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PART 1.  THE FACULTY OF RENSSELAER 
 
 
1.1 INTRODUCTION

 
The Rensselaer Faculty Handbook presents Faculty rights, privileges, 

responsibilities and related procedures including the rules and regulations that affect 
Faculty appointment, promotion and tenure status at Rensselaer.  The Handbook 
applies to Rensselaer Faculty as defined in Section 1.4.1 at all Rensselaer locations, 
unless noted otherwise.  The Handbook is reviewed annually in accord with the terms 
of The Faculty Senate Constitution. Handbook revisions require a majority vote of the 
Faculty Senate, concurrence of the Provost, and the approval of the President of the 
Institute.  While there are policies and procedures pertaining to the Faculty in their 
capacity as employees of Rensselaer, this Handbook addresses only those that pertain 
to the Faculty in their role as Faculty.  Institute-wide academic policies are the 
responsibility of the Office of the Provost.  Other policy documents are available 
from the Division of Human Resources, the Office of Research Administration and 
Finance and other Rensselaer entities.  To the extent that these affect Faculty, it is the 
obligation of the Provost to maintain up to date copies of these documents or links to 
these copies on the official website of the Office of the Provost 

 
 

1.2 INSTITUTE PURPOSES AND OBJECTIVES
 

Rensselaer develops broadly educated men and women who will be able to 
exert constructive leadership in society and to contribute to human welfare.  Both for 
the enrichment of Rensselaer and for the greatest contribution to society, Rensselaer 
seeks to nurture an environment for Faculty and students from a variety of 
geographical, intellectual, ethnic, economic, and cultural backgrounds. 

 
Founded in 1824, by Stephen Van Rensselaer, the Institute was established 

“for purposes of instructing persons, who may apply themselves, in the application of 
science to the common purposes of life.” Rensselaer is the first degree granting 
technological institute in the English-speaking world.  Rensselaer educates the leaders 
of tomorrow for technologically based careers - we celebrate discovery, and the 
responsible application of technology, to create knowledge and global prosperity.  
Today, Rensselaer provides a vital and expanding infrastructure to facilitate its 
mission and the contributions and creativity of its students, Faculty and employees. 

  
Rensselaer strives continuously to attract and nurture a Faculty of outstanding 

scholarship and educative ability and will work to provide those material facilities 
and opportunities needed for optimal achievement and intellectual growth.  Central to 
the purpose of Rensselaer Polytechnic Institute are scholarship, education and service.  
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Scholarship. Scholarship includes research undertaken at Rensselaer to 
discover new knowledge, solve problems, stimulate a spirit of inquiry and educate 
students.  Scholarship may also include significant contributions to the creative arts.   

 
Education.   Rensselaer provides educational programs of distinction at all 

academic levels in architecture, engineering, science, management, and the 
humanities and social sciences. 

 
Service.  Rensselaer has an obligation to utilize its abilities to the betterment 

of the Rensselaer community, the various professions it serves and society as a whole.   
 
 
1.3 INSTITUTE ORGANIZATION
 
1.3.1 The Corporation and Board of Trustees
 

The Corporation of Rensselaer Polytechnic Institute is governed by the Board 
of Trustees under the Act of Incorporation of March 21, 1826, and its amendments as 
adopted by the General Assembly of the State of New York.  The Board is 
empowered to govern itself under its by-laws and to adopt regulations for the conduct 
of the Institute. 

 
The Board of Trustees includes up to 34 members elected for terms of four 

years.  The mayor of Troy is an ex-officio member.  The Board meets at the call of 
the Chair of the Board, holding at least four regular meetings during the year.   
 
1.3.2 Institute Administration 

 
The Chief Executive Officer of the Institute is the President, who is assisted 

by key administrators in broad areas of Institute management. 
 
1.3.3 Academic Affairs
 

The academic affairs of the Institute are directed by the Provost.  The Deans 
of the Schools of Architecture, Engineering, Science, Management, and the 
Humanities and Social Sciences; the Deans of Graduate Education, Undergraduate 
Education, and Rensselaer at Hartford; and the Chairs of the various academic 
departments and centers are responsible for the academic programs within their areas.   
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1.3.4 Research Administration
 

The Office of the Vice President for Research coordinates major research 
themes and programs through interdisciplinary research centers and provides 
guidance for research programs throughout the Institute.  
 
 
1.4       FACULTY ORGANIZATION
 
1.4.1    Faculty Positions 
 

For purposes of this Handbook, “Faculty” at Rensselaer is comprised of the 
Tenure Faculty and Non-Tenure Faculty only as follows:  

 
The Tenure Faculty includes the Chaired Professors (Institute Chair, 

Constellation Chair, Career Development Chair and Endowed Chair), the tenured and 
tenure-track Faculty (Professor, Associate Professor and Assistant Professor).  The 
“tenured Faculty” are those members with a grant of tenure.  “tenure-track Faculty” 
refers to those members among the Tenure Faculty who have not yet received a grant 
of tenure. The term “Tenure Faculty” includes tenure-track and tenured faculty.   

 
The Non-Tenure Faculty includes the Research Faculty (Research Professor, 

Research Associate Professor and Research Assistant Professor); and the Clinical 
Faculty (Clinical Professor, Clinical Associate Professor, Clinical Assistant 
Professor).   
 

Other individuals holding titles as Emeritus, Adjunct, Visiting or ROTC 
Faculty, as described is Part 2.4.3, are outside the scope of this Handbook and are 
addressed separately in accord with relevant Rensselaer policies and procedures.  
However, retired faculty may participate in faculty senate activities to the extent 
authorized in the Constitution of the Faculty Senate.  
 
1.4.2 The Schools
 

The Faculty is organized into the Schools of Architecture, Engineering, 
Humanities and Social Sciences, Management, and Science.  The schools of 
Engineering, Humanities and Social Sciences, and Science comprise several 
departments. Individual schools have their own Faculty groups and curriculum 
committees to deal with intra-school matters.  

 
Administrative units not included within a particular school are: Education for 

Working Professionals, the Departments of Aerospace Studies, Military Science and 
Naval Science. 
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Additionally, Rensselaer at Hartford, a branch campus, administers academic 
departments and programs at its campus in Hartford, Connecticut.  It is understood 
that all Faculty appointments are specific to a location, either Troy or Hartford.  
 
1.4.3 The Faculty Senate
 

The Faculty Senate is the representative body of the Rensselaer Faculty; it 
reports its deliberations to the Faculty and to the Provost  

 
General Meetings. A General Meeting of the Faculty will be held each 

semester. 
 
Open Meetings.  The president of the Senate shall call an open meeting of the 

Senate at least once a month during the academic year. 
 
Special Meetings.  Issues of pressing importance can be brought before a 

special meeting of the general Faculty.  
 
Procedures for meetings, along with the purposes and organization of the 

Senate are described in the Constitution of the Faculty Senate.   
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PART 2.  ACADEMIC APPOINTMENTS, PROMOTION & TENURE  
 
  
2.1      APPOINTMENTS— INTRODUCTION  
   

This Part 2 of the Handbook governs the appointment of Faculty and certain 
academic administrative appointees. The process outlined applies only to the Faculty 
of the Institute as defined in Part 1.4.1.  Other individuals are outside the scope of this 
Handbook and addressed separately in accord with relevant Rensselaer policies and 
procedures.  Individuals in the Emeriti, Adjunct, Visiting or ROTC Faculty are 
discussed in Section 2.4.3.  All appointments are made in the form of written 
agreements and must be made in accordance with the Guidelines of August 1978 
approved by the Board of Trustees and in accordance with the The Rensselaer Human 
Resources Policy Guidelines. 

 
 

2.2 APPOINTMENTS—PROCESS
 
2.2.1    Overview

 
The procedure for appointing Faculty and certain academic administrative 

appointees at Rensselaer varies among the titles and ranks of the individuals in 
accordance with specifics provided in Section 2.4 of this Policy.  The appointment of 
Faculty begins with an evaluation leading to an appointment recommendation, which 
is typically, initiated at the department level.  Each appointment recommendation 
must include an Appointment Proposal that defines the parameters of the proposed 
position.  The recommendation is then evaluated using the review process defined 
below where it is either rejected or recommended to the final appointment authority.  
The particular review process and designated final authority for execution of an 
appointment varies by position.  Section 2.4 describes the attributes of each category 
of Faculty and outlines the requirements and any exceptions in the appointment 
process.  This Section provides a general overview of the process.  

 
 

2.2.2   Appointment Recommendation
  

Typically, Faculty appointments are initiated at the department level, with the 
exception of Chaired Professorships and administrative appointments, which may be 
initiated by the Dean, Provost or President.  The tenured Faculty of the department 
initiate the process on the basis of an evaluation and discussion, which may include 
input from other knowledgeable persons in its Faculty and at Rensselaer. The tenured 
Faculty recommend the appointment to the Department Chair.  For those schools that 
do not have departments, the process may initiate at the school level.   
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2.2.3    Appointment Proposal
 

In concert with the tenured Faculty, the Department Chair creates an 
Appointment Proposal, which includes a criteria statement that specifies (1) the roles 
and responsibilities of the appointment, (2) the relative weights of the evaluation 
criteria categories for the appointment (see Section 2.4), including established 
department-specific criteria, and (3) the terms and conditions of the appointment, 
including tenure status, the possibility of reappointment, the term of notification of 
intent to reappoint, whether the appointment is full-time or part-time and to which 
campus the appointments applies.  The resulting proposal is forwarded to the 
appropriate academic Dean for review and submission to the Provost for approval.  

 
2.2.4    Appointment Type

 
Appointments fall into one of two categories, which are usually initiated on 

the following basis.   
 
 Initial Appointments. Initial appointments include external candidates who 

are new hires and internal candidates with a new appointment that does not constitute 
a reappointment or promotion. The initial appointment process may be initiated on 
the basis of a search for a candidate with credentials and expertise in line with the 
appointment criteria and the goals and needs of Rensselaer.  All Faculty appointments 
of more than one year require an open and competitive search as defined in this 
Handbook.  

 
 Reappointments and Promotions. Reappointments and promotions are 

initiated on the basis of the quality of the annual Performance Evaluation of the 
candidate, as well as specified appointment criteria and the goals and needs of 
Rensselaer.   

 
2.2.5   Appointment Review 
 

Typically, all appointments undergo the three types of review, Committee 
Review, Peer Review and Public Review, which are defined below.  The review 
standards for each category are specified in Section 2.4.   

 
Committee Review. Certain appointments, as outlined below, require review 

by one or more of the following Rensselaer promotion and tenure review committees:  
at the department and school level review, are the Department Committee for 
Promotion and Tenure (DCPT) and the School Committee for Promotion and Tenure 
(SCPT); at the Institute-wide level review, are the Faculty Committee on Promotion 
and Tenure (FCPT), the Committee of Deans (CD) and the Joint Committee on 
Promotion and Tenure (JCPT). These committees are fully described in Section 2.11.  
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Peer Review.  Certain appointments, as defined below, require peer review.  
For external peer review, reviews are solicited based on a list of potential reviewers 
selected by the Department Chair.  The process for obtaining these reviews is 
described in Section 2.9. 

 
Public Review.  Certain appointments, as defined below, may require review 

by all or part of the Rensselaer community.  Public Review typically occurs prior to 
the department recommendation.  For example, in most cases a public presentation by 
the candidate and interviews with the Faculty, staff and students in a department 
should be part of the process.   

 
2.2.6   Appointment Authority

 
The Provost has final appointment authority for all Faculty.  Recommendation 

to the Provost for Faculty appointments should contain at a minimum, external 
references, a curriculum vitae, information concerning professional experience 
including scholarship and education, and confirmation that the Faculty of the 
department has reviewed and recommends the appointment.  

 
2.2.7 Appointment Approval 
 

The Provost will prepare a list of appointment recommendations to be 
forwarded to the President for final approval or as information items, as the case may 
require.  This list forms the basis of the President’s report on final appointments to the 
Board of Trustees. No officer of Rensselaer has authority to bind Rensselaer to an 
appointment without following the appointment process described above. Further, 
Faculty members do not have the authority to make academic appointments, even if 
the supporting funds come from research grants supervised by the Faculty members.  
Any such promises or assurances of appointment are unofficial until approved by the 
final appointment authority as described herein. Candidates should be fully and 
carefully informed of Rensselaer’s procedures and schedule for consideration of 
appointment recommendations.   

 
 

2.3 APPOINTMENTS—CRITERIA 
 

The criteria for appointments are the same as those for promotion outlined in 
Section 2.10 and are applicable for all appointments. 

 
Appointment Privileges. Full-time Faculty are expected to receive an office, 

computer, telephone, staff support, and access to other basic facilities and support that 
are necessary for them to carry out their work.  The expectation is that full-time 
Faculty will have their own office or equivalent, except in cases of financial exigency 
or short-term space shortages.  Faculty will receive a Rensselaer identity card and 
rights to access campus facilities, including but not limited to athletic facilities, the 
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library, parking, dining halls, and computing facilities.  Use of computing facilities 
will include a computer account that allows access to the Internet, electronic 
resources provided by the library, and electronic mail.  

 
Term of Appointment. Terms of appointment for Faculty are of three types: 

an ongoing term, an open term which is extendable, or a fixed term which is 
renewable. (1) “Ongoing term” appointments apply to tenured Faculty; (2) “Open 
term” appointments apply to tenure-track Faculty.  Such appointments are typically 
for three years and may be extended for a second term of up to 3 years, contingent 
upon the third-year review; (3) “Fixed term” appointments apply to the Non-Tenure 
Faculty. Such appointments are typically of one to three years duration and may be 
renewed with a new contract.  

 
Notice of Extension.     Extension of tenure-track Faculty appointments is as 

follows: (1) those in the first year of service receive 90 days notice, prior to the end of 
the first year; (2) those in the second year receive six months notice, prior to the end 
of the second year and; those in the third year or additional years of service receive a 
one-year terminal contract.  Typically, three-year appointments will be reviewed in 
the third year. Unless specifically notified of extension, the termination date specified 
in the contract shall prevail.  

 
Term of Service. Terms of service for Faculty are in two categories: (1) 

Academic Year Appointments of approximately thirty-six weeks apply largely to 
Tenure Faculty and to Clinical Faculty engaged principally in teaching; and   (2) 
Unless otherwise specified in the appointment contract, Fiscal Year Appointments for 
the 12-month fiscal year apply largely to Research Faculty and certain administrative 
appointees.  

 
Resignation or Retirement.  Faculty should provide a minimum of one 

semester’s notice prior to resignation or retirement.  Only by approval of the Board of 
Trustees may a Faculty member, who has retired, be employed in any specified fiscal 
year.   

 
 

2.4     APPOINTMENTS—POSITIONS AND ATTRIBUTES    
 

2.4.1  Tenure Faculty     
 

All appointments to the Tenure Faculty are made by the Provost with the 
approval of the President and, in the case of tenure, by the Board of Trustees or its 
Executive Committee in accord with the appointment process outlined in this Part 2.  
All external candidates receiving a grant of tenure will be processed using the same 
tenure procedure as internal candidates.  Appointments of external candidates to 
Chaired Professorships must be reviewed following the same procedures for Tenure 
Faculty appropriate to the process for their rank. This review includes review by the 
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Joint Committee on Promotion and Tenure (JCPT) for purposes of granting tenure 
only and, in addition, review by the Chaired Professors Committee (CPC).  In the 
case of tenure-track Faculty, reappointment usually occurs after the ‘third-year 
review.’  This process is based on a review of the curriculum vitae, scholarship 
record, and teaching evaluations by the tenured Faculty in the department. The term 
“scholarship” as used in this Handbook includes research ranging from that which is 
typically appropriate to the sciences, to creative endeavors typically appropriate to the 
fine and performing arts.  After review, the tenured Faculty may recommend the 
appointment to the Department Chair, who may recommend the appointment to the 
Dean for further review.  The Department Chair is responsible for documenting any 
recommendations for career development by the candidate.  Members of the Tenure 
Faculty are expected to be actively involved in all aspects of the academic endeavor 
including scholarship, education and service.  Members of the Tenure Faculty may 
acquire tenure, act as principal investigators, chair doctoral committees, advise 
master’s students, participate in promotion and tenure decisions, vote on curricular 
matters and participate in Faculty Senate business.  

 
 Chaired Professor Positions.  Chaired Professorships include Institute Chairs, 
Constellation Chairs, Career Development Chairs and Endowed Chairs.  It is the 
responsibility and expectation that all Chair holders will maintain a level of academic 
excellence and performance consistent with the criteria for awarding the Chair.  A 
component of this responsibility is a level of performance and stewardship to the 
Institute and, where appropriate, to the benefactor as outlined in the Policy on 
Chaired Professor Positions.  Excellence in scholarship and accompanying strengths 
in all the professional performance dimensions of scholarship, education, and service 
is expected, in addition to any specific selection criteria associated with a particular 
endowed position.  The accomplishment of excellence should be evidenced by a 
history and continued demonstration of outstanding scholarship and academic 
performance, based on national and international standards.  Institute Chairs are 
characterized by an overarching responsibility to Institute wide initiatives and may 
carry some institutional responsibilities.  Constellation Chairs are characterized by 
leadership in a broad area of research of strategic importance to the Institute.  
Endowed Chairs are characterized by leadership is a specific area of scholarship.  
Career Development Chairs are characterized by strong potential for the highest level 
of accomplishment.  It is expected that most Chaired Professor appointments will be 
made to Tenure Faculty or to those who will become Tenure Faculty upon 
appointment.  However, it is possible for a Chaired Professorship to be granted 
without tenure, for example when the appointee has not been previously tenured at 
Rensselaer or another university.  
  

 Professor.  The rank of Professor is normally attained by promotion 
from Associate Professor, although a new appointment at the level of professor is 
also possible.  An individual holding this rank should be 
an academic leader, possessing a nationally or internationally 
recognized record of excellence in scholarship, a sustained level of high quality in 
educational activities that go beyond teaching and advising, and 
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a sustained level of service to the department, the Institute, and the 
profession.  It is possible for an appointment at the rank of Professor to be granted 
without tenure, for example when the appointee has not been previously tenured at 
Rensselaer or another university. 
 

Associate Professor.  The rank of Associate Professor is normally attained by 
promotion from Assistant Professor, although a new appointment at the 
level of Associate Professor is also possible.  An 
individual holding this rank should possess a record of excellence in 
scholarship as demonstrated by an emerging national and/or international reputation, 
a level of high quality in educational activities including 
teaching and advising, and a significant level of service to the department, the 
Institute, and the profession.  It is possible for an appointment at the rank of Associate 
Professor to be granted without tenure, for example when the appointee has not been 
previously tenured at Rensselaer or another university. 

 
Assistant Professor.  Appointments at this rank are usually made for 

individuals who have completed the Ph.D. or the appropriate advanced degree, 
or have equivalent experience in the creative arts or other professions. 
Holders of this rank should exhibit, through their accomplishments, promise 
of future distinction in scholarship and education.  Appointments at the rank of 
Assistant Professor are granted without tenure.  

 
2.4.2    Non-Tenure Faculty Appointments 

 
Full-time, Tenure Faculty who are actively involved in scholarship, education 

and service will remain the dominant Faculty model at Rensselaer.  The tenure 
process is a fundamental part of Rensselaer.  However, Non-Tenure Faculty whose 
primary responsibilities are either on teaching or research and who bring specialized 
experience and expertise to Rensselaer, also fill important roles in both the 
educational and scholarly missions of Rensselaer.   

  
All appointments to the Non-Tenure Faculty are made by the Provost in 

accord with the appointment process outlined in this Part 2.  With the exception of 
appointments of one year or less, all appointments require peer review; however, 
review by the Institute-wide promotion and tenure committees is not required.  
Reappointment of Non-Tenure Faculty begins with an evaluation and 
recommendation by the tenured Faculty in the department and proceeds as described 
in Section 2.10.  Members of the Non-Tenure Faculty do not acquire tenure, however, 
they may act as principal investigators, co-chair doctoral committees with a tenure-
track Faculty member, and advise master’s students. Additionally, Non-Tenure 
Faculty, do not participate in promotion and tenure decisions, but may participate in 
other department and Institute activities to an extent that will be determined by the 
department or Institute, respectively  
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Research Faculty Appointments. The Research Faculty includes Research 

Professors, Research Associate Professors, and Research Assistant Professors.  The 
purpose of Research Faculty appointments is to increase the quality and productivity 
of the research programs at Rensselaer by permitting the appointment of scholars on a 
non-tenure basis in order to participate in and cooperate with the research efforts of 
Faculty. The Research Faculty is composed of individuals who hold a terminal degree 
and who choose to concentrate on research. The qualifications for these titles are 
commensurate with the research qualifications and level of accomplishments of a 
tenured Faculty member of similar rank and as appropriate for the profession as a 
whole.  These positions, however, will generally involve only limited teaching 
responsibilities.  Support for these positions is typically derived from research grants 
or other external funds.  An individual in the Research Faculty should not be 
supported for an extended period of time from funds derived from the unrestricted 
budget. Since Research Faculty appointments are typically contingent upon external 
funding, the appointment may be terminated when funding ceases. Indefinite 
continuity of appointment at any rank should not be assumed.   

  
  Clinical Faculty Appointments.  The Clinical Faculty includes Clinical 
Professors, Clinical Associate Professors, and Clinical Assistant Professors.  Clinical 
Faculty will generally focus on teaching and education, but persons holding these 
titles are expected to participate in professional development activities sufficient to 
remain current in their field of expertise.  The qualifications for these titles are 
commensurate with the qualifications and levels of accomplishment in the fields of 
teaching and education as those outlined for the Tenure Faculty of similar rank and as 
appropriate for the profession as a whole.  Clinical Faculty will possess life 
experiences that make them well suited for the position and allow them to bring 
significant expertise in the appropriate field. In some cases, certain qualifications may 
be accepted in lieu of a terminal degree. Such qualifications should be consistent with 
a high level of attainment in the relevant field of expertise.   
 
2.4.3    Special Faculty Categories  
 

 Individuals holding titles as Emeriti, Adjunct, Visiting or ROTC Faculty 
are described below. These Faculties are outside the scope of the Handbook, unless 
otherwise specified.  

 
 Emeriti Faculty.  A member of the Faculty may receive emeritus rank upon 
retirement based upon the recommendation of the Faculty and approval by the Board 
of Trustees. The term of appointment for Emeriti is ongoing.  This recommendation 
should be based upon the Faculty member’s outstanding achievements and 
recognized leadership in the areas of scholarship, education and service.   
 

Adjunct Faculty. The title of Adjunct Faculty is intended for situations in 
which the appointment is not the primary employment for an individual, or, if already 
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employed by the Institute, is not the primary job responsibility for an individual.  
Persons holding this title are generally hired for a single semester to teach a specific 
program, course or lecture series for a fixed term appointment of usually one 
semester, which may be renewed.  This title may be used to make a courtesy 
appointment for an individual when an affiliation between that individual and the 
Institute is mutually beneficial. 

 
Visiting Faculty.  Visiting Faculty appointments are designed for members of 

the Faculty that are on leave from their permanent place of employment usually for 
one academic year, but occasionally shorter, and are typically expected to return there 
after finishing their visit at Rensselaer.   

  
ROTC Faculty.  Military personnel constituting the ROTC faculties for the 

Air Force, Army, and Navy are assigned by the government of the United States, 
subject to the appointment by the Institute as personnel with the ranks of Clinical 
Assistant Professors, Clinical Associate Professors, and Clinical Professors.  They are 
appointed by the Provost based on recommendations of the respective branch of the 
service and the ROTC coordinator. 

 
2.4.4    Academic Administrative Appointments   

 
Academic administrative appointments that hold Faculty rank should follow 

the appointment procedures outlined in this Part 2.  Appointments with tenure status 
must follow the established procedures for appointment, promotion and tenure. 

 
President and Provost.  The President and the Provost are appointed by the 

Board of Trustees for a term of no specified duration.  They hold their respective 
offices at the pleasure of the President (as to the Provost) and the Board of Trustees 
(as to the President).  In the case of the appointment of the President and the Provost, 
it is expected that Faculty will have an integral role in the selection and search 
process.   

 
Vice Presidents.  The Vice Presidents are appointed by the Board of Trustees 

for a term of no specified duration. They hold their respective offices at the pleasure 
of the President.   A major, in-depth peer review and evaluation of each Vice 
President will be performed at least once every five years.  Faculty participation will 
be incorporated in the appointment and review process. The review will include 
anonymous input from all the Faculty. 

 
Vice Provosts. Vice Provosts who play a significant role in scholarship and 

education at Rensselaer are appointed by the President for a term of no specified 
duration. It is expected that Faculty will be involved in the search and selection of 
candidates for these positions. The appointment will be based upon the 
recommendation of the Provost in consultation with the Faculty.   
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Deans. The Deans of the five schools, and the Deans for Graduate and 
Undergraduate Education are appointed by the President, usually for specified term of 
five years, which may be extended.   The appointment will be based upon the 
recommendation of the Provost in consultation with the tenured Faculty and Chairs of 
the respective schools. A major, in-depth peer review and evaluation of each Dean 
will be performed by the Provost at least once every five years. The review will 
include anonymous input from all the Faculty of the school.  See the Rensselaer 
policy document, Guidelines for Reappointment of Academic Deans. 

  
Associate and Assistant Academic Deans. Associate and Assistant Academic 

Deans are appointed by the Dean for a term of no specified duration.  It is expected 
that Faculty will be involved in the search and selection of candidates for these 
positions. The appointment will be made in consultation with the Faculty.   

 
Center Directors.  Center Directors include Directors of Institute Centers and 

Directors of School Centers, which are also known as embedded center directors. 
Directors of Institute Centers are appointed by the President, for a specified term of 
three to five years, which may be renewed.  The appointment will be based upon the 
recommendations of the Vice President for Research and the Provost in consultation 
with the Faculty associated with the Center.  Directors of Institute Centers report to 
the Vice President for Research.  Directors of School Centers are appointed by the 
President, usually for a specified term of three to five years, which may be renewed.   
Directors of School Centers report to the Dean of the responsible School, and 
appointment is based upon the recommendation of the Dean and the Provost, in 
consultation with the Tenure Faculty associated with the Center. A major, in-depth 
peer review and evaluation of each Center Director will be performed at least once 
every five years. The review will include anonymous input from the entire Faculty 
associated with the center. See the Rensselaer policy document, Guidelines for 
Reappointment of Embedded Center Directors, which may impose more frequent 
evaluations and reappointments.   
 
  Department Chairs. Department Chairs are appointed by the President, usually 
for a specified term of three to five years, which may be renewed.  The appointment 
is based on the recommendations of the Dean and Provost in consultation with the 
Tenure Faculty of the respective department.   A major in-depth review and 
evaluation in required prior to reappointment and will be performed during the year 
prior to termination of the appointment.  The review will include anonymous input 
from the entire Faculty associated with the department See the Rensselaer policy 
document, Guidelines for Reappointment of Department Chairs, which may imposes 
more frequent evaluations and reappointments.     
 

Other Department Officers. Associate Chairs and other departmental officers 
are appointed by the Dean, typically for a term of no specified duration.  The 
appointment is based on the recommendations of the Department Chair in 
consultation with the Tenure Faculty.  

 Page 17 



FILE:  FILE TWO - FACULTY HANDBOOK DRAFT - 2005-03-23 CLEAN VERSION 
 Printed: 9/7/2005 5:15:34 PM 
_________________________________________________________________ 

 
 
2.5 APPOINTMENTS—GENERAL STIPULATIONS

 
  The following stipulations govern the appointment process at Rensselaer. 
 
Tenure through Department.  Tenure shall be held by a Faculty member only 

through the department at the specific campus in which it was granted and is not 
automatically transferable to another department or campus.  For example, a tenured 
or tenure-track position that is held through the appropriate department at Rensselaer 
at Hartford, is not transferable to any other department at Hartford and is not 
transferable to Rensselaer’s Troy campus.  However, at the discretion of the Institute, 
it is possible for a Hartford faculty member to be granted tenure in a Troy department 
provided the candidate undergoes the usual process for the granting of tenure in that 
department.  

 
Primary Appointment. Appointment to a Faculty position in the home 

department is the primary appointment of an individual hired principally to be a 
member of the Faculty. Additional assignments, such as Vice Provost, Dean, 
Department Chair, Center Director, a joint appointment to another department, etc. 
are ancillary appointments.  Upon completion of these additional assignments, an 
individual reverts to the primary Faculty appointment.   

 
Joint Appointments. Cooperative undertakings by individual Faculty 

members with other departments are encouraged and, in some instances, additional 
appointments with other departments may be made by the Provost upon a 
recommendation from the Department Chair that is based on the vote of the tenured 
Faculty.  Joint appointments should be reviewed by the respective Department Chairs 
on a periodic basis, but in no case, shall the term of the joint appointment extend 
beyond the termination date of the primary appointment.  Continuation of the joint 
appointment assumes significant scholarly involvement in the activities and affairs of 
the Department.  Specific rights and responsibilities afforded to joint appointees will 
be determined by the Department Chair based on input from the Faculty of the 
department.  

 
Acceptance of Appointments Elsewhere.  Faculty at Rensselaer may not 

simultaneously hold tenure elsewhere.  Faculty who accept a concurrent academic 
position at another institution must obtain approval from their respective Dean and 
the Provost prior to accepting such an appointment.   

 
 

 Page 18 



FILE:  FILE TWO - FACULTY HANDBOOK DRAFT - 2005-03-23 CLEAN VERSION 
 Printed: 9/7/2005 5:15:34 PM 
_________________________________________________________________ 

2.6        APPOINTMENTS—SALARY
 
2.6.1    l and Academic Year Pay  Fisca    

The fiscal year of the Institute begins July 1 and ends the following June 30. 
The academic year is approximately 36 weeks in duration. The salaries of all full-time 
Faculty are paid in twenty-four equal installments with the last installments being 
paid on or before the last day of June of each fiscal year.  Half of the academic year’s 
salary is attributed to the Fall semester and half to the Spring semester.  

 
2.6.2    Supplemental Pay 
 

All recommendations for supplemental pay for Faculty must be processed 
though the respective Department Chair, fund manager, Dean, Provost and Vice 
President for Human Resources. Supplemental summer pay for Faculty on academic 
year appointments will be limited to a maximum of 12 weeks (1/3 of the academic 
year) during the 14 week summer period.  See the Rensselaer Supplemental Pay 
Policy.  Supplemental pay may be granted as follows:  

 
Administrative Supplement. Administrative Supplements as defined in 

appointment letters or as recommended by the Department Chair. 
 
Summer Research Supplement. Summer salary resulting from externally 

funded research activities as described in an approved and funded research proposal.  
  
Summer Teaching Supplement. Summer salary resulting from scheduled 

summer session courses computed as follows: 
 
• Academic Year Salary/1440 = hourly rate  
• 3 credit course = 160 hours x hourly rate  
• 4 credit course = 210 hours x hourly rate  
 
Professional Program Supplement. Faculty members whose regular 

responsibilities constitute a full teaching load as determined by their Department 
Chair and Dean may receive additional compensation for simultaneously teaching 
intensive courses and workshops or for other activities that constitute an overload.   
 
 
2.7    MENTORING, EVALUATION AND PERFORMANCE 
 

Salary Changes. Salary changes for individual members of the Faculty are not 
automatic, but based on achievement and competitive market forces, while remaining 
within the limits of available funds and the salary structure at Rensselaer.  Salary 
changes are considered on an annual basis, following a Performance Evaluation 
conducted by the departmental Chair, and reviewed by the Dean of the appropriate 
school and the Provost. Salary changes are based upon the Performance Evaluation 
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and standards listed more extensively under promotion and tenure criteria as 
appropriate to the position, plus additional factors such as service-related activities 
necessary to administer the academic research and education programs The Provost 
provides an annual summary report on Faculty compensation to the President.  
Chaired Professors are evaluated annually by the Department Chair, Dean, and 
Provost. Salary reductions should be reserved for egregious cases of non-
performance. 

 
Salary Recommendations and Approval. Faculty salary recommendations 

shall be based on the Performance Evaluation, which are prepared by the Chair and 
submitted to the appropriate Dean and the Provost for review and approval.  The final 
decision on any salary adjustment is within the prerogative of the Provost, subject to 
the final approval of the President. 

 
Performance Evaluation. It is the responsibility of the Department Chair each 

year to conduct a formal, written Performance Evaluation of the performance of each 
Faculty member in their department in the areas of scholarship, education, service and 
established department-specific criteria.   
 

Performance Appraisal. Where applicable, as part of the Performance 
Evaluation, the Chair should also include a written Appraisal concerning the 
individual's progress towards reappointment, promotion and tenure.  The Chair is 
required to solicit relevant information for the Appraisal from the Faculty member, 
and it is the responsibility of the Faculty member to supply such information.   

 
Personal Interview. A copy of this annual Performance Evaluation and 

Appraisal, signed by the Chair, must be given to the Faculty member who should 
acknowledge receipt of the evaluation by signing it.  The document, containing both 
signatures, should be returned to the Chair.  It is also the responsibility of the Chair to 
review the Performance Evaluation and Appraisal each year in a personal interview 
with the Faculty member.  If the Faculty member agrees with the Performance 
Evaluation and Appraisal conducted by the Chair, a copy of the evaluation, signed by 
both parties, is forwarded by the Chair to the Dean of the appropriate school for 
further review.  If the Faculty member disagrees with the written Performance 
Evaluation or Appraisal, he or she is expected to make such disagreement known to 
the Chair, and has the option to comment on the evaluation, in writing.  A copy of the 
evaluation and the written response of the Faculty member, if any, are forwarded by 
the Chair to the Dean for further review.  It is the responsibility of the Dean to 
arbitrate any continuing disagreements concerning the Performance Evaluation and 
Appraisal, and to inform the Department Chair who in turn will inform the Faculty 
member of the final decision. 

 
In the case of a school with no departments, the written Performance 

Evaluation, Appraisal and Personal Interview are conducted by the Dean, and the 
results of the evaluation and written responses, if any, are forwarded to the Provost, 
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who then arbitrates any continuing disagreements. All cases of disagreement with the 
Dean are further reviewed by the Provost, who then informs the Dean and Faculty 
member of the final decision.  

 
Mentoring of Faculty.  All Faculty members will be provided the opportunity 

to work with a Faculty mentor.  The goal of each Faculty mentor is to assist fellow 
Faculty members in reaching their fullest potential as members of the Rensselaer 
community.  

 
In particular, Faculty mentors should support new Faculty members in finding 

and utilizing the campus resources to assist in course development, teaching, 
advising, proposal development, and research.  The mentor should work to introduce 
the new Faculty member to the Rensselaer and appropriate professional communities.  
The mentor should assist the Faculty member in preparing her/himself for tenure 
review and decision by providing information, support and guidance throughout the 
probationary period. 

 
During the first months after a tenure-track Faculty member's appointment has 

begun, the mentoring of the new Faculty member will be the responsibility of the 
Department Chair.  Within a year of the new Faculty member's appointment, the 
Department Chair will arrange for a mentor to work with the new Faculty member 
throughout the probationary time period, until a tenure decision is reached. 

 
The Department Chair will consult with the new Faculty member before 

assigning a mentor.  The Department Chair will ask the Faculty member to propose 
possible mentors with whom the Faculty member would be pleased to work, and 
whenever possible will assign a mentor from the names suggested by the Faculty 
member.  In the event that a junior Faculty member prefers not to work with a 
mentor, a mentor will not be assigned.  A specific professional relationship between 
the new Faculty member and the mentor is viewed as an appropriate basis for 
mentoring.  The selection of the mentor or the election by the Faculty member not to 
have a mentor will be noted in the Faculty member's file. 

 
 

2.8   PROMOTION & TENURE
 

Recommendations on academic promotions and the granting of tenure are 
extremely important to both the individual Faculty member and to Rensselaer.  
Procedures, therefore, must be well-defined and adhered to in all cases.  However, 
given the desired diversity of the schools, it is also important that the procedures 
remain flexible enough to reflect these individual differences.  It is also important that 
the departmental and school contexts of each case be recognized, considered, and 
respected at the Institute-wide level of review.  The official dossier document 
templates of each Department or School are available at the website of Office of the 
Provost . 
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2.9  EXTERNAL REVIEWERS
 

External reviewers play a crucial role in helping Rensselaer evaluate cases for 
promotion and tenure.  External reviewers are chosen as follows: 

 
(a) The members of the appropriate Department Committee on Promotion and 
Tenure (DPTC) and the candidate shall each submit to the Department Chair a 
list of potential external peer reviewers. In order to achieve independent lists, 
the Chair should first obtain a short list of names from the candidate and then 
obtain an independent list from the DPTC. 
 
(b) The Chair shall solicit, and strive to obtain an equal number of reviewers 
from each list and shall strive to receive an equal number of responses. 
 
(c) The candidate must be given the opportunity to review the list of selected 
reviewers before letters of solicitation are sent, and to comment in writing on 
the appropriateness of these reviewers for his or her particular case.  Any such 
written comments are to become a permanent part of the dossier. 
 
(d)  The Chair shall prepare a log which lists the names of the external peer 
reviewers, the dates on which letters were sent soliciting reviews, the dates on 
which responses were received, and a sample of the solicitation letter.  
Biographical information concerning each reference and a brief description of 
his or her past and present relationships with the candidate, i.e., thesis adviser, 
co-author of papers, sponsor of the candidate's grants, etc., will also appear on 
the log.  This log becomes a permanent part of the dossier. 
 
(e) If the number of external reviews received is less than the required number 
of six (6), steps (i) through (iv) are to be repeated until at least six (6) external 
reviews are received.  In order to make the case for promotion and/or tenure 
as strong as possible, reviews should be solicited broadly.  International 
references, references from several different major universities, and prominent 
figures in the candidate's field should be considered when preparing the 
selection of external reviewers.  The weight of different kinds of references 
will vary depending upon the discipline represented. 
 
(f) No external review received may be removed from the dossier. 

 
2.10      PROMOTION 
 
2.10.1    Introduction
 

Promotion is a means of recognizing the academic achievements of individual 
Faculty.  All promotions must follow the guidelines established in this Handbook.  
Ranks and titles among the Faculty are outlined in Section 2.4. Promotion among 
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Faculty at Rensselaer is typically from the rank of assistant to associate, or from the 
rank of associate to full professor.  

 
Consideration of promotion can be initiated by the individual, by the 

individual’s Department Chair (or Dean in the absence of a Chair), or by the 
appropriate Faculty (tenure Faculty holding at least the academic rank that would 
result from the promotion) in the individual’s department (or school in the absence of 
a department). Promotion may occur at any time during an individual’s career.   

 
Promotion decisions are made separate from tenure decisions, even though 

they may sometimes be considered simultaneously. It is recommended that all Faculty 
maintain a dossier that is updated on a yearly basis to reflect the accomplishments of 
the individual.  This dossier will then used as the basis for the promotion case.  
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2.10.2    Promotion — Approval  
  
Tenure Faculty.  In the case of all tenured and tenure-track Faculty, 

promotion is approved by the President after recommendations have been made by 
the appropriate Faculty (tenure Faculty holding at least the academic rank that would 
result from the promotion) in the individual's department, the Department  Chair (or 
Dean in the absence of a Chair), the committee for promotion and tenure of the 
appropriate school, the Dean of the appropriate school, the three Institute-wide 
committees defined below, and the Provost.   These recommendations will consider 
input from selected internal and external peers and from students.  The criteria for 
promotion are outlined below. 

 
Non-Tenure Faculty. In the case of Clinical and Research Faculty, promotion 

is approved by the Provost after recommendation has been made by the appropriate 
Faculty (tenure Faculty holding at least the academic rank that would result from the 
promotion) in the individual's department, the Department Chair (or Dean in the 
absences of a Chair), the committee for promotion and tenure of the appropriate 
school, the Dean of the appropriate school, and the Provost. These recommendations 
will consider input from selected internal and external peers and from students.  

 
Non-Tenure Faculty will be considered for promotion at reasonable intervals 

consistent with the corresponding intervals for tenure-track Faculty. Promotion 
decisions should be made based on the educational attainment level appropriate for 
the particular profession as a whole. The criteria for promotion should follow the 
criteria for tenure-track promotion outlined below adjusted by weighting for teaching, 
service, and scholarship established in the appointment letter.  The content and format 
of the promotion case is modeled after the content and format of a promotion and 
tenure case for tenure-track Faculty.  
 
2.10.3   Promotion — Criteria 
 

The three principal classifications of activities evaluated for promotion of 
Tenure Faculty and Non-Tenure Faculty are scholarship, education and service.  All 
are important to a promotion decision, but are not equally weighted.  Evidence of 
excellence in scholarship is paramount to the goals of Rensselaer and is of primary 
importance for Tenure Faculty.  It is important to emphasize that each promotion case 
must be judged on its own merits.  The criteria listed below are only general criteria.   
 
EXAMPLES OF CRITERIA BY RANK: 
 

Assistant to Associate Professor. Promotion from assistant to associate 
requires that the candidate demonstrate, in accordance with established criteria:  

 
(a) emerging national or international recognition for scholarly activities;  
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(b) a high degree of quality in education with an emphasis on teaching and 
advising; 

(c) service to the department, Rensselaer, and the appropriate profession. 
 
Associate Professor to Professor. In general, promotion from associate to full 

Professor requires that the candidate demonstrate, in accordance with established 
criteria: 

 
(a) an established wide national or international recognition for scholarly 

activities;  
 
(b) sustained high quality in education with a focus that extends beyond just 

teaching to advising and curriculum development; 
 
(c) sustained service to the department, Rensselaer, and significant external 

service to the appropriate profession. 
 

EXAMPLES OF CRITERIA BY AREA OF ACTIVITY: 
 
Scholarship. Scholarship is represented by the advancement of knowledge in 

a particular discipline and the dissemination of that knowledge in an appropriate 
form.  Scholarship is generally demonstrated by: 

 
(a) Quality and quantity of publications in refereed journals, papers, or books, 

and other creative works widely recognized within a particular discipline; 
 
(b) Evidence of continuing self-development and scholarly interaction with 

others in the profession with the ability to create and sustain a program of 
high quality scholarship in a particular discipline; 

 
(c) Recognized stature in a particular discipline or field; 
 
(d) Other factors such as, professional accomplishments of former students 

and dissemination of knowledge to non-specialists. 
 
Education.  The purpose of education is the transmission of knowledge and 

the stimulation of students' intellect.  Education is generally demonstrated by: 
 
(a) Long-range educational impact on students; lasting contributions to the 

professional and personal growth of those students 
 
(b) Quality of the presentation of course material and the ability to effectively 

communicate knowledge to students in a variety of modes; 
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(c) Participation in course curriculum and program development at all 
instructional levels; 

 
(d)  Direction of advanced study through thesis supervision; 
 
(e)  Effectiveness of personal interactions with students through advising, and 

career counseling. 
 
Service.  The purpose of service is Faculty participation in the 

accomplishment of the goals of Rensselaer.  Service is generally demonstrated by: 
 
(a) Service to the Institute that includes service to the school and Institute-

wide committee activities and administrative participation, as well as, 
service to the community and public in one's professional capacity as 
relevant to the goals of Rensselaer.   

 
(b) Service to the department that includes service on departmental 

committees, mentoring of Faculty, and other tasks as defined by the Chair.  
 
(c) Service to the profession that includes service to professional societies in 

the appropriate discipline. 
 

 
2.11    TENURE 
 
2.11.1   Introduction
     

Tenure Purpose. The tenure system fosters academic freedom at Rensselaer, 
including protection from hindrances to the search for knowledge and hindrances on 
the dissemination of knowledge.   The tenure system consists of rules and procedures 
that establish an essentially self-regulated body of scholars enjoying the continuity of 
existence and economic security within which academic freedom is both fostered and 
protected. The protections of academic freedom are extended to all members of the 
Tenure Faculty during their terms of appointment.  

 
The concomitant responsibility of Tenure Faculty members, benefited and 
encouraged by the tenure system, is to use the opportunities thus provided for the 
advancement of the purposes of Rensselaer and of the communities it serves. These 
purposes include scholarship, education and service. Members of the Tenure Faculty 
are obliged to share in the teaching mission so that their students may advance in 
learning. They are also obliged to push forward the frontiers of knowledge through 
scholarship and education. These activities go hand in hand, for scholarship is 
unavailing if its results are not communicated, and a lively stimulus to learn is best 
imparted by one who is adding to our store of knowledge. 
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Tenure Definition. Tenure provides a means of insuring academic freedom in 

scholarship, education and service.  Tenure is granted by the Board of Trustees and is 
defined as the assurance of academic appointment and base salary unless terminated 
by retirement, resignation, death or for causes as outlined in this Handbook. The 
granting of tenure must follow the guidelines established in this Handbook.  

 
Tenure is granted to scholars with an appropriate advanced degree and 

outstanding professional achievements who have, on the basis of past performance, 
demonstrated high potential for continuing contributions to the goals of Rensselaer.  
The granting of tenure, although based on demonstrated potential for being a mature 
scholar, also depends upon Rensselaer's needs and priorities in the Tenure Faculty 
member's particular field of endeavor.  Tenure candidates are apprised of Institute 
priorities and their personal tenure prospects through the annual Performance 
Appraisal. Tenure does not apply to administrative appointees and may be granted 
only in the ranks of the Tenure Faculty. 

 
2.11.2    Tenure Period

 
Pre-Tenure Period of Six Years. The process for awarding tenure should be 

completed no later than the end of the equivalent of the Faculty member’s sixth year 
at Rensselaer.    

 
Pre-Tenure Reductions. Faculty who have held academic appointments at 

other academic institutions during which time the individual held an appropriate 
doctoral degree or recognized terminal degree for the profession, may qualify for a 
reduced pre-tenure decision period.  This reduction may be specified in writing at the 
time of appointment at Rensselaer.  

 
Pre-Tenure Limitations. No individual may remain as a full-time member of 

the Rensselaer Faculty for longer than the maximum pre-tenure decision period plus 
one-year's notice, unless granted tenure or given a terminal contract. 

 
Pre-Tenure Extensions. Partial years of service may arise from several 

sources (e.g. hiring during the course of the academic year, granting of a leave for a 
portion of an academic year, or obtaining the appropriate doctoral or recognized 
terminal degree in the course of an academic year), resulting in the completion of the 
maximum pre-tenure decision period during the course of an academic year.  In such 
cases, the maximum pre-tenure decision period shall be extended to the end of the 
academic year during which the normal pre-tenure decision period is completed, 
except for the case of an approved leave of absence that is separately discussed in the 
next paragraph.  For example, a Faculty member who is hired during the middle of an 
academic year would have the maximum pre-tenure decision period extended until 
the end of the academic year during which the equivalent of six years of service will 
be completed. 
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Pre-Tenure Leaves. Rensselaer provides a variety of leave opportunities 

which are subject to approval, including sabbatical, parental and other leaves as 
described in Part 6 of this Handbook.  With written approval of the Provost and the 
Dean obtained in advance of the leave, a Faculty member may exclude a leave period 
from the pre-tenure decision period.  

 
Defacto Tenure. The failure in any part of the tenure procedures will not 

automatically result in the granting of tenure, thereby bypassing the important 
evaluation process.  Rensselaer does not confer or support automatic or defacto 
tenure.   

      
2.11.3    Tenure Criteria  
 

General Criteria. The same three principal classifications of activities 
evaluated for promotion of Tenure Faculty and Non-Tenure Faculty (scholarship, 
education and service) and all specific criteria listed above for promotion decisions 
also apply to tenure decisions, though the relative importance of these may vary 
among academic departments and or schools.  Promotion and tenure, however, 
represent significantly different commitments by Rensselaer.  Promotion is 
recognition of outstanding achievement; tenure, although based on achievement, is a 
guarantee of academic freedom.  The granting of tenure is based on demonstrated 
potential for becoming a mature scholar, but also depends on Rensselaer's needs and 
priorities in the Faculty member's field of endeavor.  Rensselaer recognizes that each 
tenure case must also be judged on its own merits.  The appropriateness of each 
criterion must be decided at each level of review.  

 
Uniformity of Criteria & Procedures. The diversity of professions and 

disciplines within the academic community of Rensselaer and the several Faculties 
preclude wholly uniform procedures for appointments and promotions at the school 
level.   The primary responsibility for developing and maintaining a high quality 
Faculty rests with the individual discipline.   

 
A principal objective of Rensselaer is recruitment, development and retention 

of a distinguished Faculty.  While the means to this end may vary, particularly in 
some of the professional schools, generally the objective will be met by stressing 
intellectual leadership as the chief criterion. The relative weight given to the 
scholarship, education and service varies from case to case and should be determined 
by the individual Faculties.   

 
Each Faculty shall adopt procedures for the review of Appointment Proposals, 

promotion, and tenure within the Faculty, that are in accord with this Handbook.  
Uniform procedures should be followed when appointments, promotions or tenure are 
considered at the Institute-wide level under the aegis of the President and Provost.  
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Upon initial appointment, each new Faculty member shall be provided with 
written documentation that describes the criteria and procedures used in promotion 
and tenure.  

 
 

2.12    DEPARTMENT AND SCHOOL REVIEW
 
The procedure for promotion of Tenure Faculty and/or tenure is typically 

initiated at the department level (school level in the case where no departmental 
structure exists) and then progresses to the school level before evaluation by 
Rensselaer’s three Institute-wide Committees.   

 
All cases of promotion or tenure of Faculty must be reviewed following the 

guidelines describe below.  These include those for (1) all internal candidates for 
promotion or tenure who have received positive recommendations from their 
departments and schools, (2) all internal candidates who are electing to follow the 
appeals process as described in Part 5.2 of this Handbook, and (3) all candidates for 
initial appointments at the Associate Professor and Professor level who have received 
positive recommendations from their departments and schools, if immediate tenure is 
to be granted. The dossiers for all candidates for initial appointments to Chaired 
Professorships and administrators who are members of the faculty are also to be 
reviewed for the purpose of granting tenure. The dossier of all initial appointments 
must be reviewed before a contract is issued by the Institute.  The required procedures 
and responsibilities follow: 
 
2.12.1   Department-Level Review   
 

The Department Chair (the Dean in a school without departments) has the 
following responsibilities: 

 
Communication of Standards.   The Chair will regularly inform each Faculty 

member of Rensselaer's current standards for promotion and/or tenure as they apply 
to the department. 

 
Nomination of Candidates. The Chair will create a list of candidates who 

have been nominated for each level of promotion and/or tenure.  The Chair must 
nominate for tenure evaluation all Faculty members who will complete the maximum 
pre-tenure decision period during the current academic year.  

 
Advising on Dossier.  The Chair will assist all candidates in gathering the 

factual material to be placed in his/her dossier.  This is to include an updated version 
of the usual "Biographical Sketch" and any additional information that demonstrates 
the scholarship, education and service achievements of the candidate. 

 

 Page 29 



FILE:  FILE TWO - FACULTY HANDBOOK DRAFT - 2005-03-23 CLEAN VERSION 
 Printed: 9/7/2005 5:15:34 PM 
_________________________________________________________________ 

Convening the Department Committee on Promotion and Tenure (DCPT).  
The Chair will convene the appropriate Department Committee on Promotion and 
Tenure to review the dossiers, minus external peer reviews, of all candidates within 
the department and decide which cases should proceed to the solicitation of external 
peer reviews.  

 
Soliciting External Review. If the decision of the DCPT  is positive, or if the 

case is under appeal, the process proceeds to the solicitation of external reviews.  The 
Chair will solicit, receive and log the results of no fewer than six (6) external peer 
reviews for the purpose of providing outside expertise that is independent and 
objective.   

 
Soliciting Student Input. The Chair will solicit, receive and log the results of 

evaluations and letters of recommendation from former students, preferably both 
undergraduates and graduate students.  The procedures to be followed are identical to 
those listed above for external peer reviews including the minimum requirement of 
six letters. 

 
 Soliciting Internal Letters.  The Chair will solicit internal letters that will be 

considered as part of the dossier for the purpose of clarifying scholarship, education 
and service. 

 
Convening the Department Committee on Promotion and Tenure (DCPT).  

The Chair will convene the appropriate Department Committee on Promotion and 
Tenure to evaluate the external peer reviews and student evaluations, and to provide a 
recommendation as to whether each case should continue to go forward.  The 
recommendation of this Faculty committee shall be in writing to the Chair and shall 
contain a summary record of the vote of the committee (for, against, abstain or 
absent) on each candidate, which becomes a permanent part of the dossier. 

 
The appropriate Departmental Committee on Promotion and Tenure consists 

of: 
(a)  PROMOTION: For promotion, the minimum membership is all tenured 
Faculty who hold the proposed rank, or higher.  Each department, at its 
discretion, may extend this committee to include all Faculty members who 
hold the proposed rank, or higher, with or without tenure. 
 
(b)  TENURE:  For tenure, the minimum membership is all tenured Faculty at 
the candidate's rank, or higher.  Each department, at its discretion, may extend 
this committee to include all tenured Faculty members, regardless of academic 
rank. 
 
The Department Chair shall serve as the ex-officio, nonvoting, Chair of each 

promotion and tenure committee. 
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Making a Decision. After receiving the recommendation of the appropriate 
Department Committee on Promotion and Tenure, the Chair shall decide whether the 
case merits submission to the next level of review.  A written decision is required and 
becomes a permanent part of the dossier, and must be shared with the members of the 
appropriate Department Committee on Promotion and Tenure.   

 
Informing the Candidate.  The Chair shall inform the candidate of the 

recommendation of the Faculty committee and the Chair’s decision. In the event of a 
negative decision, the Chair shall inform the candidate, in writing, of the decision, the 
reasons for it, and of the candidate's right to appeal (as described in Part 5.2 of this 
Handbook). 

 
 Forwarding the Dossier. The Chair will forward the dossiers of all 

candidates receiving a positive decision to the Dean of the School.  
 
Updating the Candidate.  Chairs must report back to the candidate in a timely 

fashion on the final votes at each level of review, up to and including the 
recommendation from the Dean, as the case goes forward. 
 
2.12.2   School-Level Review 
 

It is the responsibility of the Dean of the appropriate school to ensure that the 
review is conducted as follows:  

 
Evaluation by School Committee on Promotion and Tenure (SCPT).  The 

Dean of the School will select and convene the School Committee on Promotion and 
Tenure to determine whether additional external peer reviews are desired for the 
candidates brought forward from the departments within that school.  

 
Evaluation by External Peers. The Dean of the School may direct the Chair 

to solicit additional external peer evaluations for candidates brought forward from the 
departments.  A log of the solicitations shall be maintained in a manner similar to that 
described earlier for the Department Chair, including review of the list of external 
reviewers before solicitation by the candidate and the opportunity for the candidate to 
comment on this list in writing.  The log and written comments, if any, must remain 
as a permanent part of the dossier. If additional letters are added, the dossier shall be 
reevaluated by the DPTC.   

 
 Recommendation of the School Committee on Promotion and Tenure 
Committee (SCPT).  The Dean of the school will convene the School Committee on 
Promotion and Tenure to evaluate the dossiers of all candidates and to provide a 
recommendation as to whether each case should go forward to the next level of 
review.  The recommendation of the committee shall be in writing to the Dean, and 
shall contain a summary record of the vote (for, against, abstain or absent) taken on 
each candidate.  This written recommendation must remain a permanent part of the 
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dossier. The School Committee on Promotion and Tenure shall consist of the 
Associate Dean(s), the Chairs of the appropriate school, and representative(s) of the 
Faculty as determined by the Dean.   

 
Decision of the Dean of the School.  After receiving the recommendation of 

the School Committee on Promotion and Tenure, the Dean shall decide whether the 
case merits submission to the next level of review.  A written decision is required and 
becomes a permanent part of the dossier and must be shared with the members of the 
SCPT.  If the decision is positive, or if the case is under appeal, the process proceeds 
to the next level of review.  In the event of a negative decision, the Dean shall inform 
the candidate, in writing, of the decision, the reasons for it, and of the candidate's 
right to appeal.  In the case of an appeal, as described in Part 5.2 of this Handbook, 
the Dean prepares a written decision which, whether positive or negative, goes 
forward to the next level of review. 

  
Dean of the School’s Decision to Provost.  The Dean of the school will 

forward the dossiers of all candidates receiving a positive decision, and the dossiers 
of all candidates following the appeal process, to the Provost.  In the case of tenure 
decisions from Rensselaer at Hartford, the Dean of the School should forward the 
dossiers to the Vice President and Dean for Rensselaer at Hartford shall arrive at his 
or her decision as to whether the case should be submitted to the next level of review.  
This written decision must become a permanent part of the dossier, and must be 
shared with the members of the SCPT.   

  
 Dean’s Reports.  Deans must report back to Chairs in a timely fashion on the 
final votes at each level of review, up to and including the recommendation from the 
Dean.   
 
 
2.13  INSTITUTE-WIDE REVIEW  
 
2.13.1  Institute Committees
 

There are three (3) committees at the Institute-wide level which conduct 
evaluations of Faculty performance for the purposes of promotion and tenure.  This 
committee structure is intended to provide a system of checks and balances so that the 
interests of all parties concerned are. represented.  These committees are:  

 
• Faculty Committee on Promotion and Tenure (FCPT) 
• Committee of Deans (CD) 
• Joint Committee on Promotion and Tenure (JCPT) 
 
The recommendation of the JCPT is advisory to the Provost who in turn 

makes a decision that is forwarded to the President. The decision of  the President of 
Rensselaer is forwarded to the Board of Trustees for final approval.  Institute-wide 
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review is initiated by the Provost in concert with the Institute-wide Committees in 
accord with the following procedures.  The composition, responsibility, and required 
documentation for each committee are described below.  

 
2.13.2   Duties of the Provost   
 

It is the responsibility of the Provost to review all dossiers to assure that they 
are complete and prepared in accordance with the tenure and promotion process as 
described in this Part 2.  If the Provost finds the dossier is incomplete or not in accord 
with the tenure and promotion procedures, the Provost then has the option to 
administratively withdraw the dossier without prejudice to the candidate. Otherwise, 
the Provost proceeds as follows: 

 
 Makes all dossiers forwarded by the Deans available to the members of both 

the FCPT and the CD. 
 
Receives all dossiers of candidates who choose to follow the appeals process 

and forwards them to the appropriate department. 
 
Convenes the FCPT and participates, if requested in the deliberations of the 

FCPT, and receive from the FCPT their recommendation on each case.  The 
recommendation of the FCPT shall be in writing to the Provost, and shall contain a 
summary record of the vote (for, against, abstain or absent) to serve as a basis for 
deliberation in the JCPT. 

 
Convenes the CD evaluate the dossiers of all candidates and to provide a 

recommendation on each case.  The recommendation of the CD shall be in writing to 
the Provost, and shall contain a summary record of the vote (for, against, abstain or 
absent) to serve as a basis for deliberation in the JCPT.   

 
Convenes and chairs the JCPT to review the recommendations of both the 

FCPT and the CD and the reasons for these recommendations and obtains a final 
recommendation on each case.  This recommendation shall contain a summary record 
of the vote (for, against, abstain or absent) taken on each candidate and becomes a 
permanent part of the dossier. 

 
Arrives at his or her decision on each case after considering the 

recommendation from the JCPT.  This decision must be shared with the members of 
the JCPT.  If the Provost does not concur with the recommendation of the JCPT, the 
Provost shall reconvene the JCPT to inform them of the reasons for the decision.  If 
the decision of the Provost is negative, the Provost shall inform the appropriate Dean, 
who shall inform the candidate of the decision, the reasons for it and of the 
candidate's right to appeal.  The procedure to be followed in the case of an appeal is 
described in Part 5.2 of this Handbook. 
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 Forwards positive decisions for promotion and tenure to the President. 
 
Reports back to Deans in a timely fashion on the final votes at the Institute 

level, the recommendation of the President, and the action of the Board of Trustees.   
 
2.13.3   Action by the President

 
After considering the decision of the Provost, the President shall make his or 

her decision on each case and forward that decision to the Board of Trustees. 
Promotion decisions are submitted for information, tenure decisions are submitted for 
the final approval of the Board.  If the decision of the President is negative, the 
President shall inform the Provost, who shall inform the candidate of the decision, the 
reasons for it, and of the candidate's right to appeal.  The procedure to be followed in 
the case of an appeal is described in Part 5.2 of this Handbook.   
 
2.13.4   Faculty Committee on Promotion and Tenure (FCPT)
      

Composition:  The FCPT is a standing committee of the Faculty Senate 
reporting to the Faculty Senate and the Provost.  It consists of eight Faculty members 
who are tenured full Professors, one elected from each of the five schools and three 
elected at large, of which two are elected by Faculty and one elected by students. The 
two at-large members elected by the Faculty cannot be from the same School. All are 
voting members.   

 
So that there is continuity and corporate memory, the terms of the seven 

members representing the Faculty are for three years, staggered such that at least two 
new members take office at the beginning of each academic year.  The faculty 
member representing the students serves a term for one year. Members are elected by 
the Faculty from a slate of candidates presented by the Election Committee of the 
Faculty Senate according to the procedures outlined in the Faculty Senate 
Constitution.  When a member is unable to assume office or to complete a term, the 
person will be replaced for the duration of that term by the next ranking nominee for 
that position in the last-held election. If no ranking nominee is available to serve, the 
constituency has the obligation to fill the seat.  Procedures for securing a replacement 
from the Faculty are specified in the Faculty Senate Constitution. 

 
The Chair of the Promotion and Tenure Committee shall be selected from the 

elected, members by the Executive Committee, usually as the last order of business 
for the academic year so that there is a clear responsibility for FCPT duties that may 
occur over the summer.  The chair’s role is to facilitate decisions, move them along in 
a timely and orderly fashion, schedule meeting times (usually through the Provost’s 
office), make inquiries on behalf of the committee, report results of these inquiries to 
the committee, take notes from each meeting so there is a record of the discussion, 
and prepare the required documentation, described below, for the Provost.  The chair 
is also responsible for communicating with Deans concerning the quality of dossiers 
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the FCPT has received.  The chair also reports to the Faculty Senate on a regular basis 
throughout the year and prepares an annual report for the Faculty Senate of the 
FCPT’s activities at the end of the year. 

 
Responsibility:  It is the responsibility of the FCPT to make recommendations 

to the Provost on all cases of promotion or tenure of faculty.  The FCPT must see the 
dossier of all initial appointments with tenure before a contract is issued by the 
Institite.   

 
Documentation:  The report of the FCPT to the Provost shall be in writing 

and shall contain a summary record of the vote (for, against, abstain or absent) taken 
by the committee on each candidate.  This written report shall remain as a permanent 
part of the dossier. 

 
2.13.5   Committee of Deans (CD)   

 
Composition:  The CD consists of the Deans of the Schools of Architecture, 

Engineering, Humanities and Social Sciences, Management, and Science, who all 
serve as voting members.  The Provost serves as the ex-officio, nonvoting Chair.    

 
Responsibility: It is the responsibility of the CD to make recommendations to 

the Provost on all cases of promotion or tenure of faculty.   
 
Documentation:  The report of the CD to the Provost shall be in writing and 

shall contain a summary record of the vote (for, against, abstain or absent) taken by 
the committee on each candidate.  This written report shall remain as a permanent 
part of the dossier. 

 
2.13.6   Joint Committee on Promotion and Tenure (JCPT)

 
Composition: The JCPT consists of the eight Faculty members of the FCPT, 

and the Deans of each of the academic schools, all who serve as voting members.  
The Provost serves as the ex-officio, nonvoting Chair. 

 
Responsibility: It is the responsibility of the JCPT to review the separate 

recommendations of the FCPT and the CD and the reason(s) for these 
recommendations, and to provide the Provost with a final recommendation 
concerning the merits of these cases and the overall objectives of the schools and 
Rensselaer.  

 
Documentation: The recommendation of the JCPT to the Provost shall be in 

writing and shall contain a summary record of the vote (for, against, abstain or 
absent) taken by the committee on each candidate.  This written report shall remain a 
permanent part of the dossier.   
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Recommendations on academic promotions and the granting of tenure are 

extremely important to both the individual Faculty member and to Rensselaer.  
Procedures, therefore, must be well-defined and adhered to in all cases.  However, 
given the desired diversity of the schools, it is also important that the procedures 
remain flexible enough to reflect these individual differences.  It is also important that 
the departmental and school contexts of each case be recognized, considered, and 
respected at the Institute-wide level of review.  

 
 

2.14     TERMINATION  
 

This Section describes the process for the termination of tenured 
appointments.  Termination of tenure-track appointments and Non-Tenure Faculty 
appointments is contractual in nature and governed by the conditions of the 
appointment made with Rensselaer.  Appointment criteria and term of notification 
requirements for tenure-track Faculty and Non-Tenure Faculty appointments is 
covered in Section 2.3.   

 
(a) Termination of Tenured Appointments for Administrative Reasons.  The 

appointments to academic ranks carrying tenure may be terminated by Rensselaer, in 
its discretion, for administrative reasons, such as financial exigency or discontinuance 
of a program or department.  In every case of financial exigency or discontinuance of 
a program or department of instruction, the Faculty member concerned will be given 
notice as soon as possible, never less than 12 months' notice.   
 

(b) Termination for Lack of Adequate Performance, etc. Appointments to 
academic ranks carrying tenure may be terminated by Rensselaer, for reasons of lack 
of adequate performance, misconduct or dereliction of duty such as, but not limited 
to, neglecting regular and punctual performance of work, failure to maintain the level 
of training, knowledge, experience and contacts necessary to keep pace with 
developments in the individual's field, failure to perform assigned duties, failure to 
observe academic or professional ethics, significant violations of the rules, 
regulations, and/or policies of the Institute, or any violations of law constituting a 
felony, or any crime involving moral turpitude.  

 
(c) Termination for Misconduct in Scholarly Activities (Scholarly 

Misconduct).  Faculty members found to have committed scholarly misconduct 
pursuant to the processes in Part 5.3 of this Handbook, may be terminated.  The 
findings of misconduct made by the Investigation Panel convened pursuant to section 
5.3 and forwarded to the Provost will be conclusive. They will, in their entirety, be 
submitted to and binding upon the Hearing Panel considering termination convened 
pursuant to this section and will not be subject to re-examination by any person at the 
termination hearing.  The sole authority of the Hearing Panel convened pursuant to 
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this section (c) will be to determine if the findings and recommendations of the 
Investigation Panel are sufficient to warrant termination. 

 
Termination Procedures. Cases of proposed termination by Rensselaer under 

paragraphs (b) and (c) above that cannot be resolved by mutual consent between the 
Faculty member and the administration, will be considered by a Committee of three 
Faculty members (the Panel) for recommendation to the President.  One member will 
be chosen by the Faculty Senate, one by the Provost, and one by the President.  
Before such a hearing, the staff involved shall be informed by the administration in 
writing of the reasons for the proposed termination of appointment.  The staff 
member shall have the opportunity to be heard in his or her own defense and shall be 
permitted to choose a faculty advisor who may act as counsel.  A record shall be 
made of the hearing and a copy filed in the Office of the Provost.  The committee, 
after due consideration of the matter, shall make recommendations for action to the 
Institute administration.  
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PART 3.  FACULTY RESPONSIBILITIES
 
 
3.1 ACADEMIC FREEDOM AND RESPONSIBILITY
 

Rensselaer Faculty are members of a learned profession whose actions reflect 
on the character of academia and the institution of which they are a part.  As such, 
they are entitled to full freedom of scholarship, including the freedom to openly 
express their thoughts and ideas and disseminate the results of their scholarship and 
opinions.  They are free to speak with others at a time and place of their choosing, 
including their own offices, provided it does not interfere with their routine duties.  
Notwithstanding, when Faculty speak or write as individuals, they should endeavor to 
make it clear that they do not speak for the Institute.  

 
Responsibilities of Faculty members include: constantly seeking the truth and 

becoming more proficient in their areas of competence; conveying to their students a 
respect for knowledge and a deep awareness of its uses; continually seeking to 
improve methods of transmitting knowledge to students and helping them learn to 
develop new knowledge independently; sharing their expertise with their colleagues, 
when needed, so that the concept of a community of scholars will be enhanced; and 
while maintaining their individuality, exemplifying in their conduct the 
professionalism, the ethics, and the generosity of spirit which typify the ideal scholar. 
 
3.2 DUTIES AND EXPECTATIONS
 

Expectations of a Faculty member will vary as a function of his or her title, 
position and letter of appointment.  In assigning workload, the academic Dean and 
Department Chair will consider academic activities in all areas of scholarship, 
education and service. 

 
3.2.1 Classroom Responsibilities 
 

The Provost’s Memorandum regarding the Academic Calendar and 
Regulations is distributed each semester and outlines, in detail, the dates, information, 
policy and procedures pertinent to teaching activity.  All Faculty members should be 
familiar with the academic regulations of Rensselaer and the relevant content of the 
publications in this Section.   
 

Course Management. For each course, the Faculty is expected to: (1) provide 
a course syllabus at the beginning of each semester with assignments, grading and 
attendance policy, office hours and other particulars, such as exam dates, so that 
students will understand what is expected of them; (2) provide timely and relevant 
feedback to students on their performance; and (3) provide course structure and 
instruction that is consistent with Rensselaer’s policies and procedures.  Faculty 
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should also provide students with information on academic integrity that is consistent 
with Rensselaer Policy and Procedures Regarding Academic Dishonesty.   

 
3.2.2 Dissemination of Scholarly Works 
 

The Institute encourages members of the Faculty to produce and disseminate 
works that are scholarly, academic, pedagogical or artistic in nature, regardless of 
their form of expression.  Such works reflect the research and creativity of the author 
and are valued and considered as evidence of professional advancement or 
accomplishment.  The Institute encourages the production of such works which may 
be used at the Institute and may be adopted for use elsewhere.  

 
Scholarly works are works of copyright, regardless of the form of expression, 

the nature of which may constitute original expression and may represent the personal 
or scholarly ideas and beliefs of the Faculty author.  Such works include but are not 
limited to, scholarly papers, journal articles, research bulletins, exhibits, monographs, 
textbooks, books, plays, poems, artwork and electronic works.  

 
In accord with academic tradition and subject to The Rensselaer Intellectual 

Property Policy, there is a presumption of ownership by the author of scholarly works 
that are the result of independent academic effort, that is, where the Faculty author 
rather than the Institute, determines the subject matter, intellectual approach, 
direction, and conclusions. 

 
 

3.3 PROFESSIONAL ETHICS
 

All members of the Rensselaer Community, regardless of position, should 
share the common values that nurture the development and well being of themselves, 
each other, the students, employees, and the Institute.  In addition, it is expected that 
no one – especially Faculty in privileged positions of leadership and power – would 
inappropriately exploit their position for personal advantage. Because of a power 
asymmetry, a Faculty member should exercise extreme care before entering into other 
types of relationships with a student or staff member, especially one in which a less 
powerful partner can be easily compromised.  Examples of such relationships are 
consulting associations and business partnerships.  Moreover, in accord with Institute-
wide employee policies, discrimination and harassment in all its forms, including 
sexual harassment are considered to be serious offenses that are prohibited at 
Rensselaer, not only as a matter of policy, but as a matter of Federal and State law.   

 
 In an academic institution the application of the concept of intellectual 
integrity is closely linked to the principle of academic freedom, which gives a great 
deal of freedom and responsibility to individual Faculty members.  This principle is 
based on the premise that the intellectual integrity and vitality of our institution is best 
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maintained by minimizing institutionalized constraints associated with the 
development and exchange of knowledge. 
 
 
3.4 CONSULTING
  
 Faculty have the privilege to undertake consulting work of a type which will 
advance their professional standing, provided it does not interfere with their Institute 
duties, to this end, during the academic year, they may be released from their normal 
scholarly activities by not more than an average of one equivalent day per week.  All 
consulting activities in excess of the one-day-per week limit must be specifically 
approved in advance by the Provost. Additionally, Rensselaer policy requires that 
Faculty file an annual disclosure form with their appropriate administrative officer 
concerning their outside consulting activities. Deans will report their consulting 
activity to the President.  

 
Prior to signing intellectual property agreements with companies for whom 

they intend to do consulting, Faculty should submit such agreements for approval by 
the Institute Office of General Counsel.  This will assure their agreements will not be 
in violation of Rensselaer’s Intellectual Property Policy or other agreements  which 
they have signed with the Institute.  

 
Where Institute facilities are used extensively in these professional or 

consulting activities, they will, in general, be considered as Institute research and 
conducted by contract with Rensselaer itself. 

 
With respect to conflicts of interest involving consulting work, refer to The 

Rensselaer Policy on Conflict of Interest or Commitment and Rensselaer Policy on 
Potential Conflicts of Interest, Officers and Staff. 
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PART 4.  RESEARCH AND SPONSORED PROGRAMS
 
 
4.1 INTRODUCTION
 

This Part 4 describes Institute policies regarding research and other activities 
that are supported, in whole or in part, by external sponsors, such as, agencies of the 
government, foundations, corporations or other institutions. 

 
A document, Guide to Sponsored Research, is prepared and distributed by the 

Office of Research Administration and Finance.   This manual describes, in detail, the 
procedures which should be followed in applying for and administering contracts and 
grants related to research and sponsored programs, and gives examples of applicable 
forms.  A copy of the manual may be obtained from the Office of Research 
Administration and Finance and is also available online at the www.rpi.edu.  

  
Questions and suggestions concerning either policies or procedures for 

sponsored research should also be addressed to the Office of Research Administration 
and Finance, or the Vice President for Research.  
 
 
4.2  GENERAL POLICY
 

The Institute encourages members of the Faculty to devote their talents to 
scholarship, all or part of which may result in sponsored programs. Programs at 
Rensselaer, whether internally or externally sponsored, originate from the ideas of 
Faculty members interested in engaging in research and sponsored programs as part 
of their normal professional activity.  Faculty should discuss proposed research with 
their Department Chair or Dean to assure availability of space, equipment, staff, time 
commitments and related support for research.    

 
Interdisciplinary activities are encouraged and generally well received by 

proposed sponsors. Special arrangements may be necessary, and they should be 
carefully worked out with the various groups to be involved before extensive proposal 
writing takes place. 

 
Funding sources vary widely.   Often the source is a government agency, but 

funding is also obtainable through corporations, foundations, or other private entities, 
while some programs are internally sponsored.  Faculty members who seek sponsored 
funds or resources for a sponsored project should work closely with the Office of 
Research Administration and Finance. 

 
Inadvertent co-mingling of funds or resources from separate sponsors is a 

concern when multiple sponsors are involved.  Inappropriate co-mingling of funds or 
resources is a primary cause of intellectual property fragmentation, which may 
jeopardize or limit the rights available to each sponsor or engender conflicting 
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obligations.  It is essential that the Faculty become familiar with risks associated with 
fragmentation and Rensselaer’s contractual obligations when multiple sponsors are 
involved. The Office of Research Administration and Finance can provide guidance 
on the use of obligated funds and resources.  The Office of Technology 
Commercialization can assist in the identification of intellectual property that is 
subject to third party obligations (see also The Rensselaer Intellectual Property 
Policy).   

 
Establishment of Organized Research Units, Centers and Consortia requires 

certain approvals. In general, Faculty establish individual research programs in their 
own departments individually or in collaboration with colleagues.  However, major 
research programs involving several Faculty members with complementary research 
interests may be organized into official research units.  Such organized research units 
require approval by the Vice President for Research or the Provost before they can be 
officially recognized.  

 
 
4.3  RESEARCH SUPPORT
 

Organizations sponsoring and supporting research and other programs at 
Rensselaer do so through grants, contracts, and special agreements or understandings, 
which are entered into with the Institute rather than with an individual Faculty or staff 
member.  Although informal Faculty contact with sponsors, before or during the term 
of the contract, is encouraged, any commitment on the part of the Institute must be 
made through the Office of Research Administration and Finance.  

 
4.3.1  Sponsored Research
 

Faculty should contact the Office of Research Administration and Finance as 
early as possible after departmental approval of their proposed research to insure 
smooth communication and to follow normal institutional procedures. 
 
4.3.2  Gift Supported Research
 

The distinction between gifts and grants is important. If a Faculty member 
receives funding from a donor who does not impose contractual requirements and 
who provides the funds irrevocably, such funding is termed a gift. If funding involves 
provisions for audits by the grantor, or directions to satisfy particular requirements, 
deliverables or a detailed report of results or expenditures, or other such 
characteristics, such funding is generally termed a grant or research contract. The 
appropriate category is determined by applying the guidelines established by 
Rensselaer in conformance with Institute-wide procedures. For further information, 
contact the Office of Research Administration and Finance (see also Rensselaer 
Policy on Gifts, Grants, Memberships and Private Foundation Awards).   
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Activities that are the result of department, school or center initiatives that are 

broad in nature and for which no specific deliverables or administrative actions are 
required, are often supported by corporations and private foundations through gifts.  
Rensselaer aggressively solicits gifts of this nature through the Office of the Vice 
President for Research, especially in areas of major research focus.  Faculty members 
should coordinate with the Office of the Vice President for Advancement and the 
Office of the Vice President for Research to insure coordinated communications 
through one of Rensselaer's many corporate or foundation partners.  

 
 
4.4   RENSSELAER RESEARCH DILIGENCE 
 
 
4.4.1  Government Classified and Proprietary Research
 

Rensselaer accepts only those sponsored programs that enhance the 
educational process.  The results of these programs (theses, technical papers, etc.) 
must be publishable in the open literature within a reasonable time period. This policy 
does inhibit, but does not entirely prevent government classified or industrial 
proprietary research or projects on campus that result in classified output or 
proprietary information.  In the event subsequent classification of an investigation is 
imposed by a government agency, the matter will be coordinated by the Office of 
Research Administration and Finance on a case-by-case basis. 

 
Faculty members are not precluded by this policy from access to classified 

materials necessary to their work.  Access to and storage of classified materials and 
documents and the securing of necessary personnel security clearances are 
coordinated through the Office of the Vice President for Research in accord with 
Rensselaer policies and procedures.  
 
4.4.2  Contractual Responsibilities
 

The Institute acknowledges acceptance of a grant or research contract through 
the execution of a formal legal document by an individual with officially designated 
Institute-wide signature authority.  In this document, the Institute assumes an 
obligation to perform and report findings of specified research work and to adhere to 
the terms and conditions of the grant or contract.  Faculty are expected to adhere to 
established procedures designed to fulfill the terms of a grant or contract.   
 
4.4.3 Recognition of Authors and Inventors

 
The title of principal investigator is primarily a designation of institutional 

responsibility for the conduct of a research project. As such, the title does not 
necessarily represent the authorship of a proposal document or inventorship of an 
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intellectual property. Therefore, it is important that the authentic author(s) and 
inventors are appropriately given attribution in all documents.   
 
4.4.4  Conflicts of Interest or Commitment
 

To identify, prevent, or manage real or perceived conflicts of interest or 
commitment when Faculty members engage simultaneously in sponsored programs, 
as well as consulting activities and other endeavors, the Rensselaer Policy on 
Conflicts of Interest or Commitment shall apply. 
 
4.4.5  Rensselaer's Intellectual Property  
 

The Office of Technology Commercialization seeks to protect and 
commercialize intellectual property consistent with Rensselaer’s policies and 
procedures.  Where successful commercialization results in intellectual property 
revenue, the revenue is shared with the inventors and or authors (creators) in accord 
with Rensselaer’s Intellectual Property Policy and other relevant policies and 
procedures.  Compliance with the Rensselaer Intellectual Property Policy is a 
condition of employment by Rensselaer.  Prior to the implementation of any revisions 
to The Rensselaer Intellectual Property Policy, the Faculty Senate shall have the 
opportunity to review and provide its recommendations on proposed changes. 

  
 

4.5  DELINEATION OF RESEARCH RESPONSIBILITIES 
 
4.5.1  Principal Investigators
 

The principal investigator of a sponsored research project is responsible for 
both the technical aspects of the program and for adherence to the administrative and 
financial terms of the research contract.  The principal investigator will expend 
contract funds in accordance with the contract budget, will certify the time and effort 
of research staff, will observe established Institute procedures regarding purchasing 
of materials and supplies, and will provide to the appropriate offices all information 
necessary to assure proper administration of the contract OR grant.   

 
The day-to-day administration of a research contract or grant is the direct 

responsibility of the principal investigator named in the contract.  This responsibility 
includes supervision of the technical aspects of the project and also administration of 
staff, accounting for expenses, and fulfillment of reporting requirements as specified 
in the contract or agreement.  Additionally, the principal investigator must exercise 
due diligence in managing research and contractual obligations consistent with other 
relevant Rensselaer policies and procedures.  

 
Principal Investigator Eligibility.  In order to maintain a careful balance 

between scholarship and education, the responsibilities of being principal 
investigators is primarily reserved to the Faculty.  As a result, the policy of 
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Rensselaer is that only Faculty members may routinely serve as principal 
investigators on sponsored programs as outlined in Part 2.4 of this Handbook. Certain 
other titles are also allowed to serve as principal investigators subject to approval of 
the Provost or President.  The responsibility for setting the direction of Rensselaer 
research rests squarely with the Faculty, who are primarily responsible for the quality 
of the research and the reputation of the Institute  

 
4.5.2 Research Staff and Other Project Participants
   

As part of the Rensselaer community, research staff and project participants 
are in a position of trust with a responsibility to manage Rensselaer projects and 
resources in a diligent manner for the purposes for which they are designated and in 
compliance with Rensselaer’s obligations to third parties.  The Division of Human 
Resources should be consulted for complete information concerning retirement, 
health, disability, and other policies and benefits which may apply to research staff 
and other employees.   

 
Student-Initiated Sponsored Programs.  Certain sponsored programs have as 

their purpose the support of graduate and/or undergraduate education or research 
through student-initiated projects, (e.g., doctoral dissertations, pre-doctoral research 
fellowships, undergraduate research projects). For these sponsored programs, the 
following conditions apply: (1) A Faculty member, as identified in Part 2.4, must 
serve as Faculty Advisor; (2) The Faculty Advisor shall retain the responsibilities of a 
principal investigator under this policy; (3) The student shall be responsible for the 
intellectual conduct of the project within the oversight of the Faculty Advisor; (4) The 
proposal to the sponsor may name the student as key personnel, as long as A faculty 
advisor is named as the responsible individual.  The proposal should acknowledge the 
student's authorship of the proposal, as appropriate.  
 
4.5.3   Office of Research Administration and Finance 
 

The Office of Research Administration and Finance (RAF) is responsible for 
all administrative, financial, and compliance matters relating to sponsored research. 
 These include, but are not limited to: proposal submission; the negotiation and 
processing of awards; financial cash management, billing, reporting; and compliance 
as well as indirect cost recovery and audits. The Office of Research Administration 
and Finance is responsible for implementing all research administrative and financial 
policies and procedures, and has signing authority to accept and terminate research 
awards on behalf of Rensselaer. The responsibility for regular internal reporting of 
research and financial activity in accordance with defined metrics and associated 
statistical analysis, detailed financial record keeping, and external reporting to 
sponsors and government agencies as required, also rests with this Office. The Office 
of Research Administration and Finance works in concert with the Faculty and 
research staff, the school and departmental financial managers, the Vice President for 
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Research, and the Office of Technology Commercialization on issues 
involving sponsored research activity.    

 
4.5.4  Office of Technology Commercialization 

 
The Office of Technology Commercialization and the Office of Research 

Administration and Finance will coordinate efforts related to the transfer of 
technology, particularly in the case where there is ongoing research on a licensed 
intellectual property.  The Office of Technology Commercialization will investigate 
and determine any contractual obligations or restrictions on intellectual property at 
the point of its receipt of an intellectual property disclosure. (see also The Rensselaer 
Intellectual Property Policy).  
 
4.5.5  Department Chairs and Center Directors
 

Department Chairs and Center Directors are responsible for the administration 
of research activities conducted by the Faculty of the department or center.  
Department Chairs and Center Directors will assist Faculty in selecting appropriate 
research projects; confirm the availability of Institute facilities; and recommend the 
appointment of research staff to the Deans with the concurrence of the principal 
investigator.   

 
4.5.6  Deans
 

The Dean of each school is responsible for supervising the administration of 
research activities conducted by the Faculty of the school and approving the general 
nature and direction of research at the Institute. 

 
4.5.7    Vice President for Research

 
The Office of the Vice President for Research coordinates major research 

themes and programs through interdisciplinary research centers. The office provides 
infrastructure and resource support for the development of research programs and 
projects. Support services are offered for Faculty seeking research opportunities, 
research proposal and budget preparation, and guidance on research management.  
The website of the Office of the Vice President for Research provides overviews of 
research centers and major research projects and information on research policies, 
guidelines, and infrastructure. 

 
The Office of the Provost and the Office of the Vice President for Research, in 

conjunction with the academic Deans, share responsibility for establishing research 
direction, policy and guidelines, encouraging Faculty participation in research and 
sponsored program activities, serving as information liaison between sponsoring 
agencies, communicating pertinent information to Faculty regarding areas of research 
potential, setting compensation rates and allowable dates for supplemental 
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employment of academic personnel, approving research proposals, and administering 
research cost sharing.  
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PART 5.  RESOLUTION PROCEDURES 
 
 
5.1    INTRODUCTION 
 

To advance the collective function of the Institute and its Faculty, this Part 
outlines procedures which ensure fairness in the resolution of conflicts which may 
arise under the provisions of this Handbook.  The Appeals, Grievance and 
Misconduct procedures outlined herein are intended to provide a method of recourse 
that fosters constructive deliberation on actions taken by the Institute and its Faculty.  
This Part 5 applies only to Faculty as defined in this Handbook. Resolution 
procedures related to termination are discussed in Part 2.14.      
 
 
5.2 APPEALING PROMOTION AND/OR TENURE DECISIONS 
 

Part 5.2 applies to Tenure Faculty only as defined in this Handbook.  If a 
candidate receives a negative decision concerning promotion or tenure at any level, 
he or she has the right to appeal the decision.  In making an appeal, the candidate 
shall choose an advocate whose role is as follows:  

 
The Advocate. The Advocate is to be selected by the individual whose case is 

to be appealed.  The selection is to be made from among the tenured Faculty at 
Rensselaer.  The advocate may be the Chair of the appellant's department, may be an 
individual within the department, or may be an individual outside the department.  
Before accepting the role of advocate, the individual chosen shall be apprised of his 
or her rights and responsibilities in this role by the Chair of the FCPT, particularly 
concerning the obligation of confidentiality.  The advocate may also review the case 
with the Provost.  

 
The Process. After reviewing the written comments concerning the reasons 

for the original negative action, the advocate shall have the responsibility of 
reviewing the appellant's dossier, suggesting improvements and additions, and 
assembling any pertinent clarifications and additions.  The written result of the 
advocate's review is added to the candidate's dossier, and a copy of the dossier, from 
which all confidential material has been removed, is transmitted to the appellant.  The 
appellant has the right to submit additional written material in support of the appeal.   

  
(a) The advocate shall then submit the revised dossier to the Provost for 
resubmission through the entire review process, with the stipulation that it be 
forwarded with written comments at each level of review, regardless of the 
recommendations or decisions at each point.  
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(b) The advocate may be requested to appear or may request to appear before 
any of the committees involved in the tenure and promotion process and the 
Provost.  
 
(c) In cases where all members of the FCPT vote for a candidate following the 
appeal process, but the Provost does not concur with this recommendation, the 
Provost shall explain the reasons for this decision to the FCPT.  The FCPT has 
the right to request that the Provost appoint an ad hoc committee to reexamine 
the case.  The executive committee of the Faculty Senate shall present a slate 
of five (5) names to the Provost who will select three (3) to serve on the ad 
hoc committee.  This committee shall review the dossier for the candidate and 
report its recommendation, in writing, to the Provost.   
 
(d) The Provost shall arrive at a final recommendation and forward that to the 
President. 
 

 
5.3 MISCONDUCT IN SCHOLARLY ACTIVITIES   
 
5.3.1 Introduction

 
It is the responsibility of the Institute to create conditions that protect and 

encourage the Faculty in its scholarly pursuits. Rensselaer requires that those engaged 
in scholarship be dedicated to the highest ethical standards. Misconduct in scholarship 
by any member of the Rensselaer community threatens the Institute as well as the 
individual. In addition, universities that receive support from federal agencies are 
required to develop procedures for investigating incidents of misconduct. Section 5.3 
describes the Rensselaer policy and outlines the steps to be taken in response to 
allegations of misconduct.  The process applies to all Faculty, both the Tenure 
Faculty and Non-Tenure Faculty, as defined in this Handbook and provides for an 
objective examination of pertinent facts, protection of individual rights, and 
integration with other relevant review procedures, all under the general supervision of 
the Provost as the senior academic administrator.  
 
5.3.2 Definition of Scholarly Misconduct 
 
 Scholarly Misconduct means: 
 

(a) Fabrication, falsification, plagiarism, inappropriate allocation of authorship 
credit, or other serious deviation from accepted practices in proposing, 
carrying out, or reporting technical results and expenditure of funds from 
research, educational or other scholarly activities; or  
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(b) Retaliation of any kind against a person who has not acted in bad faith and 
who reported or provided information about suspected or alleged misconduct; 
or 
 
(c) Failure to comply with Federal requirements affecting specific aspects of 
the conduct of research, e.g., the protection of human subjects and the welfare 
of laboratory animals.  

 
 Scholarly Misconduct does not include honest error or honest differences in 
interpretations or judgments of scholarly matters. If the alleged misconduct is not 
substantiated, the Institute will undertake diligent efforts to restore the reputation of 
those under investigation. Should either the inquiry or the investigation show that the 
allegations of misconduct were not made in good faith, those making the allegations 
will themselves be subject to disciplinary action.  
 
5.3.3 Scholarly Misconduct Policy  
 

Decisions regarding alleged misconduct procedures should yield a just 
decision based on the best, and most complete, information available.  Any decisions 
should be based on the expert judgment of individuals qualified in the respective 
scientific field, using scientific interpretations and standards of proof, with a 
minimum of procedural complications.  At the same time, however, the process must 
be fair and afford all parties an equal chance to present their best arguments.  The 
confidentiality of all parties in a dispute must be preserved to the extent consistent 
with Rensselaer's obligations to research sponsors and to the scientific community.  
Acrimony and recriminations are undesirable, so adversarial interactions should be 
avoided.  Yet in an open society it is essential that the respondent has the opportunity 
to respond to the complaint.  The process should move speedily, in accord with the 
reporting requirements of the sponsoring agency, yet haste and error must be avoided.  
Guided by these principles, Rensselaer has established a policy with four procedural 
stages, a description of which follows. 

 
In the screening stage an accusation is brought to the Provost who will 

examine the charges to ensure they are potential violations of the misconduct policy 
and, if so, to pass the case along to an Inquiry Panel. 
 

The inquiry stage evaluates the merits of the case, determining whether there 
is sufficient evidence of misconduct to merit a full investigation. 

 
The investigation stage entails a detailed examination of the case to resolve 

the facts ("Was this or was this not an instance of misconduct?").  Ascertaining 
whether or not misconduct occurred is a judgment about collegial conduct that should 
be resolved on its merits.  If at any stage in the process it becomes evident that there 
was no misconduct, vigorous efforts must be made to minimize and remedy any 
adverse consequences for the respondent’s career and reputation.  
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If misconduct is established, then the case is referred to the disciplinary stage. 
 
Screening Stage.  Initial reports of alleged research misconduct must be 

brought to the attention of the person with administrative responsibility for the 
individual whose actions are in question.  That person must in turn report the 
allegations to the Provost.  Should this reporting not occur, the Provost may be 
contacted directly. Care must be taken to protect the privacy of those who report 
apparent misconduct.  The Provost will promptly examine the case and determine if 
the case falls under the Misconduct Policy. If so, the inquiry stage will be followed.   

 
Inquiry Stage.  The Provost will immediately inform the respondent in 

writing of the accusation and that an inquiry has been initiated.  The Provost will 
prepare a list of proposed members for the Inquiry Panel.  The respondent may 
challenge the inclusion of specific individuals to this panel by stating his or her 
objections in writing.  The Provost will then select the Inquiry Panel. 

 
The inquiry will be conducted by a Panel consisting of two Faculty members 

and one academic administrator with rank of Associate Dean or higher.  The Panel 
will choose its Chair.  The Panel should take no more than 30 days to conduct its 
inquiry and determine whether or not there is a reasonable basis to conclude that 
misconduct occurred.  During this discovery stage, the only persons who may be 
present during fact finding sessions are the respondent, the complainant, Inquiry 
Panel members, and any consultant called by the Inquiry Panel.  The respondent will 
be permitted to be present during fact finding sessions and have the right to respond 
to questions as they arise.  If the respondent is not available to attend, the Provost will 
fairly resolve the conflict between timeliness and the respondent’s right to be present.  

 
If a majority of the Inquiry Panel finds there is reasonable basis to conclude 

that misconduct occurred, then the matter must proceed to the investigation stage.  
The Inquiry Panel reports the results of its inquiry to the Provost.  The Provost will 
advise, in writing, the respondent and the complainant of the Inquiry Panel outcome.  
If there is to be an investigation, the Provost must advise the respondent in writing of 
the specific charges to be investigated.  At that time, any collaborators and sponsoring 
agencies involved must be informed of the allegations.  

 
Investigation Stage.  Investigation of alleged misconduct will be conducted 

by a committee appointed by the Provost.  The committee will be comprised of a 
minimum of three specialists in the subject area of the respondent and will include 
one individual from outside Rensselaer.  The Provost will prepare a list of proposed 
members for the Investigation Panel, which may include persons who served on the 
Inquiry Panel.  The respondent may challenge the inclusion of specific individuals by 
stating any objections in writing.  The Provost will then select, and appoint, the 
Investigation Panel. The Panel will elect its own Chair.  
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The Investigation Panel will determine whether there was academic 
misconduct.  The Panel will follow the procedures for dealing with charges brought 
against a Faculty member as described herein and will seek to provide factual 
information in a manner that is fair to all parties.  The Investigation Panel should take 
no more than 120 days to complete the investigation and prepare a report of its 
findings including a recommendation on the disposition of the case.  The Panel 
should follow pertinent regulations of the agency or agencies that sponsored the 
research under investigation.  The Investigation Panel will submit its report to the 
Provost, who in turn may notify the sponsoring agency of the findings of the 
investigation.   
 

Disciplinary Stage.  For individuals found to have committed misconduct, the 
Provost may take one or more of the following actions: (1) given a letter of 
reprimand; (2) monitored regarding their work performance; or (3) be removed from 
a specific research project.  Other, more severe, penalties including (4) being barred 
from conducting sponsored research, (5) reduction in rank, (6) suspension for a fixed 
period of time, or (7) termination.  Termination shall be in accord with procedures 
specified in section 2.14 of this Handbook. However, the findings of misconduct 
made by the Investigation Panel convened pursuant to this section and forwarded to 
the Provost will be conclusive, in their entirety, and not subject to re-examination by 
any person at the termination hearing. The sole authority of the Hearing Panel 
convened pursuant to section 2.14 will be to determine if the findings and 
recommendations of the Investigation Panel are sufficient to warrant termination.   

 
If there is a finding of misconduct, the Provost must also take the following 

actions: (1) All pending abstracts emanating from the fraudulent research should be 
withdrawn and editors of journals in which previous abstracts and papers appeared 
should be notified of the findings of the investigation; (2) Institutions and sponsoring 
agencies with which the investigated individual has been affiliated should be notified 
that there is reason to believe that the validity of previous research might be 
questionable. 
 
 
5.4 GRIEVANCE PROCEDURE FOR FACULTY 
  
5.4.1 Introduction
 
 The majority of Faculty concerns can be settled informally through effective 
communication with colleagues. Therefore, before filing a grievance, Faculty must 
have exhausted the other avenues available to them. The prospective grievant must 
have attempted to resolve the issue with the involved individual, with the individual’s 
immediate supervisor, and with the prospective grievant’s own immediate supervisor. 
If these attempts fail, then the Faculty member may turn to the grievance process.  
 
 A grievance is a charge that a decision or action has been improperly or 
unfairly made or taken, that the decision or action adversely affects the grievant, and 
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that there is a dispute between the grievant and the person who made the decision. 
This person may be an administrator or the grievant's fellow Faculty member. 
  
5.4.2  Grievable Issues  
 
 A grievance shall be defined as a charge alleging a violation or incorrect 
application of an Institute policy, procedure, or practice which is not covered under 
another Institute grievance or appeal mechanism (e.g., promotion of a Non-Tenure 
Faculty).  Some examples of "grievable issues" include: salary adjustment, teaching 
assignments, facilities and space issues, reduction in rank, suspension for a fixed 
period and disputes among Faculty over intellectual property. 
 
5.4.3 Non-grievable Issues 
  
 The following issues are not considered grievable issues: (1) promotion and 
tenure of a Tenure Faculty; (2) non-reappointment; (3) Affirmative Action and EEO 
complaints; (4) sexual harassment; (5) broad areas of fiscal management, staffing or 
structure of the Institute; (6) issues pertaining to differences in Faculty salaries and 
benefits that are based upon labor market factors such as availability of Faculty or 
demand for a particular academic discipline; (7) retirement and employee benefit 
issues that are covered by New York State and Federal laws or that are covered by 
other Institute appeals procedures; (8) any matters falling exclusively within the 
jurisdiction of other Institute appeal procedures, as defined in either the Faculty 
Handbook or the Human Resources Policy Guidelines; and (9) decisions or actions 
resulting from other Institute appeal procedures referenced in this Handbook.  
 
5.4.4 The Grievance Procedure 
  
 If the informal attempts to resolve a grievance have failed, the aggrieved may 
choose to file a formal grievance. At this time, the grievant shall inform the 
appropriate administrator (e.g., Chair, Dean, Provost), or the grievant’s direct 
supervisor, that he or she is filing a formal grievance with the Executive Committee 
of the Faculty Senate.  
 
 Filing a Grievance.  The grievant will submit a written complaint to the 
Executive Committee of the Faculty Senate. In order to be timely, a grievance must 
be filed within six months after discovery of the event or action that is the basis for 
the grievance. No concurrent legal action is allowed. If such action is started, the 
grievance process will be immediately terminated. The complaint will include the 
following: (a) the date that the grievant discovered the decision/action that resulted in 
the problem; (b) the name of the person against whom the grievance is directed, the 
respondent;  (c) the nature of the grievance; and (d) evidence of any measures that 
have already been taken to resolve the problem.  
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 The Executive Committee will inform the respondent of the complaint and will 
provide him/her with a copy of the grievance. The respondent will provide a written 
response to the complaint to the Executive Committee of the Faculty Senate and the 
grievant within ten working days of receiving this notice. The Executive Committee 
will then decide whether or not the grievance appears to warrant further 
consideration.  If the grievance does not warrant further consideration, the matter will 
be considered closed. If it does warrant further consideration, the grievance will move 
to the mediation step. In either case, the Executive committee of the Faculty Senate 
will notify the grievant and respondent of its recommendation promptly upon 
receiving the response from the respondent.  
 
 Mediation. A grievance, that is considered by the Executive Committee of the 
Faculty Senate to warrant further consideration of the Faculty Senate, will be turned 
over to an ad hoc Grievance Committee of the Faculty Senate. The Grievance 
Committee will be comprised of three members of the Rensselaer Faculty. The 
Grievance Committee will make an effort to mediate the dispute before it proceeds to 
a hearing. The Grievance Committee also will attempt to informally and 
confidentially resolve the differences between the two parties. The Grievance 
Committee will make a recommendation to achieve a voluntary resolution of the 
dispute, but will not be allowed to make a binding recommendation. The Grievance 
Committee should, when possible, begin the mediation process within ten (10) 
working days of receiving their charge.  
 
 Before beginning the mediation process, the Grievance Committee will 
receive a briefing from the President of the Faculty Senate. This briefing will include 
dissemination of a copy of the complaint as well as the response of the respondent. 
The President of the Faculty Senate will also review the grievance procedure, clarify 
time limits, and answer questions regarding the procedure. The President of the 
Faculty Senate will not be allowed to discuss specific aspects of the complaint or 
express personal opinions concerning its merits. 
 
 The Hearing. If a dispute cannot be resolved through mediation, a hearing may 
be requested by the grievant. An ad hoc Hearing Committee composed of three voting 
members of the Faculty, not previously involved in the case, shall be appointed by the 
Executive Committee of the Faculty Senate. The Hearing Committee is subject to 
approval by the grievant, the respondent, and the Provost. The grievant or the 
respondent or the Provost may each veto one member of the Committee. If this veto 
power is exercised, another Faculty member will be chosen, and no further veto shall 
be allowed. In no event shall a member be allowed to serve if he or she has a conflict 
with the grievant or the respondent. Individuals who have had previous involvement 
with the grievance (e.g., at the mediation stage or through the informal resolution 
process followed prior to filing the grievance) will not be allowed to participate as a 
member of the Hearing Committee. In addition, individuals having made a decision 
relating to matters involving the grievance will not be allowed to serve. The final 
Hearing Committee will elect a Chair, who will be allowed to vote.  Before beginning 
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the hearing, the Hearing Committee will receive a briefing from the President of the 
Faculty Senate. This briefing will include dissemination of a copy of the complaint as 
well as the response of the respondent. The President of the Faculty Senate will also 
review the grievance procedure, clarify time limits, and answer questions regarding 
the procedure. The President of the Faculty Senate will not discuss specific aspects of 
the complaint or express personal opinions concerning its merits.  
 

(a) The hearing will be presided over by the ad hoc Hearing Committee. If 
possible, the hearing shall be held within thirty calendar days of the day that 
the hearing was requested. 
 
(b) The hearing is not a legal proceeding, and strict rules of evidence do not 
apply. The Hearing Committee may admit and consider any relevant evidence. 
Personnel information, including salary data, performance evaluations, and 
student evaluations, will not be available unless released by the grievant or 
respondent.   
 
(c) Both the grievant and the respondent may have a Rensselaer colleague, 
other than an attorney, to assist in the presentation of their case. Only 
Rensselaer employees shall serve in that capacity.    
 
(d) The hearing will be private. Individuals present will include the Hearing 
Committee, the respondent, the grievant and his/her chosen colleagues, and 
any witnesses as requested by the parties and directed by the Hearing 
Committee.  A representative of the Administration may also be allowed to 
attend the hearing if the Hearing Committee determines the Administration 
may have information relevant to the grievance. Attorneys other than 
Rensselaer faculty members will not be allowed to attend the hearing.  
 
(e) Under directions from the Hearing Committee, each party shall give to the 
other party such advance notice of its intended witnesses, and such advance 
copies of, or a list of its intended exhibits, as may be practicable. The goal 
shall be to expedite the proceedings and to minimize the element of surprise 
as an advantage to either party.  
 
(f) During a hearing, both parties shall have the following rights: (1) to call 
and examine witnesses; to introduce written evidence; (2) to cross-examine 
any witnesses on any matter relevant to the grievance; (3) to challenge any 
witness; and to rebut any evidence. The grievant and respondent may testify 
and may be requested to answer questions posed by each party and the 
Hearing Committee. The personal appearance of each witness normally will 
be required to assure the opportunity for cross-examination and examination 
by the Hearing Committee. In extraordinary circumstances, the Hearing 
Committee may receive an individual's sworn written statement or other form 
of proof in lieu of a personal appearance. 
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(g) A copy of each exhibit reviewed by the Hearing Committee shall be 
supplied to the other party by the offering party.  
 
(h) After all oral and written evidence and argument has been presented, the 
hearing shall be closed. The Hearing Committee shall conduct its 
deliberations privately.  

 
Hearing Committee Report. Within a reasonable time after the closing of the 

hearing, but in no event to exceed sixty calendar days, the Hearing Committee shall 
make a written report, based on evidence presented during the hearing, with findings 
and recommendations.  

 
Decision of the President of the Institute. The President of the Institute or 

designee shall consider the report of the Hearing Committee, but the President shall 
make the final decision. The President's written decision shall be sent to each party 
and the members of the Hearing Committee and the Executive Committee of the 
Faculty Senate within sixty calendar days of receiving the Hearing Committee's 
report.  

 
Confidentiality and the Right to Privacy. The work of the Committees 

described above requires a high level of sensitivity to the privacy of all concerned. 
Thus, all members of the Grievance Committee, Hearing Committee, Executive 
Committee of the Faculty Senate, grievant, respondent, and Institute colleagues are 
required to maintain confidentiality with respect to all oral proceedings and written 
documents produced during the case.  

 
(a) After the proceedings have concluded, the Hearing Committee shall 
forward all records and documents produced in the case to the Provost for 
storage in a confidential file. 
 
(b) If during investigation of the grievance, individuals are questioned about 
the complaint, they shall be informed of the confidentiality of the information 
provided and of their obligation to maintain confidentiality about their 
participation in the investigation.  
 
(c) Any violations of the confidentiality obligation will be subject to 
appropriate disciplinary action.  
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PART 6.  FACULTY BENEFITS AND LEAVES
 
 

As employees of the Institute, Faculty members are provided with 
comprehensive benefits and leave programs.  Among some of the benefits offered are 
retirement and tuition benefits and medical, dental and life insurances.  Among the 
types of leaves offered are leaves of absence, sabbatical leaves, parental leaves and 
military leaves.  There are specific criteria that determine if an employee is eligible to 
participate in a particular benefit or leave program.  The Vice President for Human 
Resources will inform the Faculty Senate of any proposed changes to benefits 
programs that affect current or retired faculty before implementation.  

 
Some key points of Rensselaer's current benefit and leave programs are 

highlighted in what follows.  The terms of these programs are subject to change or 
termination.  The actual terms of the various plans are stated in the formal plan 
documents and are subject to eligibility and other limitations.  For complete, up-to-
date program documents, or for any other information about Rensselaer benefit and 
leave programs, contact the Division of Human Resources  

 
In addition, The Rensselaer Human Resources Benefits Booklet is available 

from the Division of Human Resources.  This publication provides a reliable source 
of information about benefits and is updated regularly.  Enrollment applications and 
booklets describing individual plans are available upon request. Several publications 
and forms are provided online at www.rpi.edu.  

 
 
6.1 RETIREMENT PROGRAM   
  

Retirement Plan: Under each of Rensselaer's retirement plans, eligible 
employees may choose from several retirement payment methods that can provide 
continuing income to a spouse or other beneficiary after the employee’s death.  The 
actual terms of the programs are stated in and governed by official program 
documents. Participation in Rensselaer retirement programs is voluntary and 
contingent upon receipt by the Division of Human Resources of the applicable 
completed enrollment applications and forms.   

 
 
Defined Contribution Retirement Program:  The Defined Contribution 

Program provides a retirement benefit based on a combined contribution by 
Rensselaer and an eligible employee.  The amount of the retirement depends on the 
value of the account balances, with earnings, at the time distributions are made.  The 
account balances will depend on length of participation in the program, the 
employee’s compensation amount, and the investment performance of amounts 
contributed by Rensselaer. 
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Defined Benefit Retirement Program: Faculty employed prior to July 1, 1993 

may be participating in a Defined Benefits Retirement Program. Questions regarding 
this program should be referred to the Division of Human Resources.  

  
Supplemental Retirement Program: In addition to participation in the 

retirement plans described above, eligible employees may divert part of their earnings 
(on a pre-tax basis) into the Supplemental Retirement Program, thereby reducing the 
amount of W-2 earnings on which State and Federal income taxes are paid.  These 
contributions will be taxed later upon distribution, e.g., at retirement.   
 
 
6.2 LIABILITY PROGRAM  
 

For the protection of eligible employees, the Institute carries General and 
Professional Liability insurance on behalf of employees for activities arising out of 
the scope of employment. The Institute's liability insurance indemnifies all Faculty, 
staff and volunteers when their endeavors are related to Institute business and 
consistent with Institute policies.  The actual terms of the coverage are stated in the 
formal insurance policies and are subject to eligibility and other limitations. 
 
 
6.3 FACULTY EMPLOYEE BENEFITS  
 
 Rensselaer currently provides eligible Faculty members with comprehensive 
benefits through its medical insurance program, dental insurance program, employee 
assistance program, and other employee programs.  Contact the Division of Human 
Resources for complete information on Rensselaer employee benefits. 
 
 
6.4 TUITION BENEFIT PROGRAM   
  

Faculty Tuition: All Faculty as defined in this Handbook who are eligible 
under Rensselaer’s Human Resources policies may register for up to two courses per 
semester offered by Rensselaer, with the approval of the Office of the Provost.  All 
other cases regarding educational opportunities and benefits for Faculty are subject to 
the approval of the Office of the Provost after a recommendation is made by the 
appropriate Department Chair and Dean of the school concerned.  In addition, tuition 
benefits are available for spouses and dependent children of eligible faculty.  
 
  
6.5 LEAVE PROGRAM 
 

Leave of Absence:  Faculty may be granted a leave of absence for a specified 
period, subject to approval.  Normally such leaves of absence are without financial 
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aid.  However, in certain instances wherein granting of such a leave may be 
considered of benefit to the Institute, the payment of financial aid with regard to 
certain fringe benefits may be extended.  Such instances may be, but are not limited 
to, service with the National Science Foundation; a Congressional Fellowship; service 
as technical advisor to government agencies, both domestic and international.  In such 
instances the offices of the appropriate Department Chair, Dean, and Provost shall 
determine the advisability and extent of such aid, with the approval of the Provost.  
Contributions to the fringe benefits program may continue in the event that the salary 
from outside sources does not meet the total contractual compensation from salaries 
and fringe benefits that would have been received from Rensselaer during the period 
of the leave.  (See also, Part 2.11.2 on Pre-Tenure Period Extension).  

 
Sabbatical Leave Plan:  Faculty are strongly encouraged to take advantage of 

this plan at least once every ten years.  Eligible Faculty may request sabbatical leaves 
for purposes of professional development through study, research, scholarly activity 
or experience in government, industry, universities or consulting in the practice.  All 
requests for sabbatical leave require the approval of the Department Chair and the 
respective academic Dean, prior to approval by the Provost. To receive full 
consideration, completed requests for sabbatical leave should be processed through 
the appropriate channels and filed with the Provost no later than April 1.  Response 
will be made as soon as possible, usually within two weeks.  
 

(a)  Non-Tenure Faculty:  All individuals holding titles among the Non-
Tenure Faculty are eligible for up to six months of unpaid sabbatical leave 
with continuing benefits, upon completion of twelve semesters of service.  
 
(b) Tenure Faculty: All individuals holding titles among the Tenure Faculty 
are eligible for the following: (See also, Part 2.11.2 on Pre-Tenure Period 
Extension). 

 
(i) Leave for one semester, with half salary, may be given upon completion of  
six consecutive semesters of service. 

 
(ii) Leave of two semesters with half salary, or one semester with full salary, 
may be given upon completion of twelve semesters of service.  Two semester 
leaves should normally start July l.  

 
When a Faculty member is granted sabbatical leave, the Institute will continue 

to contribute its respective portion of the cost of fringe benefits.  The Division of 
Human Resources should be contacted for complete details. 

 
While on leave, the Faculty member's performance should be reviewed in the 

normal way for a salary increment.  Any member of the Rensselaer Faculty who 
accepts a sabbatical leave is obligated to return to Rensselaer for at least one complete 
year of service and to submit to the Provost, through normal administrative channels, 
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a report covering professional activities during his or her absence.  Faculty members 
for whom sabbatical leave has been approved may receive additional remuneration 
from:  

 
(1) Normal consulting or lecturing arrangements, provided these do not 
conflict with the purpose and spirit of the sabbatical program. 
 
(2) Fellowships and other grants, provided the sum of the sabbatical salary 
and additional fellowship or grant does not exceed the full-time salary rate for 
the period of leave.  
 
(3) Grants to defray family travel and nominal cost-of-living allowances 
provided they are not for personal remuneration in addition to fellowship and 
other grants.  
 
(4) Charges to research contracts provided the research contract allows and 
the sum total of remuneration during this period does not exceed the amount 
of salary scheduled for this period.  
 

Parental Leave:  The Tenure Faculty will be granted relief from teaching duties for 
parental leave for one semester with full pay, and they may elect to take an additional 
semester of teaching relief at half pay for parental leave.  Faculty members granted 
relief from teaching duties under this Policy, except as entitled under the Family and 
Medical Leave Act (FMLA), will continue to be responsible for normal non-teaching 
duties such as research commitments, professional development, advising and 
committee assignments.   

 
Leaves granted under this Policy will be counted towards the Faculty 

member's leave entitlement under the Family and Medical Leave Act (FMLA) in 
accordance with Rensselaer policies applicable to all employees. 
 
 Parental leave for the Tenure Faculty is defined as leave to give birth to a 
child, to adopt a child or to care for a newborn or newly adopted child.  All parental 
leaves of absence under this Policy must be taken and completed within twelve 
months of the date of birth or adoption.   
 
 Insofar as possible, the commencement of a parental leave at full or half pay 
must coincide with the beginning or end of a semester.  A parental leave which 
commences after the beginning of an academic semester will be counted as a leave 
for one full semester under this Policy.   
 
 With the written approval of the Provost and the Dean obtained in advance of 
the leave, eligible Faculty members have the option of stopping the tenure clock for 
up to one year during a parental leave, provided this election is specified in the 
written notice of the Faculty member's intent to take a leave.  The Provost should be 
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consulted for additional details regarding tenure decisions.  For additional 
information on extensions of the pre-tenure period, see Part 2.11.2. 
 
 When the need for a parental leave is foreseeable, a Tenure Faculty member 
electing to take such a leave must submit a written notice to the Department Chair 
(the Dean in a school without departments), with a copy to the Provost, at least 30 
days prior, to the beginning of the semester during which the leave is to be taken.  In 
the event it is not possible to provide 30 days advance notice, a Faculty member must 
submit his or her written notice as early as possible, but in no event less than two 
business days before the leave is to commence.  In all cases, written medical 
documentation or a certificate of adoption must be provided by the Faculty member 
to the Division of Human Resources. 
 
 Rensselaer currently has policies on Family and Medical Leave, Military 
Leave, Sick Leave, Bereavement Leave and Vacation Leave.  Consult the Division of 
Human Resources for details. 
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