and delivery process along with providing the necessary review for promotion, tenure, and post-tenure review. 

Peer reviewers are responsible for a critical analysis of colleagues’ accomplishments, scholarship, and service. Faculty should provide comments about the scope, accuracy, and relevancy of the work. Peer reviews compliment the reviews of supervisors. As with peer interpretation of science, review comments must be critical with the intent to judge against standards, must examine evidence, and should improve on the presentation of information. Promotional advertising of technologies, programs, and colleagues may be a part of securing funds, selling a practice, or marketing horticulture, but needs to be separated from critical analysis and synthesis of ideas, data, and knowledge. Peer comments associated with making excuses for tough assignments or shifting the goals of scholarship to accommodate the process or person eventually erode opportunities for learning and improvement. 

B. Department Public P&T Meeting 
This meeting is held annually with the purpose of allowing faculty to present their work within the context of their position description. There are three categories of presenters and reviews, including the following:  1) annual reviews of faculty who are pre-tenure or looking to advance to another rank, 2) mid-term reviews of faculty who are at the half way point toward achieving tenure, and 3) promotion reviews for those who are seeking tenure and/or promotion in that year. Prior to the annual meeting, all Horticulture Department faculty members are expected to review the file of each candidate (see A. above). The files will contain Position Description, Candidate’s Statement and Curriculum Vitae. The documentation for those going forward for promotion, including the clientele and external reviewer letters will only be available to members of the Departmental P&T Committee and the Department Head.

The annual meeting is open to all members of the department. The meeting will be facilitated by the Chair of the Department P&T Committee. The department head may attend but is expected to engage in mainly a listening role. Unit supervisors may attend and provide input into activities of the candidate. During the meeting, the P&T Committee will review all members, the specific criteria for promotion and granting of tenure. All departmental members who attend the P&T presentations will have the opportunity to listen to the candidate’s presentation and ask questions for clarification on the candidate’s presentation and dossier. A feedback form allows all faculty to provide input to the candidate (for annual reviews) and/or P&T committee (for those being promoted or under mid-term review in that year). All candidates up for promotion or mid-term review will have already submitted their candidate packages prior to this meeting and will not be able to make changes.
The Chair of the P&T committee will coordinate the discussion. The Chair must monitor and not allow discussions of personal characteristics (e.g. race, sex, religious beliefs, sexual orientation, age, and marital or immigration status) that do not directly relate to interpretation of performance measures, nor of the consequences of promotion (or not) for personal matters. 

The results of the annual meeting, including a synopsis of the discussion of the case, are reported in a letter to the Department Head, which is prepared by the Departmental P&T Committee. 

C. Department Promotion and Tenure Committee 
The P&T Committee is formed each year to review candidate(s). This committee consists of a mix of departmental members representing faculty at the full and associate level for professors and professors of practice (PoP). Committee members must represent the various missions of the department (teaching, Extension, research, etc.). The committee consists of seven members, four of whom are full professors, two are associate professors, and one is a PoP. If there are not enough full professors to fill all vacancies, then associate professors may stand for election. The committee members are elected by vote of the entire Department of Horticulture faculty. Each committee member serves a three-year term with elections staggered to minimize all committee members rotating off in the same year. Once the committee is selected, the members vote on a ballot of members who are eligible as chair (must be full rank professor or PoP) for the current year. The chair serves for one year, and a new chair is selected annually. The faculty chair should not serve more than two consecutive terms. The chair leads the department’s P&T meeting and all follow-up meetings of the P&T committee.
This committee is charged with an in-depth critical review of each candidate’s dossier. At the annual department P&T meeting, all members of the P&T committee will listen to presentations by candidates. A primary and a secondary reviewer of this committee will be appointed to review, critique and summarize the P&T committee’s analysis of each candidate in a letter that will become part of a candidate’s P&T dossier. The letter critically reviews the candidate’s dossier, including position description, candidate’s statement, CV, results of clientele and/or teaching surveys, and outside reviewers’ letters. An important role of the Departmental P&T Committee may be to provide context and help interpret activities of the candidate and how they relate to the position and granting of tenure and/or promotion. This letter is submitted as part of the documentation that is forwarded for review by the department Head, Deans, CAS P&T committee and University P&T committee. 
Conflict of interest rules require that the Department Head not be present or influence P&T committee deliberations and decisions. Committee members should declare conflict of interest situations and may be required to recuse themselves during discussions. University policy can be found here.
D. Evaluation Process for Promotion and/or Tenure 
Refer to the current Horticulture P&T Guidelines and Procedures for Decision 2023 REVISED (020422) for information on the promotion and tenure process. 
E. Subsequent Schedule and Approximate Timeline 
1. Late October. The letter is sent by the P&T Committee to the Department Head. 

2. November. The Department Head includes his/her own letter of evaluation and recommendation. The Department Head shares the outcomes of the unit reviews with the candidate.

3.  Early December. The Department Head sends the completed package to the Dean of the College. 

4. January – February. The College P&T Committee reviews the dossier and drafts a letter to the Dean. Dossiers with all letters are submitted to the Dean and Associate Dean for review. 

5. Mid-February. Dossiers submitted by the College to the President. 

6. April. Dean reviews cases with university P&T review team (usually Vice President of Research, Provost, Dean of the Graduate School, plus others). 

7. Mid-June (or earlier). Dean, Department Head, and candidate are notified. 

