
FAQ Follow-Up from the Spring 2020 Promotion  

Information Meeting 

1) Do Spring 2020 student evaluations (SEI summaries) need to be included? 

• Follow the directions as noted in the S3P, the CBA, and the 2020-2021 THE PROMOTION 

PROCESS. 

• Be aware of the joint statement by Drs. Mash and Greenstein about the transition to fully online 

after spring break 2020. This indicates:  

Where faculty move from face-to-face to another modality, they will use their best efforts to 
adapt to and engage in the new modality. At the same time, it will remain within the discretion 
of the faculty member whether or not to include student evaluations in performance reviews so 
as not to discourage innovation. Nor should faculty should be penalized for not submitting these 
evaluations.  Peer evaluations should be completed to the greatest degree possible. Should it not 
be possible to complete a peer evaluation, department chairs and evaluation committees must 
provide the faculty member with a letter stating this fact.  

• Note the aforementioned documents (S3P, CBA) allow for annotation of why SEI summaries are 

not provided for a semester within the last 3. 

• CBA: https://www.apscuf.org/wp-content/uploads/2020/02/FacultyCBA2019-23final.pdf 

• S3P and THE PROMOTION PROCESS: https://www.iup.edu/academicaffairs/for-

faculty/promotion-tenure-sabbatical/promotion/ 

 

2) How can candidates access their personnel file if we are off-campus in the fall? 
There are two possible scenarios/answers: 

 
ON-CAMPUS 
Since we currently slated are to be on campus in the fall, candidates should request to see their files 
ASAP after the semester starts, or as soon as they are allowed to return to campus (whichever is 
first).  
 
To do so: 

a. Candidates should call 724.357. 2249 to arrange a meeting with Tracey Poach in Human 
Resources to review their files.  

b. On the day of the appointment, candidates should take their ID’s to HR for Tracey to verify. 

c. She will have them review the files in a room within HR. 

d. Ensure that your personnel file has the following: Letter of Appointment, Official transcripts, 

Promotion Letter (if applicable because of prior IUP promotion), Degree claimed (e.g. degree on 

application matches that on official transcript), Years in rank (or years of experience) 

a. If any item is missing, tell/email Tracey Poach and explain that you are applying for 
promotion and want to know the status of whatever is the missing item. 

b. Follow up to ensure that the item is placed in the file. (Tracey will indicate whether the 
candidate is to get the item or if she will look.) 

e. This should all be completed prior to November 1. 
 

IF THERE IS A MANDATED MOVE OFF-CAMPUS 
If for some reason, the ability to be on-campus should change before November 1, a candidate may 
email Tracey Poach (tpoach@iup.edu) and ask to have their file reviewed for the needed items 
[Letter of Appointment; Official transcripts; Promotion Letter (if applicable because of prior IUP 
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promotion); Degree claimed (e.g. degree on application matches that on official transcript); Years in 
rank (or years of experience)] 

a. If Tracey indicates that any of the needed items are missing, she will usually indicate 
whether the candidate is to get the item or if she will look for it. Be sure to clarify this.  

b. Follow up to ensure that the item is placed in the file.  
 

3) Is a Teaching Philosophy needed? 

• It is not required, but can provide a useful framework for the application and for the 

reader; thus, it is recommended. 

• For non-teaching faculty, it is still recommended to Include a guiding philosophy for your work 

or tie your work to education (if related) – education can occur in many venues and through 

many vehicles.  

• Again, the teaching philosophy is not mandatory. It can be a useful way to frame an application. 

 

4) Does the table of contents count as one of the 40 pages of the SD? 

• Yes. 

5) What do you mean by completed presentations at conferences/Can you consider "completed" 

presentations those accepted for presentation but that were canceled due to the current situation? 

• For any dates prior to March 2020, completed means the presentation was given by the 

candidate at the conference/meeting/etc., noted. 

• For presentations for which acceptance can be verified, but which were not able to be 

presented, due to covid-19, the following annotation in the application and evaluation 

documents is suggested (IUP APSCUF suggestion): 

 

“Due to the COVID-19 virus in the Spring of 2020, the faculty member (I) was unable to travel to 

conferences to present already accepted paper(s) and was not able to meet with certain 

committees/service groups due to meeting cancellations. Reviewers are reminded (requested) to 

include consideration of these exceptional circumstances in the review of faculty member X’s 

(my) work.” 

6) What if we’re not on campus this fall? 

All applications and reviews occur online. Being on-or-off campus will not affect that submission. 

It is understood that candidates’ materials for their applications may be in physical form in their campus 
offices: 

a) Currently, we are supposed on campus this fall. Given that scenario, applicants are 
encouraged to formulate a plan what they need to get from their offices, when allowed in, 
to support their application. Understandably, this is acknowledged to be stressful, 
considering all the other changes, but it is necessary. 

b) Over the summer, if a faculty member’s dean is amenable, it may be possible to request, 

through the department chairperson to the dean, that a specific date and time be agreed 

upon wherein the candidate my go into the office and gather/scan materials. 

a. NOTE: Due to cleaning protocols, the request must be limited and specific. 

7) Is there a difference between accepted and in print in terms of publication? 



• “Completed” is a publication that has been published during the timeframe for which you are 

seeking promotion 

• “Accepted” is not completed. 

8) Does published online count as a publication? 

• Published online (or online before printed publishing) can be considered “completed.” 

9) When are the applications due? 

• November 1, 2020 

10) When will the 2020 updated forms and application be posted? 

• Materials and guidance are available at: https://www.iup.edu/academicaffairs/for-

faculty/promotion-tenure-sabbatical/promotion/ 

 

Other Useful Information: 

Be sure to review the PowerPoint, Tips from the UWPC, on the promotion website. 

1) The committee is not obligated to increase the font nor click on any links. Please see THE 

PROMOTION PROCESS for specifics 

2) Think of the document as the ENTIRE documentation. Include the abstract if you have room. This 

application is different from submitting a box. 

3) Upload the completed application ahead of time. When you submit the document and you forgot to 

add something else, you need to resubmit the whole thing. You can do this if you submit early before 

the deadline. Plan to submit early. 
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