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Introduction 

  

This manual is intended to guide the faculty of the School of Communication in the procedures 

that govern the evaluation process at the time of granting contracts, promotions in rank, tenure 

and licenses.1  

  

It tries, on the one hand, to serve as a guide so that faculty understand the criteria used for their 

evaluation and, thus, participates in this process in an informed manner. On the other hand, it 

establishes the guidelines that the Personnel Committee will use to evaluate the candidates 

fairly. All the processes detailed in this document are based on the Regulations of the University 

and on the multiple certifications and circulars that have been approved in recent years in the 

different institutional spheres. 

  

Both the Regulations of the University of Puerto Rico and the circulars and certifications show 

that every evaluation process must be aimed at achieving the fulfillment of the institution's 

mission, according to the University Law. In addition, this process should promote quality in 

teaching, research and creative work, and contribute to the professional development of faculty, 

by identifying their strengths and weaknesses in the teaching process, in order to correct these 

and strengthen those. The evaluation must be done respecting the principle of merit and 

promoting the increase in the levels of academic excellence both at the individual level and at the 

institutional level. 

  
To meet these objectives, the manual is divided into three sections. The first has the purpose of 

outlining the procedures that govern the evaluation process of the faculty. The second, 

incorporate two forms: one to evaluate new hires and the other to evaluate classes of faculty by 

contract. The third one is to present the evaluation instrument for the faculty who are candidates 

for promotion in rank or tenure. 

 

 

 

 

 

 

 

 

 

 

                                                      
1

 This manual replaces the standards and procedures for the evaluation of the School of Communications personal staff of 1998. Approved at 

faculty meeting the 4th of March 2016 and entered into force the first semester of the academic year 2016-2017. The faculty also approved that 

the evaluation form for visits to the classroom would begin to be used as soon as it was ratified in faculty. 
Before being taken to a faculty meeting, the handbook in its preliminary version was discussed with the members of the Personnel Committee 

2013-2014 and 2014-2015, the Graduate Studies Committee 2014-2015 and the Information and Journalism concentrations and of Public 

Relations and Advertising of 2014-2015 and 2015-2016. The professors of the Audiovisual concentration were summoned, but no quorum was 
established in the scheduled meeting. However, several of its members participated within the Personnel Committee, in addition to providing all 

the professors of the School with the opportunity to present their input in writing. The coordination, revision and edition of this manual was in 

charge of Dr. Lourdes Lugo-Ortiz. 
In December of 2017, some revisions to the manual were incorporated and consulted with the faculty in an electronic referendum from December 

4th to the 15th of this same year (2017). 
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I. Regulation on the Personnel Committee2 

  

A. Committee functions 

 

1. The Personnel Committee will advise the School Management regarding the decisions that 

pertain to the faculty. 

2. Each year, the Personnel Committee shall attend to the matters concerning the faculty referred 

by the School Management. Among them are the pending issues of previous years, notifications 

sent by the Dean of Academic Affairs and the Office of Human Resources of the Campus, or 

other situations that merit the attention of the committee. 

3. The Personnel Committee will also advise the Directorate on the following matters: 

              • temporary appointments, substitutes or regular place 

              • promotions 

              • licenses for studies, research, special projects, in service 

              • licenses for sick leave, or personal reasons 

              • Sabbatical licenses 

              • tenure 

              • temporary transfers 

              • bonuses 

              • personnel actions that are necessary for the proper functioning of the unity.3  

  • contracts 

4. When the need arises, the committee will recommend to the School Management to prepare a 

call to recruit faculty or to create a new collection. 

5. Evaluate the candidates that respond to both the published calls to fill regular positions as well 

as the acquis, according to the eligibility criteria established by the School and by the General 

Regulations of the University, in its Article 434 

6. Likewise, the Personnel Committee may make its recommendations regarding the faculty of 

the School when the nature of the matter so requires. 

7. The committee will provide the School Management with a detailed report on all the work 

carried out at the end of each semester. The reports should include the following: 

              • meetings held 

              • attendance and participation of its members 

              • tasks performed by the full committee and by the members, in the cases that apply 

              • in case of evaluations of the faculty, they will indicate the criteria used, the  

                score awarded and the justification / explanation of the recommendation of the  

                committee 

              • pending issues and work agenda for the next semester. 

8. All communication from the committee to the Management or to the faculty must be signed 

by all the members. 

9. The committee will periodically review the assessment instruments and procedures to temper 

them both to the particularities of the School as well as to the standards and 

                                                      
2

General Regulation of the University, as amended until December 10th, 2006, articles s 2 4 .4, 25.9, 25.3 and 26. 

3
 Ibid., Article 24.4.2. 

4
 Ibid., Article 43. 
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Procedures that are reviewed by the Academic Senate, the Administrative Board of the Río 

Piedras Campus and the Government Board. 

10. In exceptional cases, the committee will request the advice of expert professors in specific 

disciplines. 

 

B. Composition of the Personnel Committee 

 

1. The faculty will elect, by secret vote, all the members of the Personnel Committee, including 

the alternate, in an ordinary meeting of the faculty by the month of April, prior to the academic 

year in which they started functions.5  

2. It must be composed by three (3) professors with permanent license and minimum academic 

range of associate professors. In exceptional situations, the number will increase.6  

3. There will be a fourth professor chosen as an alternate member that will serve of substitute, if 

there is arise vacant in the committee or a conflict of interest with the evaluated person.7 

4. In the event that a member resigns his position and the Personnel Committee does not have at 

least three professors to evaluate one or more candidates, the committee will be inoperative. The 

inactivity of the committee will remain until the Directorate calls a faculty meeting in which the 

new member is selected.  

5. If the committee doesn’t constitute with at least three members with tenure and the required 

academic rank, the committee will be completed only when it reaches three members, even if 

they are from a lower rank within the permanency category, but the category of rank must 

always prevail.  

6. The director of the School will be a member of the committee, and the coordinator of the 

committee will be elect within its members.8 However, the director of the School of 

Communication may be able to refrain from belonging to this committee if he/she understands its 

prudent.  

7. If any member of the committee decides to leave their functions, there must be presented a 

resignation written to the committee. The committee, in turn, will inform the director, who will 

communicate it to the faculty. The alternate member will occupy its place.9  

8. The director of the School that is a candidate for promotion in rank or tenure will not be able 

to participate in the process of evaluating their case or intervene in the meetings of the Personnel 

Committee when dealing with analogous cases.10 Neither, of the reports that are issued on behalf 

of the School in those cases. These functions will not affect the other evaluation and supervision 

responsibilities inherent to their position. 

9. Faculty who are candidates for promotion may not be members of the Personnel Committee, 

except when their participation is essential for the committee to be constituted. In such 

circumstance, you will be required to refrain from participating in the deliberations of your case 

and other similar cases. Also, it will have to be inhibited when personnel actions arise that pose 

                                                      
5

 Rules and procedures for the evaluation of faculty of the School of Communication, 1998. 

6
 Ibid. 

7
 Ibid. 

8
 Regulation general of the University, as amended until December 10, 2006, article 25.3.3. 

9
 Rules and procedures for the evaluation of faculty of the School of Communication, 1998. 

10
 Op. cit., 25.9.1.1 
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conflicts of interest, like, by example, ties affective or that belong to companies of common 

economic interests. 

10. The inhibition of a member of the committee must be presented in writing with the reasons 

that motivate the professor to abstain. The letter will be presented as soon as it becomes aware of 

the candidate that leads him to separate from this process. 

11. The committee will be summoned for special situations that arise outside the school term.  
 
 

C. Duration of the term11 

 

1. The election of the members of the committee will be for the term of one academic year. 

2. No member may participate more than three (3) consecutive years as a member of the 

committee.12  

3. All faculty who have participated as a member of the committee for the period indicated must 

remain outside the committee for one year in order to be reelected. 

  

D. Meetings of the committee 

 

1. The first meeting of the committee of the academic year will be convened by the School 

Management, in which the members will choose the coordinator of the group. Subsequently, the 

coordinator, together with the members of the committee, will establish their work plan, as well 

as the dates, time and place of meeting, according to the calendar proposed by the Administrative 

Board and the Dean of Academic Affairs. 

2. At the beginning of the semester, and after the first meeting, the new members of the 

Personnel Committee will receive guidance on their functions. It will be in charge of the 

coordinator of the committee, if having previously held the position, or was the committee 

coordinator of the previous year, or if the committee has been formed with new members. 

3. If there are changes in the meeting schedule, the committee coordinator will be responsible for 

notifying the members in advance and making arrangements for the next meeting. 

 

 

II. Objectives of the evaluation processes13 

The process of evaluation of the faculty of the School is governed by the following principles: 

A. Comply with the mission of the University of Puerto Rico, as stated in the Law of the  

University of Puerto Rico.  

B. Contribute to the goals and achievements of the Río Piedras Campus, as outlined in its 

vision, mission and regulations, developed by the university community. 

C. Promote quality in teaching and contribute to the professional development of 

faculty. Teaching work includes teaching, research, creation and dissemination of 

knowledge; is committed to the integral formation of the student and his lifelong 

                                                      
11

 Certification 78, 1991-92 of the Academic Senate of the Río Piedras Campus, and Rules and procedures for the evaluation of faculty of the 

School of Communication, 1998. 

12
 Certification 57, 1991-92 of the Academic Senate of the Río Piedras Campus. 

13
 Certification 113, 2014-2015 of the Academic Senate of the Río Piedras Campus. 
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learning, with the institutional service and his contribution to the university community 

and the country. 

D. Recruit, retain and promote the best qualified faculty in the disciplines that concern 

them. 

E. Guarantee respect for the principle of merit in all instances of evaluation. 

  

  

III. General guidelines for the recruitment of new faculty 14 

A. All recruitment of faculty, especially to occupy a probationary position, must respond to the 

academic development plan of the unit and the priorities established for the advancement of their 

goals and those of the institution.15  

B. Recruitment should aim for academic excellence; therefore, the candidates must have the 

highest academic preparation for the exercise of the chair, research and teaching work, as well as 

the teaching and research skills associated with that preparation.16  

C. To hold a position of professor or researcher or hold a rank in these categories, the person 

must, at least, have obtained the degree of doctor or an equivalent terminal degree in an 

accredited university in areas that they train it specially for the subjects that it teaches, 

investigates or is in charge of. Exceptionally and duly justified for recruitments through service 

contracts or other than to occupy regular positions, you may consider hiring candidates with less 

than a doctorate degree.17  

D. The assignment of the courses must also be based on the academic training and professional 

experience of the candidate, in addition to everything stipulated in the previous paragraph. 

E. The criteria for the recruitment of the faculty that will be part of the faculty of the School for 

the first time are those indicated by the General Regulations of the University of Puerto Rico in 

article 43 of the General Regulations and that are indicated then: 

             "Candidates to positions in any of the staff categories will be selected using, among 

others,  

the following criteria: 

             Section 43.1: quality of the academic record and quality of the universities where he did  

 studies. 

             Sections 43.2: mastery of the subject to teach and ability to integrate it with related areas. 

             Section 43.3: experience in teaching and in the application of knowledge in a particular  

 field. 

             Section 43.4: published works and lectures dictated. 

  Section 43.5: Identification with the philosophy and objectives of the Law of the  

 College.               

             Section 43.6: capacity for scientific research or creative work." 

                                                      
14

 Regulation general of the University, as amended until December 10, 2006, article 42. See, also, Circular 1, 1994-95 of the Deanship of 

Academic Affairs of the Río Piedras Campus. 

15
 Certification 83, 1991-92 of the Academic Senate of the Río Piedras Campus; Circular 9, 2003-04 of the Deanship of Academic Affairs of the 

Rio Piedras Campus; Circular 3, 2006-07 of the Academic Affairs Awards of the Río Piedras Campus; and Teacher's Manual of the Río Piedras 

Campus, 2014, p. 65 

16
 Regulation general of the University, as amended until December 10, 2006, section 47.6; Certification 72, 1991-1992 of the Academic Senate 

of the Río Piedras Campus; Certification 84, 1997-98 of the Administrative Board; Certification 110, 1997-98 of the Administrative Board; and 
Circular 8 of the Rector 1999-2000. 

17
 Regulation general of the University, as amended until December 10, 2006, article 42, section 42.1.2; and Teacher's Manual of the Río Piedras 

Campus, 2014, p. 66 
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F. In order for the University to maintain its classification in research, in accordance with the 

parameters established by the Carnegie Foundation, the rationale for recruiting new personnel 

must include: 

1. The suitability of the candidate to perform as a teacher in the graduate area and to 

direct master's and doctoral theses in the unit that recruits him or in a related department. 

2. The ability of the candidate to develop in the research lines defined by the unit. 

3. The ability to integrate new knowledge into the teaching-learning process.18  

G. The Personnel Committee will convene a meeting-orientation for the faculty that are recruited 

for the first time by the School, either through part-time or full-time contracts. 

 

 

IV. Specific procedures for the recruitment of evidentiary appointments 

  

A. Recruitment for probationary appointment 

 

1. The places that are opened in the School of Communication will respond to the recruitment 

needs by area, the Development Plan and the institutional assessment plan of the unit. The 

Directorate will convene a meeting to the faculty with the right to participate by regulation. In it, 

the coordinators of the concentration will present the teaching needs of each of the areas, after 

having discussed them with the faculty of the concentration. After that presentation, the faculty 

will discuss the need for the professorate that is held by concentration and will vote for the areas 

that have priority for recruitment in the School. The criterion by which the voting will be 

governed, and the presentations of the coordinators will be based on the need of the specialized 

faculty according to the areas, and not on the desirability of granting places to professors they are 

by contract. In the event that the coordinator of the concentration does not have a place, this must 

be replaced by a teacher with a position in the presentation of the need of their area as in the 

discussion of this matter before the faculty. 

2. The selection of candidates will be the result of a broad dissemination process through a 

public call issued in national and international media.19 Likewise, the call must be disseminated 

and circulated in the School of Communication and in the university community in general, 

through various means, including the institutional e-mail and the portal of the School. 

3. The candidates must have the highest academic qualifications - the doctorate degree or an 

equivalent terminal qualification - for the exercise of the chair, research and teaching work, and 

possess associated teaching and research skills. with that preparation.20  

4. The School will promote diversity in academic formation21 and professional for recruitment 

purposes. 

5. Other things being equal, and to attract, recruit and retain the best candidates for teaching 

positions, as well as to cultivate a stimulating environment that integrates diversity from different 

perspectives, the Personnel Committee will take into account the contribution of each candidate 

                                                      
18

 Circular 89 of the Rector, 1999-2000. 
19

 Circular 3, 2003-2004 Deanship of Academic Affairs of the Río Piedras Campus and Teacher's Manual of the Río Piedras Campus, 2014, 

p. 60 

20
 Certifications 84 and 110 (amended), 1997-98 of the Administrative Board; Circular 3, 2003-04 of the Deanship of Academic Affairs of the 

Rio Piedras Campus; Regulation general of the University, as amended until December 10, 2006, article 42, section 42.1.2; and Teacher's Manual 

of the Río Piedras Campus, 2014, p. 65 

21
 Certification 87, 2005-06 of the Administrative Board. 



   

8 
 

the program and the Campus taking into consideration the institution where he did graduate 

studies and his academic experiences in foreign universities. The committee will analyze 

comparatively the candidates based on the following criteria: academic training, quality of the 

university where they obtained their degree, diverse experience in teaching and potential to 

develop a line of research or a creation program, among others.22  

6. The call must follow the publication rules established by the Dean of Academic Affairs in its 

Circular 3, 2003-2004.23  

7. The administrative procedure for the approval of teaching positions in probatory appointment 

will follow the procedure established by the Dean of Academic Affairs in its Circular 3, 2003-

2004.24  

  

 

 

B. Assessment of candidates for probationary appointments 

 

1. In addition to what was outlined in the previous section, the evaluation of the candidates will 

be governed by the general procedures indicated in this section of the manual and the procedures 

indicated in Certification 83, 1991-92 of the Academic Senate; Circular 9, 2003-04 of the Dean 

of Academic Affairs; and Circular 3, 2006-07 of the Dean of Academic Affairs. 

2. The process of granting a regular place to a person will require a rigorous evaluation of the 

merits, assets and potential of the candidate. 

3. In this process, your academic record will be evaluated, the quality of the university where 

you obtained your degree, professional achievement, mastery of the subject to be taught and will 

investigate, their professional plans, previous experiences in teaching, publications and 

conferences, capacity for scientific research or creative work and commitment to the philosophy 

and objectives of the University of Puerto Rico.  

4. The candidate will submit to the Directorate a letter requesting the position, a curriculum 

vitae, official transcripts of all the academic degrees he holds (ie, undergraduate, masters, 

doctorate and postdoctoral) and copy of the diplomas of all academic degrees. The 

documentation must be submitted on paper and in digital format. Likewise, you must submit any 

other additional evidence that is requested in the call. 

5. The Directorate will acknowledge receipt of all the applications received, as well as notify the 

candidates of the decision taken in each case.25  

6. The Personnel Committee will interview the shortlisted candidates and submit their 

observations and recommendations to the Directorate in this phase. 

7. The preselected candidates must present, in the School of Communication, a public conference 

in their area of expertise, in which they demonstrate inherent skills in teaching and research. The 

conference must be linked to the area of specialty of the plaza. The committee will provide a 

minimum time to receive the written input from the faculty that attended the conference and will 

take these suggestions into account when recommending for the position. 

                                                      
22

 Certification 87, 2005-06 of the Administrative Board, and Teacher's Manual of the Río Piedras Campus, 2014, p. 67 

23
 Circular 3, 2003-04 of the Deanship of Academic Affairs of the Río Piedras Campus, and Teacher's Manual of the Río Piedras Campus, 2014, 

p. 70 

24
 Ibid. 

25
 Certification 83, 1991-92 of the Academic Senate of the Río Piedras Campus. 

Certification 83, 1991-92 of the Academic Senate of the Río Piedras Campus; Circular 3, 2006-07 of the Deanship of Academic Affairs of the  
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8. As part of the process and together with the request to open the place, the Directorate will 

request the Dean of Academic Affairs to allocate the necessary funds to cover the expenses of 

transferring the preselected persons who do not reside in Puerto Rico. Also, it will be possible to 

consider that the candidate will dictate his/her conference in a non-contact format. 

9. The candidate recommended will be subject to comply with the requirements of the place 

indicated in articles 64, 65 and 66 of the General Regulations of the University, the certifications 

of the Academic Senate and the Administrative Board that regulates the appointments in the 

Campus. 

10. The selected candidate will sign a contractual letter that must harmonize with the 

expectations of achievement established in Certification 88, 2005-2006, of the Administrative 

Board, that, when granting promotions in rank or granting tenure in the teaching service, the 

Administrative Board will verify that the candidates have salaries in each of the areas 

of: 1) teaching 2) research or creation 3) dissemination and publication and 4) service, 

in addition to the criteria established in the General Regulation.26  

11. At the moment of recommending the candidate, the Directorate will send to the Dean's Office 

Academic Affairs, the Development Plan of the program with the call and the contractual letter.27  

 

V. Specific procedures for the recruitment of new faculty by contract, 

substitute or temporary appointment and visiting professors 

  

A. Recruitment of contracts and substitute or temporary appointments 

 

1. The School will maintain a pool of candidates from the respective specialty areas from which 

it will select the candidates that will be awarded contracts and substitute and temporary 

appointments, making sure to have as many as possible of resources that possess the terminal 

degree in the discipline, in accordance with the rules of the campus and the principle of merit in 

which these are inspired.28  

2. The convocation of the collection will be prepared by the Directorate in consultation with the 

Personnel Committee, taking into account the guidelines on the minimum information required 

to be included in the call that are broken down in Circular 3 (2003-04) of the Dean of Academic 

Affairs.29  

3. The maximum period of validity of the call for acquis is three years.30  

4. The pool of candidates does not replace the publication of a call for a regular teaching 

position. 

5. Despite the validity of three years of the acquis and the candidate's qualifications, the duration 

of temporary or substitute contracts or appointments is of a maximum of one year.31  

                                                      
26

 Rio Piedras Campus; and Regulation general of the University, as amended until December 10, 2006, and Teacher's Manual of the Río Piedras 

Campus, 2014, p. 75 

27
 Circular 3, 2006-07 of the Deanship of Academic Affairs of the Rio Piedras Campus. 

28
 Circular 3, 2003-04 of the Deanship of Academic Affairs of the Río Piedras Campus, and Teacher's Manual of the Río Piedras Campus, 

September 2014, p. 65 

29
 Circular 3, 2003-04 of the Deanship of Academic Affairs of the Río Piedras Campus. 

30
 Circular 4, 2004-05 of the Deanship of Academic Affairs of the Río Piedras Campus. 

31
 Ibid. 
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6. For those candidates who do not have the terminal degree, the Directorate will prepare an 

explanatory statement of the reasons that allow the exemption from the application of the 110 

Certification, in accordance with the exception criteria established in the Certification. 84 (1997-

1998) of the Administrative Board or criteria of necessity that arise from the circumstances of 

the moment. This statement will have a maximum duration of one year in renovations 

unchanged.32  

7. All faculty/professors hired for the first time will be evaluated with Form A included in 

Section II of this manual. 

8. The Directorate will assign, to every teacher hired and during the first two years of service, a 

mentor who is related to the teaching area of the course to be taught, as well as to your research 

area. The mentor will support, provide orientation and guide the new professor in the teaching 

area. 

9. All contracts for faculty, either part-time or full-time, will include the following clause: 

" This contract does not imply any promise or create expectation that it will be renewed 

or extended beyond the expiration date established by the same. Nor does it create an 

appointment expectation to a regular position in your broadest sense".33 

10. The criteria for renewing annual contracts are the following: 

       a. institutional need 

        b. student evaluation, in case you have offered courses previously 

        c. area of difficult recruitment 

      d. positive evaluation of classroom visits 

       e. compliance with the delivery of reports and documentation required by the School,       

   Campus or system 

        f. Professional experience or recognized excellence in the discipline that will be taught. 

        g. fulfillment of additional tasks. 

  

B. Documents necessary for the initial evaluation of the faculty 

 

All persons interested in forming part of the faculty of the School of Communication must 

submit the following documents for their initial evaluation: 

• A cover letter addressed to the Management 

• Curriculum vitae 

• Copy of the diplomas of all the academic degrees 

• Official copies of your undergraduate, master's, doctorate and postdoctoral 

records (transcript of credits). 

  

Once evaluated by the Personnel Committee and having been recommended to teach courses at 

the School, the professor must complete his/her file with the documents requested by the 

administrative official. 

  

C. Renewal of full-year work contracts and temporary or substitute appointments 

 

                                                      
32

 Ibid. 

33
 Circular 39, 1995-96 of the Acting Chancellor. 
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1. They will be governed by the general procedures indicated in section III of this manual and by 

Circular 13, 2010-2011 of the Dean of Academic Affairs and Circular 23 of the Rector, 2010-11. 

2. The process of recruitment and renewal of contracts for faculty in the School of 

Communication is based on the search for the best candidates with the adequate academic 

preparation in line with the goals and objectives of the current academic programs. 

3. The evaluated person must satisfactorily comply with the personnel evaluation criteria 

indicated in the General Regulations of the University of Puerto Rico in the Article 43 and with 

all the duties and responsibilities of the professor contained in Article 64, 65 and 66 of the 

General Regulations of the University of Puerto Rico. 

4. Faculty with annual contracts or substitute or temporary appointments must submit 

an updated curriculum vitae to the committee every three years, no later than March for the 

processing of the contract. 

5. These faculty will also be evaluated, at least once a year, by visits to the classroom. The 

evaluation form designed for this purpose will be used, following the rules indicated in this 

manual (Form B). 

6. Visits will be made by at least one member of the Personnel Committee and one member of 

the concentration. The latter will be selected by the faculty with a position ascribed to the 

concentration.34  

7. To coordinate visits to the classroom, the committee will request the support of the 

Directorate: a. The administration will include a clause in the contract that will stipulate that the 

teacher will be evaluated through visits to the classroom and that he/she must submit his/her 

handbook during the first week of the semester. b. The administration will ask the teacher to 

inform in writing of several dates on which he/she can be visited by the committee (within a 

specific period established by the Personnel Committee) and the class plans of each class. Also, 

copy of the semester's syllabus. c. The committee will visit him on one of the dates proposed by 

the professor whenever possible. d. After the evaluation is completed, it will be discussed with 

the teacher. The evaluation committee will also verify that the syllabary complies with the 

university regulations and will guide the teacher to modify the document, if necessary. 

8. The teacher must receive an average score of no less than 80 on a scale of 100 in the 

evaluation of classroom visits. 

9. The criteria for renewing part-time contracts are the following: 

a. institutional need 

b. student evaluation, in case you have offered courses previously 

c. area of difficult recruitment 

d. positive evaluation of classroom visits 

e. compliance with the delivery of reports and documentation required by the School, 

Campus or System.  

f. Professional experience or recognized excellence in the discipline you will teach. 

g. fulfillment of additional tasks. 

10. Renewals of contracts will be made based on compliance with the goals and objectives of the 

academic programs of the School and the institutional needs that arise during each academic 

year. 

  

D. Renewal of part-time contracts 

                                                      
34 See Certification 83, 1991-92 of the Academic Senate of the Río Piedras Campus; Certification 113, 2014-2015 of the Academic Senate of the 

Río Piedras Campus and the Teacher's Manual of the Río Piedras Campus, 2014, p. 75 
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The part-time contracts are awarded with the purpose of strengthening the academic offerings of 

the unit and enriching the students with the knowledge offered by media professionals. 

 1. The professors in this category will be evaluated each semester through visits to the 

classroom of the course or the courses assigned to them (Form B). 

  2. To coordinate visits to the classroom, the committee will request the support of the 

Directorate: a. The administration will include a clause in the contract that will stipulate 

that the professor will be evaluated through classroom visits and that he/she must hand in 

his/her file during the first week of the semester following the requirements outlined in the 

Certification 112 2014-15 of the Governing Board, particularly in Annex 

1 ( http://www.upr.edu/mdocs-posts/certificacion-num-112-2014-2015-jg/) , and Article 

2.10 of the General Regulations of Students ( http://senado.uprrp.edu/Informes/CJS-13-

2009-10-ReglGenEst.pdf) . b. The administration will ask the professor to report in 

writing several dates in which it can be visited by the committee (within a particular 

period established by the Personnel Committee) and the lesson plans of each class. Also, it 

will provide a copy of the semester's syllabus. c. The committee will visit him on one of 

the dates proposed by the professor whenever possible. d. After the evaluation is 

completed, the results will be discussed with the teacher. The teacher must receive an 

average score of no less than 80 on a scale of 100 in the evaluation of classroom visits. 

4. If requested, he will report to the Personnel Committee that includes an updated curriculum 

vitae, letters of recommendation, outline of the course or courses offered, outline of the new 

courses he will offer, among others. However, the part-time teacher will be responsible for 

providing an updated curriculum vitae every three years. 

8.  The criteria for renewing part-time contracts are the following: 

                                          a. institutional need 

                                          b. student evaluation, in case you have offered courses previously 

                                          c. area of difficult recruitment 

                                          d. positive evaluation of classroom visits 

                      e. compliance with the delivery of reports and documentation required  

          by the School, Campus or System 

            f. Professional experience or recognized excellence in the discipline  

               that will teach 

            g. fulfillment of additional tasks. 

9. Renewals of contracts will be made based on compliance with the goals and objectives of 

the academic programs of the School and the institutional needs that arise during each 

academic year.  

  

E. Hiring of retired staff 

 

1. The hiring of retired personnel, if applicable, will be done according to the standards indicated 

in the Certification No. 19, Year 1988-89, of the Higher Education Council 

and Regulation of the Retirement System of the University of Puerto Rico. 

2. The Personnel Committee will evaluate that the candidates meet all the necessary academic 

requirements to be part of the faculty of the School. 

https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://www.upr.edu/mdocs-posts/certificacion-num-112-2014-2015-jg/)
http://senado.uprrp.edu/Informes/CJS-13-2009-10-ReglGenEst.pdf)
http://senado.uprrp.edu/Informes/CJS-13-2009-10-ReglGenEst.pdf)
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3. The hiring of retired personnel must comply with the regulations imposed by the Government 

Ethics Law, so that retired personnel with less than two years of retirement cannot be hired 

without the corresponding authorizations. 

  

F. Faculty and visiting lecturers 

 

The Personnel Committee will evaluate the requests and proposals presented by the School 

Management and the faculty of the School to invite visiting lecturers and professors,35 and will 

render its opinion to the Management. 

  

  

VI. Procedures for the evaluation of the faculty candidate for promotion and 

tenure 

 

A. General guidelines 

 

The School of Communication has designed an evaluation instrument, included in Section III of 

this manual, following the criteria indicated in the General Regulations of the University and the 

various certifications that have been approved by the Academic Senate of the Río Piedras 

Campus. University Board, the Board of Trustees and the Government Board. 

1. Article 47 of the General Regulation establishes the norms and procedures to be followed in 

the determination processes of promotion of the regular faculty. 

2. The Professional Committee will evaluate the candidates in a manner consistent with the 

criteria established in the Regulations of the University in its section 45: 

              a. Quality of teaching, research or dissemination 

              b. Dedication to the work or university service 

              c. Fulfillment of the teaching duties 

              d. Professional improvement 

              e. Cooperation in faculty work, including committees and study programs               

              f. Research and creation works 

              g. Conferences on subjects specific to their field 

              h. Publications, exhibitions, concerts and other similar activities 

              i. Acknowledgments received 

  j. Fundamental and substantiated opinions of your colleagues and other people related to    

     your work               

 k. Professional attitude, that is, their willingness to participate in professional       

     activities; his fairness, tact, good sense, discretion and objectivity in the handling of  

     the situations he participates; spontaneous cooperation with the unit it serves and with     

     the institution in general. 

3. In addition to the aforementioned elements, the evaluation will be guided by what is 

established in Certification 88 of the Administrative Board, so it will verify that the candidates 

                                                      
35

 See definitions in sections 98.7 and 98.32 of the Regulation generals of the University, as amended until December 10, 2006, and in the 

Teacher's Manual of the Río Piedras Campus, 2014, p. 99 
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have salaries in the areas of teaching, research or creation, 

disclosure and publication and service.36  

4. The annual evaluations of faculty in evidentiary positions will be based, in addition to these 

criteria, on compliance with the agreements entered in the contractual letter.37  

5. Each teacher will be notified of the deadline by which they must submit the required 

documents, as well as the procedure to be followed for their evaluation, at least one month before 

the process begins and as soon as the Administrative Board and the Deanship of Academic 

Affairs notify the School of their respective work calendars. 

6. The candidate for evaluation must respond in writing to the Personnel Committee if he/she 

wishes to be evaluated, and, if he/she has served as coordinator of the committees or 

concentration, inform him/her of the period and the names of the members they belonged to said 

committee, as well as their electronic addresses. Also, if you have served as a committee member 

(and inside the concentration), you will provide the name and email address of the 

coordinator. This information will allow the Personnel Committee to send the corresponding 

evaluation sheets with the required anticipation. 

7. Periodically, the committee will plan an orientation activity for the faculty on the evaluation 

process and how to prepare for it (according to the needs of the unit). 
  
8. The candidate will submit a dossier, following the format requested by the committee and 

found in Section II of this manual. 

9. The candidate must have entered all his/her assets in FACTUM.38  

10. All documents delivered to the committee will be considered confidential and will remain in 

administrative custody during the evaluation process. Once a semester has elapsed since the 

evaluation, the documents submitted will be returned to the teacher, provided that the file is not 

being worked on. The report will be part of the teacher's file. 

11. The committee will notify the teacher in writing of the quantitative result of the evaluation of 

their salaries, in which the score will be broken down by criterion. Likewise, it will write 

a narrative and qualitative report that will assess the following elements: teaching, service, 

research or creation, and publication and dissemination.39  

12. The report will include the rationale and conclusions on which the recommendation is based, 

as well as the order of priority of the candidates for promotion in each rank and the elements of 

judgment used to determine the priorities. The Directorate will submit this information together 

with its own recommendation to the Dean's Office, which, in turn, will send it to the 

Administrative Board.40  

13. After having sent the proper notification to the faculty, the Personnel Committee will 

convene the meeting to the faculty evaluated in a period of no more than five working days for 

the purpose of discussing their evaluation.41  

                                                      
36

 Certification 88, 2005-06 of the Administrative Board, and Teacher's Manual of the Río Piedras Campus, 2014, p. 75 

37
 Teacher's Manual of the Río Piedras Campus, 2014, p. 69 

38
 Certification 88, 2005-06 of the Administrative Board. 

39
 Ibid. 

40
 Teacher's Manual of the Rio Piedras Campus, 2014, pp. 76-77, and "Promotion in rank", page of the Administrative 

Board http://juntaadministrativa.uprrp.edu 

41
 Teacher's Manual of the Río Piedras Campus, 2014, p. 73, and Closure 17, 2012-2013 of the Administrative Board. 

https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://juntaadministrativa.uprrp.edu
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14. It will be the responsibility of the faculty evaluated to confirm their attendance at the 

meeting. If they do not attend or do not attend the meeting, the committee will understand that 

the teacher agrees with the results of their evaluation. 

15. Every semester, there will be a student evaluation of all faculty who teach at the School. The 

results will be part of the evaluation about the faculty that the committee performs and will be 

integrated into the rubric that is used for these purposes. 

16. The candidate will be responsible for providing evidence to the Personnel Committee that 

demonstrates their work and level of participation in the committees (including the 

concentration) of which they have been a member (e.g., minutes, special assignments, etc.), 

compliance with the drafting and delivery of reports (e.g., annual, appraisal, substitution of tasks, 

among others), as well as other relevant documents at the time of carrying out the evaluations. 

17. The committee will require a minimum score of 85, on a scale of 100 points, to recommend 

favorably for tenure and the rank of Associate Professor, and a minimum score of 90 points to 

recommend favorably the Chairperson. 

  

B. Specific procedures for evaluation of the teaching personnel candidate to tenure 

 

1. Article 46 of the General Regulations of the University of Puerto Rico establishes the 

conditions for granting tenure to faculty, as well as Certification 83, 1991-92 of the Academic 

Senate and Certification 27, 2008-09 of the Administrative Board. 

2. tenure is granted to cover a regular position after the candidate has completed a probationary 

period and has the favorable recommendation of the pertinent committees and authorities.42  

3. The tenure may be granted, according to Section 46.2 of the General Regulations, to the 

members of the faculty with probative appointment who perform a complete task, occupy a 

regular place in the functional budget of the University and, in the opinion of the authorities 

competent, have provided five (5) years of satisfactory services. 

4. To grant tenure to the members of the faculty of an academic unit means that these claustral 

have fully and excellently met all the criteria indicated by the unit and that it considers them 

suitable to continue in the institution. 

5. The Personnel Committee will carry out an evaluation of the candidates for tenure following 

the norms and procedures for the evaluation of the faculty established in the School, in the 

Campus and in the System. 

6. Every year, the candidate will use the form designed by the School to self-evaluate (Section 

III), which will be part of his/her file. The Personnel Committee will inform the candidates the 

dates of delivery of said self-evaluation, which will be before the end of the school term. 

7. The Personnel Committee, in light of the self-evaluation, will make a formative evaluation to 

the candidate.43 The self-evaluation will be discussed with the teacher. 

8. The annual evaluations of the faculty in probation, shared with the candidate, will be based on 

all the agreements consigned in the contractual letter and the criteria of the Regulation.44  

9. The candidate must have complied with all the agreements entered in the contractual letter at 

the end of the probationary period to be recommended for tenure.45  

                                                      
42

 See Regulation, General Article 46, and Teacher's Manual of the Río Piedras Campus, 2014, p. 74 

43
 Certification 83, 1991-92 of the Academic Senate of the Río Piedras Campus, and Circular 3, 2006-07 of the Deanship of Academic Affairs of 

the Río Piedras Campus. 

44
 Circular 3, 2006-07 of the Deanship of Academic Affairs of the Río Piedras Campus; Certification 88, 2005-06 of the Administrative 

Board; Certification 27, 2008-09 of the Administrative Board. 
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10. The purpose of the evaluation of all personnel is to calibrate the teaching and research work, 

to stimulate the continuous improvement of the contracted ",46 as well as to facilitate and support 

the teacher in order to satisfactorily meet the requirements for when the evaluation for tenure 

arrives. 

11. The Personnel Committee will write a global report, at the end of the fourth year of service of 

the professors who qualify for tenure, who collects 

the professional development of the teacher as it has been established in the reports made in 

previous years. The document will be written in response to the certification 83 of the 1991-92 

Academic Senate. 

12. The Human Resources Office annually submits a list of the candidates for teaching tenure in 

each academic unit. However, it will be 

The responsibility of the Personal Committee to follow up and carry out the corresponding 

evaluations of the personnel that are found with probationary appointments in the School. 

13. The School Management will monitor the results of the candidate's annual evaluations and 

analyze the possibilities that the candidate can comply with the provisions of his contractual 

letter at the end of his probationary period. 

  

C. Specific procedures for the evaluation of teaching personnel who are candidates for 

promotion in rank 

 

1. The Human Resources Office annually submits a list of the candidates for promotion in 

teaching rank to each academic unit. 

2. Granting promotions in rank to the faculty is considered a recognition of the academic and 

professional excellence of a claustral. 

3. The promotions in rank are granted following the principle of merit, not according to the 

seniority of a teacher in the unit or to receive a salary increase. 

4. The evaluation criteria for recommendations for promotion in rank are those indicated in the 

General Regulations of the University of Puerto Rico in Article 47. 

5. Every year, the candidate for promotion in rank will use the form designed by the School to 

self-evaluate. This will be part of your file. The Personnel Committee will inform the candidates 

the dates of delivery of said self-evaluation, which will be before the end of the school term. 

6. The Personnel Committee will discuss the self-evaluation with the teacher, and, in light of it, 

will make a formative evaluation of the candidate.47  

7. The candidate must have complied, at least partially, with the conditions agreed in the 

contractual letter for the probationary period at the time of being considered for a promotion.48  

8. The Personnel Committee will prepare a global written report that reflects the professional 

development of the teacher since his or her last promotion taking into consideration the 

documents submitted. This report will be prepared at the end of the third year.49  

                                                                                                                                                                           
45

 Circular 3, 2006-07 of the Deanship of Academic Affairs of the Río Piedras Campus; Certification 88, 2005-06 of the Administrative 

Board; Certification 27, 2008-09 of the Administrative Board. 

46
  Certification 83, 1991-92 of the Academic Senate of the Río Piedras Campus, Río Piedras Campus. 

 
47

 Certification 83, 1991-92 of the Academic Senate of the Río Piedras Campus, and Circular 3, 2006-07 of the Deanship of Academic Affairs of 

the Río Piedras Campus. 

48
 Certification 27, 2008-09 of the Administrative Board. 

49
 Op. Cit., And Certification 17, 2012-2013 of the Administrative Board. 
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D. Specific procedures for faculty exercising administrative functions 

 

1. The evaluation of the faculty that exercises academic-administrative functions is regulated, 

mostly, in section 66 of the General Regulations of the University of Puerto Rico. 

2. The hierarchical superiors will evaluate the managerial function, as established by the 

Section 66.2, by criteria and instruments analogous to those used for 

evaluate the teaching task. If the hierarchical superior ends his/her responsibility, he/she will 

leave an evaluative report in writing of the member of the faculty that performs the managerial 

work and will send a copy of this to the professor. You will use the rubric designed for these 

purposes included in the third part of this manual. This evaluation will be part of the candidate's 

file and will be taken into account by the corresponding personnel committees. 

3. Section 66.5 of the General Regulations establishes that the units 

institutions will design an evaluation tool for the use of the Committee of 

Personnel that incorporates the evaluation of the faculty in managerial tasks. The Personnel 

Committee, when acting in the cases covered by this section, will have its evaluation and that of 

its hierarchical superior before its consideration. 

4. The faculty in administrative functions will be evaluated, in the first instance, by their 

immediate supervisor. This will submit a report to the Personnel Committee about the 

administrative work of the teacher, which will be incorporated into the total evaluation that the 

committee will perform. The supervisor will complete the rubric designed for those purposes and 

that is in the third section of this manual. 

5. The committee will request an evaluation of the administrative management of the evaluated 

to his immediate supervisor and the score awarded by the superior will be awarded for the period 

in which he was under his supervision. 

6. The committee may listen to the opinion of other people in the administrative area who can 

evaluate aspects that are not obvious or accessible to other members of the academic community 

of the unit. 

7. For the faculty that exercises administrative functions with discharge of six (6), nine (9) or 

more credits, a different percentage distribution will be used versus the one used with the faculty 

who are dedicated to full-time teaching See third section of this manual. 

  

  

VII. Recruitment of faculty that does not fully meet the requirements of 

academic degree 

  

A.  The General Regulation establishes that candidates who do not fully meet the 

requirements of academic degrees may be recruited as faculty, provided that they have 

excelled with exceptional merits in the field of specialty, or that they are of recognized 

competence in an area of difficult recruitment or skills. This recruitment will be subject 

to the fact that its academic degree or title is from a connoted higher education 

institution. They may be recruited by substitute, temporary or special appointment, if the 

department agrees a curriculum with the candidate to complete the required degree within 

a reasonable period, according to the particular discipline. These people will have equal 
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opportunities with the rest of the faculty within the program of professional 

improvement.50  

B.       Must meet the "Rules for the recruitment of professors or researchers in areas of 

difficult recruitment or houses of skills" stipulated in the circular 67 of the Rector 2007-

08. 

C.       Also, with the criteria established in the certification 8, 2007-08 of the Administrative 

Board. 

  

  

VIII. Evaluation for the granting of licenses 

  

A. Licenses 

 

1. Licenses shall only be granted to faculty occupying regular positions, with permanent or 

temporary appointment.51  

2. The professors interested in enjoying some type of license will present their request to the 

School Management at the beginning of the previous semester. In the case of sabbatical or 

extraordinary leave with salary, the request shall be filed in response to the deadlines issued by 

the Personnel Committee in the light of the calendar provided by the Administrative Board and 

the Dean of Academic Affairs. 

3. Fill in the form designed by the Administrative Board in accordance with the license you wish 

to request and comply with the requirements that the Board breaks down on its website. 

4. The request will be evaluated by the Personnel Committee, body that will raise the 

recommendation to the Management. 

5. Once evaluated by the Personnel Committee and the Directorate, the Dean of Academic 

Affairs will be notified of the recommendation of the unit so that it can present it to the 

Administrative Board. 

6. Once the requested license has been granted, it is the responsibility of the professor to comply 

with all the requirements and reports as indicated by the Administrative Board or other 

institutional authorities. Likewise, it will be responsible for, in the cases that apply, submit the 

license renewal request to the Directorate within the date indicated in the administrative calendar 

of the School. 

7. Licenses are granted for specific periods and are not renewed automatically. 

8. The types of license that are attended by the Personnel Committee are the following: 

              to. Sabbatical leave 

              b. Extraordinary license and financial aid 

              c. Leave without salary license 

              d. License to participate in the political process 

              e. Sick leave license 

              F. License in service. 

9. The criteria for granting licenses in order to achieve the highest academic or professional 

degree in their disciplines should be governed by the following fundamental elements:  

                                                      
50

 Certification 84, 1997-98 of the Administrative Board, and General Regulation of the University of Puerto Rico, section 42.1.5. 

51
 General Regulations of the University of Puerto Rico. For the regulation related to the different licenses, see the General Regulations, articles 

from 50 to 60. 
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a. The Development Plan of the unit or program which highlights the areas of priority for 

teacher recruitment in the coming years and the diversity requirements of the unit on 

teacher preparation, both in the discipline and in the university that offers the grade 

b. The recruitment difficulty in the candidate's study area 

c. The degree to which the teacher aspires and the prestige of the institution that awards 

the degree 

d. In the case of continuation of the studies, the evidence of academic progress and the 

quality of the academic record.52  

10. The criteria and stipends that will govern the granting of extraordinary licenses without 

salary, with financial aid and other financial assistance are established in Certification 86, 2003-

04 of the Board of Trustees. 

  

B. Particular criteria for requesting sabbatical leave and extraordinary leave with salary 

 

The granting of sabbatical or extraordinary leave with salary does not constitute a right and will 

be governed by the benefits derived from them by the University and by the budgetary 

conditions of the institutional unit. 

  

Sabbatical licenses 

 

1. Sabbatical licenses will only be considered in the interest of the University and in order to 

offer their faculty the opportunity to dedicate themselves to activities aimed at their optimal 

academic development, such as: artistic and literary creation, research, cultural trips and studies 

formalities, all within the framework of budgetary possibilities of the institution.53  

2. Members of faculty with tenure who have provided five (5) or more years of service will be 

eligible to enjoy the sabbatical leave privilege. After enjoying a sabbatical leave and returning to 

the service, the person will not be eligible until completing a new period of at least five (5) years 

of services.54  

3. If previously the person has enjoyed an extraordinary leave with salary, or without salary with 

financial aid, for one (1) academic year or more, the five (5) years of service required in Section 

51.2.1, will begin to count from reinstatement service.55  

4. The teaching work carried out to complete task under substitute appointment, temporary or 

probatory will be accredited for the granting of sabbatical leave when the applicant acquires 

permanent appointment.56  

5. Sabbatical licenses will only be granted for half an academic year, one academic year, or 

twelve months, except what is available in relation to the licenses for cultural trips. Sabbatical 

licenses for cultural trips will not exceed one semester or one summer.57  

                                                      
52

 Certification 20, 2004-05 of the Administrative Board 
53

 Request for Sabbatical and Extraordinary Leave with Salary, Administrative Board. See at http://juntaadministrativa.uprrp.edu/ ; Teacher's 

Manual, 2014, p. 87; and General Regulations of the University of Puerto Rico , sections 51.1 and 51.2.1 

54
 General Regulations of the University of Puerto Rico, sections 51 and 52. 

55
 Ibid., Section 51.3.1 

56
 Ibid., Section 51.3.5. 

57
 Ibid. 

https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://juntaadministrativa.uprrp.edu/
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6. Any person who enjoys sabbatical leave will submit to the School Management a progress 

report on work or activities carried out at the end of the first semester or the first half of the 

license period and a final report within sixty (60) days from the date of termination of the 

license, accompanied by the official transcript of the academic studies file and any other 

pertinent document, if any. The director of each faculty will ensure that each teacher who enjoys 

this type of license promptly delivers the required reports.58  

  

Evaluation criteria for sabbatical leave 

 

1. Institutional interest: 

a. The evaluation of this criterion will be based on the alignment of the 

work project of the candidate's application with the current Development 

Plan of the School of Communication. 

2. Quality of the submitted proposal: 

a. The candidate submits the duly completed form. 

b. Coherence of the topics presented in the narrative, according to the 

information required for each type of license. 

3. Compliance with the requirements of the license in previous occasions: delivery  

of reports and achievement of the objectives outlined in the proposal. 

4. Time spent without sabbatical leave or extraordinary leave with salary. 

  

As long as the application meets the first three criteria, the fourth criterion will determine the 

order of the recommendation. 

  

Before making the recommendation and with the intention that the proposal has a greater chance 

of being approved in the higher instances to which they are raised, the Personnel Committee may 

meet with each of the candidates to suggest modifications to the submitted proposal. However, it 

will be the teacher's prerogative to adopt the committee's suggestions. 

  

C. Particular criteria for requesting extraordinary leave with salary 

 

1. Extraordinary leave may be granted with salary, for reasons of institutional interest, to the 

members of the faculty who occupy regular positions with permanent or probatory appointment. 

2. Extraordinary leave with salary may be granted for some of the following purposes: to 

perform special work; take formal studies at the graduate level within or outside of Puerto 

Rico; dedicate themselves to artistic, literary or research work; attend international, educational, 

scientific, artistic, literary, sports or cultural events on behalf of Puerto Rico or the University. 

3. The university administration will grant paid leave to the faculty to participate in the political 

process in accordance with the terms and conditions established in the General Regulations. 

4. Extraordinary licenses may be granted for one summer, half academic year, one academic year 

or twelve (12) months.59  

  

D. Documentation to request sabbatical or extraordinary leave with salary 

                                                      
58

 Ibid., Section 51.7. 
59

 Ibid. 
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All candidates will complete the form designed by the Administrative Board, which will specify 

if they have received an extraordinary license with salary or sabbatical leave and the 

corresponding dates. The form will be accompanied by the documents that are broken down in 

the application, according to the purpose of the license.60  

  

  

IX. Student evaluation61 

  

A. The student evaluation is an important element in the evaluation of the academic 

achievements of the faculty, so this will be incorporated into the evaluation procedures of the 

committee. 

B. The instrument to evaluate the candidates for promotion in rank takes into consideration the 

student evaluation in the teaching line, and has a weight of 25 percent, in attention to the 

certification 113, 2014-2015.62 (See Section III) 

C. Processes for administering student evaluations: 

1. Student evaluation forms will be administered by the teacher during the months of 

November and April, according to the academic semester. 

2. The results of this evaluation will be incorporated into the teaching criterion, according 

to the indicators of the instrument included in the third section of this manual. 

            3. The evaluation will be carried out at the beginning or at the end of the period of each  

class or section.               

            4. The teacher will be kept out of the classroom while the student assessment is being  

conducted.               

5. The Directorate will notify the faculty the days in which the student evaluation forms 

will be administered from the teacher, so that the visit of a guest or the student will not be 

affected or the offering of exams. 

6. The Directorate will guide and coordinate with the administrative personnel in charge 

of this task all the details of the process, understand, dates on which the evaluations 

should be carried out. Also, you must ensure that the results reports are ready the next 

semester and that a copy of these is included in the teacher's files. 

7. The forms filled in by the students will be sent to the Center of Computing of the 

Campus for the tabulation of the results. 

            8. The forms shall be retained for the period of one semester after the evaluation.               

9. In the cases of tenure, promotion and granting of places (as applicable), all the  

student evaluations made to the teacher since their last evaluation will be taken into 

consideration.                             

  

X. Procedures to appeal the evaluations made by the Personnel Committee 

                                                      
60

 Ibid. 

61
 Certification 30, 1985-86 of the Academic Senate of the Río Piedras Campus; and Certification 113, 2014-2015 of the Academic Senate of the 

Río Piedras Campus. 

62
 Certification 113, 2014-2015 of the Academic Senate of the Río Piedras Campus. 
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A. On behalf of the evaluated 

 

1. If the teacher does not agree with the results of the evaluation, he/she may appeal them in 

writing to the Personnel Committee during the next five (5) working days after receiving the 

report. The committee will call the teacher to discuss the appeal. 

2. If you are dissatisfied with the determination of the committee, you will appeal in writing to 

the School Management during the next five working days after the date you met with the 

committee. 

3. Failure to reach an agreement, may request the intervention of the Dean of Academic Affairs. 

  

 

 

B. Between the School Management and the Personnel Committee 

 

1. In case of significant discrepancies between the recommendation of the Personnel Committee 

and the School Management, after having discussed them with the faculty involved, the creation 

of a special committee or intervention will be requested of the Dean of Academic Affairs. 

2. Both the Personnel Committee and the affected teacher may request in writing, the School 

Management, the creation of a special committee. 

3. The request for intervention of the Dean of Academic Affairs must be made through the 

Directorate. 

  

  

XI. Special evaluation committees63 

 

A. The Personnel Committee may appoint special committees of its members or recommend to 

the Directorate that a special committee be appointed from among the members of the faculty 

that meet the requirements to be members of the committee, for the purpose of attending a 

variety of special tasks. 

B. Some of the moments in which these committees would be appointed: 

1. evaluate discrepancies arising between the Personnel Committee and the faculty 

evaluated. 

2. to evaluate discrepancies arising between the Personnel Committee and the 

Management regarding the evaluations and recommendations made by the committee or 

the Management 

3. develop special projects 

4. support in the evaluation of the personnel by contract. 

  

  

XII. Criteria and forms for the evaluation of faculty 

  

                                                      
63

 See Certification 83, 1991-92 of the Academic Senate of the Río Piedras Campus; Certification 113, 2014-2015 of the Academic Senate of the 

Río Piedras Campus; and Teacher's Manual of the Río Piedras Campus, 2014, p. 75 
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All the procedures and the relevant policy for the evaluation of the faculty of the School of 

Communication are described in this document. In turn, they subscribe to all the corresponding 

institutional policy. 

  

To meet the evaluation functions, the Personnel Committee of the School of Communication has 

prepared three instruments: 

• Recruitment of Temporary, Substitute or Probatory faculty (Section II) 

• Visits to the classroom of the courses taught by the faculty under contract 

(Section II) 

• Promotion and tenure (Section III). It includes various proportional weights that 

must be considered in accordance with the work of the teacher: full-time teaching 

at the undergraduate level, full-time teaching at the graduate level, administrative 

task replacement of six (6) or nine (9) credits. 

  

The information collected by the instruments shows that the School of Communication seeks 

excellence in teaching, research or creation, publication and dissemination, and 

academic and administrative service. In turn, the rubrics intend to capture the heterogeneity of 

the faculty of the School with regard to the commitment of the teacher (a) with the research, 

professional and educational practices that it exercises. 

  

  

XIII. Aspects to be considered for the preparation of the work schedule of the 

Personnel Committee 

  

The Personnel Committee will produce a work schedule that will show how it will undertake the 

evaluation tasks during the academic year. To achieve this end, the following recommendations 

are presented below: 

  

A.      Much of the work of the Personnel Committee is based on the tasks outlined in the calendar 

sent by the Administrative Board, which establishes the deadlines to submit the evaluations 

for the candidates to promotion in rank, licenses and tenure. Generally, this calendar is sent 

at the beginning of the semester. The Office of Human Resources is in charge of informing 

the names of the candidates for promotion and tenure. 

B.      The School Management will call the Personnel Committee meeting during the first two 

weeks of the first academic semester. At the meeting, the committee coordinator will be 

elected. 

C.      If by the date of the meeting the Administrative Board has already sent the calendar, the 

coordinator will immediately prepare a draft of the work plan that includes the evaluations 

for promotion in rank and tenure, self-evaluations, licenses and visits to the classroom of the 

faculty by contract. 

D.     If the calendar of the Board has not been received, the coordinator will then prepare a work 

schedule for the visits to the classroom. Produce the plan after having requested from the 

Directorate the list of faculty by contract. 

1.    The coordinator will establish the priority of the visits to the classroom in 

consultation with the Directorate, which will determine which will be conducted 

the first semester and which the second. The calendar will be discussed, modified 
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and approved by the rest of the committee. Then, a copy will be sent to the 

Directorate. 

i.The committee will send the letters following the provisions of sections VC 

and VD of section I of the manual. It is recommended that four weeks be 

separated for the evaluations. 

ii.The committee will receive the answers of the professors by contract, and, 

then, will determine when each one of the professors will be visited. 

 2.  The committee will request assistance from the coordinators of each concentration 

 So that it notifies which of the faculty of the areas will assist in the evaluations. 

At least one of the two evaluating professors will be from the teacher’s area by 

contract.  

E. As soon as the Administrative Board's calendar is received, the committee will create an 

itinerary that includes the following tasks: sending letters to the candidates for evaluation for 

promotion in rank or tenure, sending letters to notify the deadlines for requesting some kind of 

license, confirmation receipt of the candidates that will be submitted to the evaluation process, 

committee meetings to discuss general issues and evaluations in particular, time to prepare the 

report and date of sending the report to the School Management, among others. 

F. The reports for promotion and tenure must be presented not only taking into consideration the 

date established by the Board, but also the time it takes for the Directorate and the Dean of 

Academic Affairs to make their evaluations. To specify this period, it is necessary to consult 

both instances. Generally, the committee will have the report ready two weeks before the 

deadline set by the Board. 

  

Next, hypothetical calendars are presented, as a model. Refer to them as a guide. The specific 

procedures are included in Section I of this manual. 

  

Semester I: 

Hypothetical calendar to visit faculty by contract 
  

Date Homework 

Tuesday September 4 The Directorate sends letters to faculty by 

contract to be evaluated, in which they are 

informed of the evaluation period. Each 

teacher must communicate in writing 

several dates in which he/she can be 

visited and the objectives of each class. 

Tuesday, September 11 The faculty report the dates available to be 

evaluated within the weeks suggested by 

the committee and the topics of the class or 

lesson plans of the classes to which they 

will be visited. Also, it will provide a copy 

of the master and syllabary syllabus. 

Wednesday 12- Thursday 14 September Personnel Committee chooses dates and 

assigns members who will visit faculty. 

Friday, September 15 Personnel Committee sends letters to the 

coordinators of the concentrations to assign 
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the faculty who will help in the 

evaluations. 

Thursday, September 21 Personnel Committee sends the letters to 

the evaluating professors and to those who 

will be evaluated. In the letter to the 

evaluators, the rubric, the syllabus and the 

syllabary are attached; The selected date is 

notified. 

  

Personnel Committee sends work 

schedule to the Directorate. 

From October 2 to October 31 Visits to the classroom 

Monday, November 1 Professors evaluators meet with the 

evaluated teacher. Then, they give an 

evaluation to the Personnel Committee. 

  

 

 

 

 

Semester I 

Hypothetical calendar to evaluate applications for licenses 

 
Hypothetical situation: Circular was sent at the beginning of November that establishes that 

licenses will be granted next academic year. The deadline for submission to the Dean of Academic 

Affairs is the first week of December. 

 
Date Homework 

Monday, November 3 Personnel Committee opens call to inform 

availability of licenses. 

Monday, November 18 

  

Deadline for candidates to submit 

applications for sabbatical leave and 

extraordinary leave with salary. 

Monday, November 18, 2013 

p.m. 

Personnel Committee evaluates 

applications. 

Tuesday, November 19, 2013 Holiday 

Wednesday November 20, 2013 am Personnel Committee evaluates 

applications. 

Wednesday, November 20, 2013 1:30 pm Personnel Committee meets to evaluate 

requests for sabbatical leave and 

extraordinary leave with salary. Drafting 

of the document addressed to the 

Management. 

Thursday, November 21, 2013 Personnel Committee sends to the 

Directorate the report of candidates for 

sabbatical leave and extraordinary leave 
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with salary. 

Friday, November 22th of 2013 Directorate sends the report of candidates 

for sabbatical leave and extraordinary 

leave with salary to the Dean of Academic 

Affairs. 

  

Semester I: 

Hypothetical calendar to request self-evaluations 

 

Date Homework 

September - October The Personnel Committee will ask the 

professors who are on probation or in a 

lower rank than the professor to self-assess 

with the rubric included in the manual 

(Section III) and who deliver it during the 

first week of December. It must be 

accompanied by a narrative. This document 

will remain in the teacher's file. 

First week of December Self-evaluations are received. 

April (next semester) Personnel Committee cites the faculty to 

discuss the self-assessment. 

 

 

Semester I  

Hypothetical calendar to evaluate candidates for promotion in rank 

 
Hypothetical situation: Deadline to submit to the Board is January 12. The venue opens on January 

10 
  

Date Homework 

September - October Personnel Committee sends letters to 

candidates for promotion in rank. In the 

letter, in addition to informing the rank to 

which they will ascend, they are asked the 

following: the date on which they 

submitted their last report of promotion in 

rank and the date in which it was granted, 

the academic load that has had in each one 

of semesters during the evaluation period, 

if they have served as coordinators of 

committees or concentrations and 

period. Also, who have been the members 

of the committees (and the concentration) 

of those who have been in charge. They 

will specify in which committees they have 

worked as members, the dates and who the 
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coordinators have been. They are asked to 

submit this information on a deadline. 

  

Personnel Committee sends work 

calendar to the Management and the 

Administrative Board. 

October The Personnel Committee guides 

the candidates to evaluation. 

Monday, October 7 Personnel Committee receives a letter from 

the candidates to rank promotion with 

requested information. 

Monday, October 14 Personnel Committee sends rubrics to 

supervisors of the candidates, coordinators 

and committee members, as the case may 

be. 

Monday, November 18 

  

Deadline for candidates to rise in rank to 

submit reports. 

  

Deadline for supervisors, coordinators and 

committee members to submit completed 

rubrics. 

Tuesday, November 19 - Monday, 

December 2 

Personnel Committee evaluates reports. 

Tuesday, December 3 Personnel Committee Meeting 

Tuesday, December 10 Personnel Committee sends letters and 

evaluations to the faculty, in which they are 

invited to a meeting to discuss the results in 

the next five days. 

Thursday December 12 to Wednesday 

December 18 

Individual meetings with faculty evaluated 

(Personnel Committee and professor’s 

evaluators) 

Tuesday, December 19 Personnel Committee submits a report to 

the Management. 

Wednesday, December 21 Address sends report to the Deanery. 

  

  

Semester II 

Hypothetical calendar to evaluate candidates for tenure 

 
Hypothetical situation: Deadline to submit to the Board is March 14 
  

Date Homework 

September October Personnel Committee sends letters to 

permanent candidates. In the letter, in 

addition to informing the rank to which 

they will ascend, they are asked the 
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following: the date in which their place was 

granted, the academic load that each of the 

semesters has had during the evaluation 

period, if they have served as coordinators 

of committees or concentrations and 

period. Also, who have been the members 

of the committees (and the concentration) 

of those who have been in charge. They 

will specify in which committees they have 

worked as members, the dates and who the 

coordinators have been. They are asked to 

submit this information on a deadline. 

Personnel Committee sends work calendar 

to the Management and the Administrative 

Board. 

October The Personnel Committee guides the 

candidates to evaluation. 

Monday, October 7 Personnel Committee receives a letter from 

the candidates to stay with requested 

information. 

Monday, October 14 Personnel Committee sends rubrics to 

supervisors of the candidates, coordinators 

and committee members, as the case may 

be. 

Monday, January 23 Deadline for the candidates to report. 

  

Deadline for supervisors, coordinators and 

committee members to submit rubrics. 

Tuesday, January 25 - February 4 Personnel Committee evaluates reports. 

February 5th Personnel Committee Meeting 

From February 6 to 11 Personnel Committee prepares reports. 

February 12 Personnel Committee sends letters and 

evaluations to the faculty, in which they are 

invited to a meeting to discuss results in the 

next five days. 

February 15-21 Individual meetings with professors 

evaluated (Personnel Committee and 

professor’s evaluators) 

Monday, February 22 Personnel Committee submits a report to 

the Management. 

Monday, February 28 Address sends report to the Deanery. 

  

  

 

 

 



   

29 
 

Semester II 

Hypothetical calendar to visit faculty by contract 
  

Date Homework 

Monday, January 18 The Directorate sends letters to the faculty 

on a contract to be evaluated, in which they 

are informed of the evaluation period. Each 

teacher must communicate in writing 

several dates in which he/she can be 

visited and the objectives of each class. 

Monday, January 25 The faculty report the dates available to be 

evaluated within the weeks suggested by 

the committee and the topics of the class 

and lesson plans which will be 

visited. Also, it will provide a copy of the 

master and syllabary syllabus. 

February 1-2 Personnel Committee chooses dates and 

assigns members who will visit faculty. 

Wednesday, February 3 Personnel Committee sends letters to the 

coordinators of the concentrations to assign 

the faculty who will help in the 

evaluations. 

Monday, February 8 Personnel Committee sends the letters to 

the evaluating professors and to those who 

will be evaluated. In the letter to the 

evaluators, the rubric, the syllabus and the 

syllabary are attached, and the selected date 

is notified. 

  

Personnel Committee sends work 

schedule to the Directorate. 

From February 15 to February 28 Visits to the classroom 

Monday, March 1 Professors evaluators meet with the teacher 

evaluated. Then, they give an evaluation to 

the Personnel Committee. 

  

 

XIV. Links to certifications and institutional regulations related to the 

evaluation of the faculty 

  
General Regulations of the UPR: http://senado.uprrp.edu/Informes/ReglamentoGeneral-dic2006.pdf 
  
Circulars and memos of the Dean of Academic 

Affairs: http://daarrp.uprrp.edu/daa/circulares_guias_reglamentos_politica.html 
  
Other circulars of the Deanship of Academic Affairs: 

https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://senado.uprrp.edu/Informes/ReglamentoGeneral-dic2006.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/circulares_guias_reglamentos_politica.html
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Circular 4, 2004-05 of the Dean of Academic Affairs: 
http://daarrp.uprrp.edu/daa/procesosenmendados2010-2011/Circular%204%202004-

2005%20Vigencia%20de%20los%20Acervos%20de%20Candidatos%20y%20de%20la%20Excepcion%2

0de%20Grado%20Terminal% 20for% 20Nomb% 20Sust% 20Temporeros% 20y% 20Contracts% 

20Servic% 20Docentes.pdf 
  
Circular 3, 2006-07 of the Academic Affairs Award: 
http://esta.uprrp.edu/administracion/admi-docs/Anejo%204%20-

%20Certificaciones%20y%20Circulares.pdf 

  

  

Regulations and guides that can be found on the following page of the Dean of Academic 

Affairs : http://daarrp.uprrp.edu/daa/normativas_y_guias.html 

  

A. Context and general guidelines 

•      Certification 83 (1991-92) SA: Report of the Claustral Affairs Committee on principles and general 

rules of recruitment, appointment and evaluation for purposes of renewal of appointments and 

recommendation of tenure 
•      Certification 152 and 153 Amended (2000-01) SA: Report on the academic teaching task of the 

University of Puerto Rico 

•      Circular 1 (1994-95) DAA: Criteria for the teacher recruitment process 

•      Circular 2 (2004-05) DAA: Fundamental elements for preparing or revising the academic 

development plan: based on Circular 9 (2003-04) of the Dean of Academic Affairs 
•      Circular 3 (2003-04) DAA: Procedure for approval to cover the teaching probationary position, update 

the collection and publish the call and minimum and suggested information in the calls. 

•      Circular 4 (2000-01) DAA: Criteria for the recruitment of new faculty in the Río Piedras Campus of 

the University of Puerto Rico in the light of Cert. 110 Amended by the Administrative Board 
•      Circular 9 (2003-04) DAA: Guidelines for the academic development plan of the programs 

•      Circular 12 (1988-89) Office of the Rector on teacher recruitment 

•      Circular 89 (1999-00) Rec of June 1, 2000: Processes of academic planning and recruitment of 

personnel (Recruitment Plan) 

  
B. Academic preparation / Terminal degree in the discipline 

Certification 37 (1977-78) JA Bachelor's Degree in Architecture is equivalent to a teacher's degree for 

purposes of rank and salary 

•      Certification 101 (1993-94) SA: Appointment ad honorem and deputy 

•      Certification 141 (2001-02) JS: Standards for the recognition by the UPR of degrees and academic 

degrees conferred by institutions of higher education 
•      Circular 13 (2005-06) Rec: Policy for recruitment in teaching probation to foreigners with VISA H1-B 

and sponsorship of permanent residence. 
  
C. Doctoral policy 

•      Certification 72 (1991-92) SA: Regulations for graduate programs at the Río Piedras Campus 

•      Certification 84 (1997-98) JA: Exceptions to the general norm of the requirement of doctorate for the 

recruitment and grant of tenure to the faculty 

https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/procesosenmendados2010-2011/Circular%25204%25202004-2005%2520Vigencia%2520de%2520los%2520Acervos%2520de%2520Candidatos%2520y%2520de%2520la%2520Excepcion%2520de%2520Grado%2520Terminal%2520para%2520Nomb%2520Sust%2520Temporeros%2520y%2520Contratos%2520Servic%2520Docentes.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/procesosenmendados2010-2011/Circular%25204%25202004-2005%2520Vigencia%2520de%2520los%2520Acervos%2520de%2520Candidatos%2520y%2520de%2520la%2520Excepcion%2520de%2520Grado%2520Terminal%2520para%2520Nomb%2520Sust%2520Temporeros%2520y%2520Contratos%2520Servic%2520Docentes.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/procesosenmendados2010-2011/Circular%25204%25202004-2005%2520Vigencia%2520de%2520los%2520Acervos%2520de%2520Candidatos%2520y%2520de%2520la%2520Excepcion%2520de%2520Grado%2520Terminal%2520para%2520Nomb%2520Sust%2520Temporeros%2520y%2520Contratos%2520Servic%2520Docentes.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/procesosenmendados2010-2011/Circular%25204%25202004-2005%2520Vigencia%2520de%2520los%2520Acervos%2520de%2520Candidatos%2520y%2520de%2520la%2520Excepcion%2520de%2520Grado%2520Terminal%2520para%2520Nomb%2520Sust%2520Temporeros%2520y%2520Contratos%2520Servic%2520Docentes.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://esta.uprrp.edu/administracion/admi-docs/Anejo%25204%2520-%2520Certificaciones%2520y%2520Circulares.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://esta.uprrp.edu/administracion/admi-docs/Anejo%25204%2520-%2520Certificaciones%2520y%2520Circulares.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/normativas_y_guias.html
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•      Certification 110 (1997-98) JA: Requirement of terminal degree for the exercise of the chair 

•      Circular 8 (1999-00) Rec: Policy of requirement of doctoral degree and its exceptions 

•      Circular 15 (2002-03) Rec: Authorizations of service with retroactive date 

•      Circular 20 (2002-03) Rec: Uniform Contracting Rules: Provision for the formalization of required 

documents 
 

D. Recruitment with exemption probation period 

•      Certification 96 (1994-95) JA: Rules governing the hiring of faculty with total or partial exemption 

from the probationary period under Section 50.5.5 (now 46.4.5) of the General Regulations of the 

University of Puerto Rico 
•      Section 46.4.5 of the General Regulations of the University of Puerto Rico: Total or partial exemption 

from the probationary period 
  

E. Recruitment conditions 

Certification 101 (2000-01) JA: Administration teaching-learning curriculum 
  
Manual of the (professor) of the Rio Piedras Campus, 2014: 
http://daarrp.uprrp.edu/daa/circulares_guias_reglamentos,politica_institucional_otros/Guias%20A

cad/Manual%20del%20Profesor%20Junio%202014.pdf 
  
Additional Certifications of the Academic Senate: 
Certification 30, 1985-86 of the Academic Senate: 
http://daarrp.uprrp.edu/daa/CIRCULARES%20PARA%20EL%20MANUAL/CERTIFICACIONES%20

%20SENADO/cert_030_1985-86.pdf 
  
Certification 78, 1991-92, Academic Senate 

  
Certification 57, 1991-92, Academic Senate. 
  
Certification 113, 2014-2015, Academic Senate: 
http://senado.uprrp.edu/Certificaciones/Cert2014-2015/CSA-113-2014-2015.pdf 
  

Additional Certifications of the Administrative Board: 
Administrative Board: http://juntaadministrativa.uprrp.edu . 
  
Application for Sabbatical and Extraordinary Leave with Salary, Administrative 

Board. http://juntaadministrativa.uprrp.edu/ 
  
Certification 20, 2004-05 of the Administrative Board. 
  
Certification 38, 2003-04 of the Administrative Board: 
http://juntaadministrativa.uprrp.edu/docs%20scaneados%20%20web/Certificacion%2038%2003-04.pdf 
  
Certification 87, 2005-06 of the Administrative Board: 
http://esta.uprrp.edu/administracion/admi-docs/Anejo%204%20-

%20Certificaciones%20y%20Circulares.pdf 
  

https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/circulares_guias_reglamentos,politica_institucional_otros/Guias%2520Acad/normativas__y_guias/circular_8_1999_00_rec.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/circulares_guias_reglamentos,politica_institucional_otros/Guias%2520Acad/Manual%2520del%2520Profesor%2520Junio%25202014.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/circulares_guias_reglamentos,politica_institucional_otros/Guias%2520Acad/Manual%2520del%2520Profesor%2520Junio%25202014.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/CIRCULARES%2520PARA%2520EL%2520MANUAL/CERTIFICACIONES%2520%2520SENADO/cert_030_1985-86.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/CIRCULARES%2520PARA%2520EL%2520MANUAL/CERTIFICACIONES%2520%2520SENADO/cert_030_1985-86.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://senado.uprrp.edu/Certificaciones/Cert2014-2015/CSA-113-2014-2015.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://juntaadministrativa.uprrp.edu
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://juntaadministrativa.uprrp.edu/
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://juntaadministrativa.uprrp.edu/docs%2520scaneados%2520%2520web/Certificacion%252038%252003-04.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://esta.uprrp.edu/administracion/admi-docs/Anejo%25204%2520-%2520Certificaciones%2520y%2520Circulares.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://esta.uprrp.edu/administracion/admi-docs/Anejo%25204%2520-%2520Certificaciones%2520y%2520Circulares.pdf
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Certification 88, 2005-06 of the Administrative Board: 
http://esta.uprrp.edu/administracion/admi-docs/Anejo%204%20-

%20Certificaciones%20y%20Circulares.pdf 
  
Certification 27, 2008-09 of the Administrative Board: 
http://esta.uprrp.edu/administracion/admi-docs/Anejo%204%20-

%20Certificaciones%20y%20Circulares.pdf 
  
Certification 17, 2012-2013 of the Administrative Board: 
http://cea.uprrp.edu/wp-content/uploads/2012/12/Certificación-17-2012-13-Programa(a)CREI.pdf 

  

Additional Circulars of Rectory: 
Circular 39, 1995-96 of the Acting Chancellor. 
  

Certificates Board of Trustees: 
Certification 145, 2005-2006 of the Board of Trustees: http://esta.uprrp.edu/administracion/admi-

docs/Anejo%204%20-%20Certificaciones%20y%20Circulares.pdf 
  

 

 

 

 

 

 

 

 

 

  

https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://esta.uprrp.edu/administracion/admi-docs/Anejo%25204%2520-%2520Certificaciones%2520y%2520Circulares.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://esta.uprrp.edu/administracion/admi-docs/Anejo%25204%2520-%2520Certificaciones%2520y%2520Circulares.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://esta.uprrp.edu/administracion/admi-docs/Anejo%25204%2520-%2520Certificaciones%2520y%2520Circulares.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://esta.uprrp.edu/administracion/admi-docs/Anejo%25204%2520-%2520Certificaciones%2520y%2520Circulares.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://cea.uprrp.edu/wp-content/uploads/2012/12/Certificaci%C3%B3n-17-2012-13-Programa-ACREI.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://esta.uprrp.edu/administracion/admi-docs/Anejo%25204%2520-%2520Certificaciones%2520y%2520Circulares.pdf
https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://esta.uprrp.edu/administracion/admi-docs/Anejo%25204%2520-%2520Certificaciones%2520y%2520Circulares.pdf
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Section II 

Worksheets for the evaluation of new hires and visits to the 

classroom 

  

______________________________________________________ 
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SHEET A. 

EVALUATION OF PERSONAL RECORDS FROM FACULTY THAT ARE NEW ENTRY, 

SERVICE CONTRACTS, SUBSTITUTE, TEMPORARY OR PROBATORY APOINTMENTS  

 

This evaluation will be accompanied by the curriculum vitae of the professor, diplomas and 

credit transcripts of all the degrees obtained. 
  

First name: ___________________________________________________________ 

  

Date: _____________________________________________________________ 

  

Specialty area: __________________________________________________ 

I.Required documentation submitted: 

____ Letter of presentation addressed to the Management 

  

____ Curriculum vitae 

  

____ Credit transcripts: ____BA ______MA ______Ph. D. 

  

____ Copy of the diplomas of all academic grades: ____BA ___MA ___Ph. D. 

  

  

II. Type of appointment 

______ Partial task contract               _____ Full task contract 

  

III. Level of compliance 

A. Do you have the preparation that the position demands?     ___Yes               ___No 

B. Do you meet the requirements to fill the position?               ___Yes               ___No 

C. Does the assignment of homework respond to your academic record or your curriculum vitae? 

                                                            ___Yes               ___No 

  

IV. Academic preparation 

Grade college Year Specialty or 

concentration 

        

        

        

  

A. Accredited University ___ Yes               ___No 

                   American Universities and Colleges ___ p. 

                 International Handbook ______ p. 

                          Is your preparation in the area to be taught? ___Yes           ___No 

B. Approved courses in the area to be taught or analogous areas, when their concentration is in 

a discipline different from the one to be taught. 

________________________________________________________________________ 
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Cont. Sheet A / Page 2 
_____________________________________________________________________  

_______________________________________________________________________ 

C.   Title of the courses and qualifications 

________________________________________________________________________ 

________________________________________________________________________  

________________________________________________________________________ 

  

V. General qualifications 
AVERAGE 

  A B C D F 

Doctorate           

Master's degree           

Bachelor’s degree           

            

Deficient grades in bachelor’s degree:               ___D                             ___F 

Deficient qualifications in masters and doctorates:  

___C                ___D                 ___F               ___NP 

If you studied at the UPR and took the course you are going to teach, what grade did you 

get?__________________________________________________________________________

______________________________________________________________________ 

  

VII. Teaching experience 

A.             Do you have teaching experience at the university level? ___Yes               ___No 

B.             Do you have teaching experience at the university level in the field of  

Communication? ___Yes               ___No 

C.             Years of teaching experience_________ 

D.             Universities where you have taught 

______________________________________________________________________________

______________________________________________________________________________

____________________________________________________________ 

  

VII. Professional experience in communication 

A. Do you have professional experience in the area of Communication? 

___Yes               ___No 

B. Years of experience_________ 

C. Positions occupied by 

____________________________________________________________ 

____________________________________________________________ 

  

D. Media or organizations in which you have worked 

__________________________________________________________________

______________________________________________________ 

VIII. Research, publications, creative work, etc. 

A.            Do you have academic research in the field of Communication? ___Yes                  ___No 

B.       Cont. Sheet A / Page 3 
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C.             Do you have professional research in the area of Communication?  ___Yes             ___No 

 

D.            Publications (Specify the quantity):                

1. Books in the area of Communication                                          _____ 

2. In refereed journals                                                                      _____ 

3. Massive disclosure                                                                       _____ 

4. Bells                                                                        _____ 

5. Films                                                                         _____ 

6. Design                                                                         _____ 

7. Scripts                                                                        _____ 

8. Others 

_____________________________________________________________________

_____________________________________________________________________

___________________________________________________________________ 

  

IX. Presentations (Include the amount) 

______ In congresses 

______ Conferences 

______ Seminars 

______ Workshops 

Other activities in areas close to your field of expertise: 

________________________________________________________________________

__________________________________________________________________ 

  

X. Belongs to professional or academic organizations: ___ Yes               ___No 

  

XI. Acknowledgments received 

______________________________________________________________________________

__________________________________________________________________ 

  

XII. General remarks 

______________________________________________________________________________

__________________________________________________________________ 

  
  

First name                                                                       Signature                                                         Date 
Personnel Committee Member 
  

First name                                                                       Signature                                                         Date 
Personnel Committee Member 
  
  

First name                                                                      Signature                                                         Date 
Faculty member 
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SHEET B: 

VISISTS TO THE CLASSROOM OF THE PROFESSORS BY CONTRACT:  

TRAINING EVALUATION 

 

 

First name: __________________________________________________________ 

  

Date: ____________________________________________________________ 

  

Course: ____________________________________________________________ 

  

Schedule: ___________________________________________________________ 

  

Theme of class or lesson plans: ___________________________________________ 

  

__________________________________________________________________ 

  

__________________________________________________________________ 

  

Assessors:   _____________________________________________________ 

                             

                             ______________________________________________________ 

  

Delivered document: ___Syllabus ___Records ___Plans 

  
Instructions: This instrument will be completed by at least one member of the Personnel 

Committee and one member of the concentration. Then, it will be discussed with the teacher 

evaluated in order to support him/her in the development of the teaching-learning process. 

  

Evaluate the class on a scale of 1 to 5, where 1 means "strongly disagree" and 5, "totally agree". 

  
Criteria Evaluate on a scale of 1 to 5: 

5. Completely agree 
4. Agree 
3. Neither agree nor disagree 
2. Disagree 
1. Strongly disagree 

1. Comes prepared to class   
2. Organize the class in an appropriate manner   
3. Distribute time effectively   
4. Show mastery of your specialty   
5. Clearly explain the concepts in class   
6. Uses appropriate teaching methods   
7. Shows openness to integrate the questions and 

comments of the students 
  

8. Encourages analysis   
9. Fulfills the plan outlined with an adequate 

approach 
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10. The content is linked to the course syllabus   
11. Expressed orally with correction   
12. Is expressed in writing with correction (if 

applicable) 
  

13. Use the technology appropriately (if applicable)   
Total (out of 65)   
Average (____ / 65 = ____)64   

Comments: 

  

  

  

________________________________________________________________________ 

  

Comments on the syllabary and compliance with certifications: 

  

______________________________________________________________________________

__________________________________________________________________ 

  

I certify that this evaluation was discussed with the teacher: 

  
  
  

First name                                                                       Signature                                                         Date 
Personnel Committee Member 
  

First name                                                                       Signature                                                         Date 
Personnel Committee Member 
  
  

First name                                                                       Signature                                                         Date 
Faculty member 
  
  

Name of the teacher evaluated                  Signature                                                         Date 

 

 

 

 

 

 

 

 

 

 

 

                                                      
64 If the criteria are not evaluated, the committee should adjust the formula based on the average of the items used. 
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Section III: 
Evaluation instrument for promotion in rank and tenure 

____________________________________________ 
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I. About this instrument 

  
This third part of the manual includes the evaluation instrument for the candidates for promotion 

in rank or tenure. This rubric will also be used as a self-assessment instrument. At the end of the 

section, six certifications are included that will serve as tools to complement some of the 

evaluation areas. These are: 

  

Certification A: Compliance with the contractual letter 

Certification B: Work carried out in the committees and concentrations of the School of 

Communication (to be completed by the coordinators [of] committees) 

Certification C: Work done by the coordinators of committees and concentrations of the 

School of Communication (to be completed by the members of committees) 

Certification D: Compliance with report delivery (to be completed by the Directorate) 

Certification E: Attendance to faculty meetings (to be completed by the Directorate) 

Certification F: Compliance with current institutional regulations (to be completed by the 

Directorate). 

  

A minimum of 85 percent will be required for the Personnel Committee to recommend 

favorably a professor for tenure or promotion to the rank of Associate Professor, and 90 

percent for a Professor. The score for each dimension and indicator will be awarded by the 

Personnel Committee in full. 

  

In the first pages, the relative weights of the main criteria are presented, according to the 

academic load that has been assigned to the teacher: undergraduate and graduate full-time 

teaching and substitution of tasks for administrative tasks of six or nine credits Then, the criteria 

and their respective evaluation tables will be presented. The four main criteria are the following: 

teaching, service, research or creation and dissemination and publications, in accordance with 

Certification 88, 2005-2006, of the Administrative Board. For each criterion, several tables have 

been created which are followed by a checklist that breaks down the documentation that the 

teacher will present as evidence when submitting their report. 
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II. Distribution of relative weights by academic load 

  

  
Criteria Full-time teaching 

at the undergraduate 

level 
(%) 

Full-time teaching 
at the graduate level * 

(%) 

Substitution of 

administrative task 6 

credits ** 
(%) 

Substitution of 

administrative task 9 

credits ** 
(%) 

Teaching 35 20 20 15 
Service 25 20 40 55 

Research or creation 20 30 20 15 
Publication and 

disclosure 
20 30 20 15 

Total 100% 100% 100% 100% 

  
* This distribution will be used once the School Management qualifies the faculty that will teach 

in the Graduate Program, in accordance with the 38th Certification of the Academic Senate 

(2012-2013). 

  

** The teacher will be evaluated with this relative weight if he has occupied the administrative 

position 51 percent or more of the evaluation period. If it is just 50%, the teacher can choose 

with what proportion he/she wants to be evaluated. If it is less than 50 percent, it will be 

evaluated as full-time teaching. 
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III. SUMMARY OF SCORING BY CRITERIA 

  

A. Full-time teaching at the undergraduate level 

  

Name of the teacher: ______________________________________ 

  
______ Ascent to ___________________                             _______ tenure 

  
  

Criteria Punctuation 
maximum 

Award score Percent of the awarded 

score 
(awarded score/maximum 

score = ___) 

Percent of 

relative 

weight 

Total 
(Percentage of 

awarded score 

X. relative 

weight = __) 

Teaching 64     35   

Service 69     25   

Research or 

creation 
23     20   

Publication 

and disclosure 
46     20   

Total       100%   

  

  

B. Full-time teaching at the graduate level 

  

Name of the teacher: ______________________________________ 

  
______ Ascent to ___________________                             _______ tenure 

  
Criteria Punctuation 

maximum 
Award score Percent of the 

awarded score 
(awarded 

score / 

maximum 

score = ___) 

Percent of 

relative weight 
Total 

(Percent of the 

awarded score X. 

relative weight = __) 

Teaching 64     20   

Service 69     20   

Research or 

creation 
23     30   

Publication and 

disclosure 
46     30   

Total       100%   
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C. Substitution for administrative task six (6) credits 

  

Name of the teacher: _____________________________________ 

  
______ Ascent to ___________________                             _______ tenure 

  
Criteria Punctuation 

maximum 
Award score Percent of the awarded 

score 
(awarded score/maximum 

score = ___) 

Percent of 

relative 

weight 

Total 
(Percent of 

the awarded 

score X. 

relative weight 

= __) 
Teaching 64     20   
Service* 69     40   

Research or 

creation 
23     20   

Publication 

and disclosure 
46     20   

Total       100%   

  
* The score for "service" will be granted by the immediate supervisor and will be awarded in 

proportion to the period that the candidate has occupied the administrative position. See Criterion 

II. 

  

D. Substitution for administrative task nine (9) credits 

  
Name of the teacher: _____________________________________ 

  
______ Ascent to ___________________                             _______ tenure 

  
Criteria Punctuation 

maximum 
Award score Percentage of awarded 

score 
(awarded score/maximum 

score = ___) 

Percent or 

relative 

weight 

Total 
(Percentage of 

awarded score 

X. relative 

weight = __) 

Teaching 64     15   
Service* 69     55   

Research or 

creation 
23     15   

Publication and 

disclosure 
46     15   

Total       100%   
  
* The score for "service" will be granted by the immediate supervisor and will be awarded in 

proportion to the period that the candidate has occupied the administrative position. See Criterion 

II. 

  

 



   

44 
 

 

  

IV. Organization of reports 

  
A. Report of the professor to be evaluated for promotion in rank or tenure 
The professor will submit a salary report organized in the manner presented below and 

accompanied by the following documents: 

  
1.        Letter of introduction addressed to the Personnel Committee 

a. In the case of promotion, you will specify the year of your last promotion and 

the date on which you submitted the report for that promotion. 

b. In the case of tenure, you will inform the year in which you signed the 

contractual letter. 

c. Specify the type of distribution with which you want to be evaluated based on 

the academic loads you have enjoyed. 

2.        Curriculum vitae updated 

a. It will include a hard copy of the curriculum vitae generated by FACTUM 

b. If you wish, you can also include your curriculum vitae in the format of 

your choice. 

3.        Salary report. This will incorporate the following: 

a. An index that breaks down the sections and includes their respective page 

numbers. 
b. An introduction in which the candidate reflects on: 

i. His academic career during the evaluation period; in other words, the 

assets that you have accumulated since your last promotion or, in the case 

of the (candidate) to tenure, since you signed the contractual letter. 

ii. The fulfillment of his dossier with the Certification 88, 2005-2006 of the 

Administrative Board 

(http://daarrp.uprrp.edu/daa/reclutamiento_personal_docente.html). 

iii.  Compliance with your dossier with the contractual letter, if applicable. 

c. The salaries of the teacher since the last promotion in rank received until the 

present or since he signed the contractual letter (in the case of tenure). It will be 

organized according to the template designed by the School, paying particular 

attention to all the dimensions and indicators that are broken down in the tables. 

Also, to the elements that are required in the narrative at the end of each 

table. Therefore, it must be structured in the following way: 
i.Teaching: 

1. Quality of teaching 

2. Compliance with current institutional regulations 

3. Professional improvement 

ii.Service 

1.Compliance with the teaching duties 

2.Dedication to tasks and university service 

* In the event that the professor has had a substitution for administrative tasks of a minimum of 

six (6) academic credits, he must divide the report into the tasks he performed under the 

https://translate.google.com/translate?hl=es&prev=_t&sl=es&tl=en&u=http://daarrp.uprrp.edu/daa/reclutamiento_personal_docente.html
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substitution, and the tasks he performed when he no longer enjoyed the substitution (if 

applicable). 

 iii.  Research or creation 

iv. Dissemination and publication 

d. It will include a section of appendices (or annexes) 

iv. The annexes will be organized according to each evaluation criterion and 

in the same order in which they are presented in the report and in the tables 

(ie, the dimensions and indicators). 

v. Each table outlines the documents that are required to perform the 

evaluation. Therefore, verify that you incorporate the required documents 

in your report. 

vi. The evidence presented in the appendix must be clearly identified. When 

submitting a credit in your report, you must identify the number of the 

appendix where the evidence is located. 

vii. The appendices will be organized in folders or must be bound. 

viii.  The committee will reserve the right not to consider a credit that does not 

include the corresponding evidence. 

4.    The candidate will submit a printed copy of his dossier. 

5.     In addition, he will deliver a digital copy in the Microsoft Word program and a PDF copy 

of his dossier. The digital copies will be delivered in a CD or USB memory (pen-

drive). You are not required to provide a digital copy of the appendices, unless you have 

them available. 

  

B. Report of the Personnel Committee 
The minimum elements that should be included in the report of the Personnel Committee to 

recommend for promotion in rank or tenure are the following: 

1. Narrative report organized in the following sections: teaching, service, research or 

creation, publication and disclosure, and compliance with the contractual letter (if 

applicable). 

2. Copy of the evaluation and scoring instrument assigned to each dimension and indicator. 

3. Copy of the table in which the score is summarized. 

4. Certification that complies with the contractual letter, if applicable (Certification A). 

 

  

  

  

  

  

  

  

  

  
 

 

 



   

46 
 

V. Evaluation Rubric 

              for promotion in rank or tenure 

               
  

First name: _____________________________________________________________ 

  

Current rank: _________________________________________________________ 

  

Purpose:                

_____Self appraisal 

_____ Evaluation by Personnel Committee for promotion in rank to ________________ 

_____ Evaluation by Personnel Committee for tenure 

  

  

Evaluation period: from _____________________ to ________________________ 

  

  

I certify that this evaluation was discussed with the teacher: 

  

  

  

First name                                                           Signature                                                         Date 

Personnel Committee Member 

  

First name                                                           Signature                                                         Date 

Personnel Committee Member 

  

  

First name                                                           Signature                                                         Date 

Faculty member 

  

  

Name of the teacher evaluated                    Signature                                                         Date 
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CRITERIA I: TEACHING 

(Total maximum score: 55 points) 

  

TABLE 1: QUALITY OF TEACHING (Maximum score: 29 points) 

  

INSTRUCTIONS: 
Each course will be assessed based on the syllabi and materials that the teacher used during the 

evaluation period. Each course will be awarded a score (ie, C1, C2, etc.) for each dimension. 

This will be noted under the column "Scoring awarded to each value per course". The awarded 

score will be added to each course and an average will be obtained for each dimension. That 

average will be included in the "average score of all courses" column. The average score of each 

indicator will be added, and the total will be the score awarded in this category. 

  
EXAMPLE-MODEL TABLE 1: The teacher taught three courses during the evaluation 

period. For each course, the indicators are evaluated, and in the end, an average of each 

dimension is obtained. 

  
Dimensions Indicators Value per 

indicator 
Maximum 

score 
of the 

dimension 

Score awarded to each value 

per course 
C1      C2       C3     C4     C5 

Average 

score of all 

courses 

A. Syllabi: 

organization of 

the course 

activities (Each 

course will be 

evaluated with 

each of the 

indicators, and 

an average will 

be obtained by 

category at the 

end of the table) 

1. Objectives correspond 

and match with those 

disaggregated in the 

departmental file. 
  
In the case of the 

courses designed by the 

teacher, it will be 

evaluated if they are 

clearly written and if 

they correspond to the 

description of the 

course. 

  
3- Yes 
0- No 
  
  

  
3 

  
3 
  
  
  
  
  
  

  
0 

  
3 
  
  
  
  
  
  
  

  
- 
  
  
  
  
  
  
  

  
- 
  
  
  
  
  
  
  

  
(3+0 + 

3=6/3=2) 
  
2 

  2. Sketch: 
2.1 Presents in its 

totality and complexity 

the topics to be treated 
2.2 Organized in logical 

order 
2.3 Present a calendar of 

how the content will be 

worked during the 

semester. 
  

  
2-Yes 
0- No 
  
2 
0 
  
2- Yes 
0- No 

  
  
6 

  
  
2 
  
1 
  
  
0 

  
  
2 
  
1 
  
  
2 

  
  
2 
  
2 
  
  
2 

  
  
- 

  
  
- 

  
  
(2+2=2=6) 
  
(1+1+2 = 4) 
  
  
(2+2 = 4) 
  
(6+4+4 

=14/3= 4) 
  
4.66 
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CRITERIA I: TEACHING 

  

TABLE 1: QUALITY OF TEACHING (Maximum score: 29 points) 

  

Breakdown, then, the courses that will be evaluated: 

  

C1 = ______________________________________________ 

  

C2 = ______________________________________________ 

  

C3 = ______________________________________________ 

  

C4 = ______________________________________________ 

  

C5 = ______________________________________________ 

  

C6 = ______________________________________________ 

  

C7 = ______________________________________________ 

  

C8 = ______________________________________________ 

  

  
Dimensions Indicators Value per 

indicator 

per course 

Maximum 

score per 

indicator 

Score awarded to each value 

per course 
Average score 

of all courses 

C1 C2 C3 C4 C5 
A. Teacher's 

notes: 

organization of 

course 

activities (Each 

course will be 

evaluated with 

each of the 

indicators, and 

an average will 

be obtained by 

category at the 

end of the 

table) 
  

1. Objectives 

correspond and 

match with those 

disaggregated in the 

departmental file. 
  
In the case of courses 

designed by the 

teacher, it will be 

evaluated if they are 

clearly written and if 

they correspond to 

the description of the 

course. 

  
3- Yes 
0-No 
  
  
  
  

  
3 

            

  2. Sketch: 
2.1 Presents in its 

totality and 

  
2-Yes 
0-No 

  
6 
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complexity the topics 

to be treated 
2.2 Organized 

in logical order 
2.3 Present a calendar 

of how the content 

will be worked 

during the semester. 

  
  
2 
0 
  
  
2-Yes 
0-No 

  3. Tasks, exercises 

and assignments are 

closely related to the 

objectives. 
4. It includes the 

tentative dates in 

which the assigned 

works will be 

delivered. 

2-Yes 
0-No 
  
  
  
2-Yes 
0-No 
  

4             

B. Knowledge 5. Bibliography 
5.1. updated 

5.2. related to the 

topics discussed 
5.3. robust 

  
1 
1 
1 

  
3 

            

C. Teaching-

learning 

strategies 

adopted 

____ 1. Group work 
____ 2. Research 
exercises 
____ 3. Research works 
_____4. Visits to media 

or information entities 
____ 5. Projects with 

the community 
____ 6. Journalistic 
works for print, radio, 

television or Internet 

(one point for each type 
or variant): interview, 

column, report, 

informative note, or by 
style or source, etc. 
____ 7. Drafting 

proposals 
____ 8. Production of 

informational materials 
____ 9. Advertising 
work (one point for each 

type or variant) 

(e.g., campaigns, plan 

or media proposal, 

among others.) 
_____10. Public 

relations work 

(e.g., press kit, 

press releases, 

campaigns, 

announcements, event 

organization, strategic 
plans, etc.) 
____ 11. Audiovisual 

productions (one point 
for each variant) (e.g., 

announcements, 

documentaries, video 
clips, music videos, etc.) 
____ 12. Graphic 

4 or more 

different 
activities = 4 
  
3 different 
activities = 3 
  
2 different 
activities = 2 
  
1 different 

activity = 1 
  
None = 0 
  
  

4 
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productions (one point 

for each variant) (e.g., 
ads, publication design) 
____ 13. Forums 
____ 14. Panels 
____ 15. Portfolio 
____ 16. Reflective 

journal 
____ 17. Presentation in 

colloquia and research 

days 
____18. essays 

____19. Multimedia 

production 
____20. Interactive 

presentation 
____21. Guests to 

classes 
____22. Individual 

presentations 
____2. 3. Exams 

____24. Participation 

and assistance 
  
25. Other (specify): 

___________________ 
  
Note: The activities 

must be broken down in 

the file, otherwise they 
cannot be awarded. 

D. Resources Used in the courses: 
a. Audiovisual or 

multimedia resources 
b. Printed materials 

c. Online / electronic 

resources 

  
  
  
1 
  
1 
  
1 
  

  
  
  
3 

            

E. Update of 

the records 
  
  

to. Show that you 

have updated the 

records of each 

course 
  
It does not show that 

you have updated the 

records of each 

course 

  
2 
  
  
  
0 

  
2 
  
  
  
0 

            

F. Average 

student 

evaluation of 

courses 
  

  4 9             
(average of 

student 
evaluations 

X 2.25 = _____) 
  

      34             
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Evidence required Table 1 

  

  

Narrative: 
_____ 1. List the courses given during the evaluation period. 

_____ 2. Describe the significant changes made in each course. 

_____ 3. Explain and list the resources used. 

  
  

Required evidence: 
_____1. Copy of all the records of the teacher showing the updates during the evaluation  

period. They must be clearly dated. 

_____2. Copy of departmental records.  

_____3. Photographic material, titles of films, texts, bibliography of readings assigned (samples). 

_____4. Copy of all assignments and exercises required. 

_____5. Communication in which the teacher invites other faculty, other people to serve as a  

resource. 

_____6. Access to electronic resources.  

_____7. Resources created for the courses. 

_____8. Result of the student evaluation of all the semesters in which he taught each course.  

(Copy of the letters that the Directorate sent to the teacher) 

_____9. Copy of the letters in which the program of classes of all semesters will be assigned to  

be evaluated. 

_____10. Other __________________________________________________________ 

  

  

  

Comments: 
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CRITERIA I: TEACHING 

  

TABLE 2: Compliance with current institutional regulations 

  
To obtain the maximum score, the teacher must have delivered all the documents in all the 

semesters covered by the evaluation period. 

  
Criterion Yes, he fulfilled in all the 

courses dictated 

2 points 

Did not meet in all courses 

dictated 

0 points 

Delivery of medical records 

  

    

Incomplete removal 

  

    

Delivery of the attendance 

list 

  

    

Delivery of partial notes 

  

    

Delivery of final notes 

  

    

Total (10 points)     

  

  

The score will be awarded based on a report that the Directorate will give on this matter 

(Certification F). 
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Evidence required Table 2 

  

  

Required evidence: 
 

_____ 1. Report from the Directorate certifying that the professor complied with the delivery of 

everything broken down in the table. (You must use the provided sheet, Certification F). 
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CRITERIA I: TEACHING 

  

TABLE 3: PROFESSIONAL IMPROVEMENT 

(MAX SCORE: 20 POINTS) - Example / Model 

  
INSTRUCTIONS: The teacher can obtain the 20 points as a result of any of the sum of the 

dimensions. 

Example: 
The professor attended three conferences of international scope of two or more days (4 points 

each, a total of 12 points); to two workshops of national scope of at least two days (3 points each, 

a total of 6 points) and to four individual conferences in Puerto Rico (.5 each, a total of 2 

points). He completed all 20 points. 

  
Dimensions Value of each 

dimension 
Number of activities 
per dimension 

Formal studies since your last evaluation 
1. Advanced studies completed 
2. Specialized course in one area 
3. University course 

  
5 each 
4 
3 

  

Professional certification linked to the area of 
communication teaching 

5 each   

Training, workshops, seminars, meetings and congresses of 
international scope related to the area of teaching in 
Communication 
Two days or more 
All day 
Half day (4 hours) 

  
  
  
4 each 
3 
2 

3 X 4 = 12 

National training, workshops, seminars, meetings and 
congresses 
Two days or more 
All day 
Half day (4 hours) 

  
  
3 each 
2 
1 

  
  
2 X 3 = 6 

Individual conferences in Puerto Rico .5 each 4 X .5 = 2 
Total Maximum: 20 points 20 
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CRITERIA I: TEACHING 

  

TABLE 3: PROFESSIONAL IMPROVEMENT 

(MAXIMUM SCORE: 20 POINTS) 

  
INSTRUCTIONS: The teacher can obtain the 20 points as a result of any of the sum of the 

dimensions. 

  
Dimensions Value of each 

dimension 
Number of 
activities per 
dimension 

Award score 
(Value of each 
dimension X number of 
activities in each 
dimension =) 

Formal studies since your last evaluation 
1. Advanced studies completed 
2. Specialized course in one area 
3. University course 

  
5 each 
4 
3 

    

Professional certification linked to the area of 
communication teaching 

5 each     

Training, workshops, seminars, meetings and 
congresses of international scope related to the 
area of teaching in Communication 
Two days or more 
All day 
Half day (4 hours) 

  
  
  
4 each 
3 
2 

    

National training, workshops, seminars, meetings 
and congresses 
Two days or more 
All day 
Half day (4 hours) 

  
  
3 each 
2 
1 

    

Individual conferences in Puerto Rico .5 each     
Total Maximum: 20 

points 
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Required evidence Table 3 

  

Narrative: 

  
_____ 1. List the professional improvement activities by date and time and classify them 

following the order in the table. 

  

  

Required evidence: 
  

_____1. Certificates of assistance 

  

_____2. Sketches and programs of the courses, workshops and conferences 

  

_____3. Credit transcripts 

  

_____5. Other official documents of educational units 

  

_____6. Other: ___________________________________________________________ 

  

  

  

Comments: 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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CRITERIA I: SUMMARY SCORING TEACHING 

(Tables 1, 2 and 3) 

  
  

Categories Total score obtained Maximum score 

Table 1: Teaching   34 

Table 2: Compliance with 

current institutional 

regulations 

  10 

Table 3: Professional 

improvement 
  20 

Total   64 

  

Total score: ____ / 64 = ______% 
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CRITERIA II: SERVICE (Maximum total score: 69 points) 

  
Next, the tables that the Personnel Committee will use according to the academic load that the 

professor had during the evaluation period are specified: 

  

- Faculty who were dedicated to teaching full time: Tables 4 and 5 (Evaluator: Personnel 

Committee). 

  

- Faculty who were dedicated to full-time teaching and who enjoyed some semesters of a 

task substitution of 6 or 9 credits for administrative tasks: Tables 4, 5 (Evaluator: Personnel 

Committee), Table 6 (Evaluator: supervisor [a]) and Table 6 (to apply) 

  

- Faculty who enjoyed task substitution of 6 or 9 credits for administrative tasks during the 

entire evaluation period: Table 6 (Evaluator: supervisor), Table 6 (apply) and 7 (Evaluator: 

Personnel Committee). 
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CRITERIA II: SERVICE 

  

TABLE 4: COMPLIANCE WITH DUTIES 

(Maximum score: 53 points) 
It will be used to:     1. full-time faculty 

2. Faculty who were engaged in full-time teaching as well as enjoyed 

some semesters of a homework substitution 

 
Dimensions Indicators Value of the 

premise 
Maximum 
score 

Award 
score 

A. Office hours or its 
equivalent 

1. Compliance with six (6) hours per week for 
individual attention of students and for academic 
counseling in the office, as well as accessibility to 

the student body. (The teacher will prepare a 

narrative that explains how he/she fulfilled this 
duty.) 
to. Fully meets 

b. Partially meets 

c. Just meets 

d. Never meet  

  
  
  
  
  
  
3 
2 
1 
0 

  
  
  
  
  
  
3 

  

B. Committee work Participation/Coordination of School committees 
and concentrations 
2.1. Participation 

a. 3 or more committees 

b. 2 committees 

c. 1 committee 

d. None 

  
  
  
3 
2 
1 
0 

  
  
  
3 

  

  2.2. Coordination 

a. 2 or more committees 

b. 1 committee 

        c. None 

  
3 
2 
0 

  
3 

  

  2.3. Compliance with the work of the Committee 

a. Excellent 

b. Very good 

c. Good 

d. Regular 

e. Deficient 
(Certification B will be used) 

  
5 
4 
3 
1 
0 

  
5 

  

  2.4. Compliance with coordination tasks 

a. Excellent 

b. Very good 

c. Good 

d. Regular 

e. Deficient 
(Certification C will be used) 

  
  
5 
4 
3 
1 
0 

  
  
5 

  

C. Faculty meetings 1. Attends regular faculty meetings 
a. Always (100%) 

b. 75-99% of the time 

  
  
4 
3 

  
  
4 
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c. 50 to 74% of the time 

d. Less than 50% of the time 

e. Never 
(Certification E will be used) 

2 
1 
0 

D. Reporting: annual 

or to the 
Management, of 

appraisal of student 

learning, record of 
assets in FACTUM 
and other reports 

1. Punctuality in the delivery of annual reports 
a. Always (100%) 

b. 75-99% of the time 

c. 50 to 74% of the time 

d. Less than 50% of the time 

e. Never 
  
2. Punctuality in the delivery of appraisal reports 
a. Always (100%) 

b. 75-99% of the time 

c. 50 to 74% of the time 

d. Less than 50% of the time 

e. Never 
  
3. Punctuality in the delivery of reports 
substitution of tasks (or other) 
a. Always (100%) 

b. 75-99% of the time 

c. 50 to 74% of the time 

d. Less than 50% of the time 

e. Never 
(For these three indicators, Certification D will be 
used) 

  
4 
3 
2 
1 
0 
  
  
  
4 
3 
2 
1 
0 
  
  
  
4 
3 
2 
1 
0 

  
4 
  
  
  
  
  
  
  
4 
  
  
  
  
  
  
  
4 

  

E. Thesis 
committees, 
dissertations, 
independent studies 
(inside and outside 
the School) 

Thesis management, dissertations, projects, 
research projects leading to degree and 
independent studies: 

a. Three or more 
b. Two 
c. One 
d. None 

  
  
  
3 
2 
1 
0 
  
3 
2 
1 
0 

  
  
  
6 

  

Participation in thesis and dissertation 
committees: 

a. Three or more 
b. Two 
c. One 
d. None 

F. Creation of 
courses 

Courses created for the School 
  
  
  
  
Updating of departmental courses, as requested 
by the Curriculum Committee or the Directorate. 
  
  
  
Variety of courses dictated 
  
  

2 or more 
courses = 2 
1 course = 1 
0 course = 0 
  
2 or more 
courses = 2 
1 course = 1 
0 course = 0 
  
4 or more 
courses = 4 
3 courses = 3 
2 courses = 2 
1 course = 1 

8   
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G. Cooperation with 
the School: 
representation in 
activities of the 
School, ad 
honorem courses, 
advice to student 
organizations, etc. 
Other_______ 

a. 2 or more activities 

b. one 

c. None 
  
  
Note: Only those activities that are not part of the 
administrative responsibilities or that are not the 
result of committee work will be counted. 

4 
2 
1 

4   

      53   

 

Evidence required Table 4 

  
  

Narrative: 

  
_____1. Explain how to meet office hours and attention to students. 

_____2. List the committees you have worked on and the period in which they belonged. Also, 

the thesis committees, theses, independent studies (inside and outside the School), the courses 

created and the activities in which it cooperated with the School. Everything should be organized 

by dates and following the order of the table. 

  

  

Required evidence: 
  

_____1. Letters and documents evidencing the work of participation and coordination 

in the committees. 

_____2. Copy of the reports of the professor to the Direction. 

_____3. Report of the director of the School certifying attendance at meetings of 

faculty (Certification D). 

_____4. Report of the coordinators of the committees to which he belonged teacher  

(Certification B). 

_____5. Report of the members of the committees (Certification C). 

_____6. Management report on delivery of reports (Certification E). 

_____7. Copy of the records of the courses created. 

_____8. Evidence of organized activities.  

_____9. Other ____________________________________________________________ 

  

Comments: 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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CRITERIA II: SERVICE 

  

TABLE 5: DEDICATION TO TASKS AND UNIVERSITY 

SERVICE (MAXIMUM SCORE: 16 POINTS) 

  

It will be used for:   1. full-time faculty               

2. Faculty who were engaged in full-time teaching as well as enjoyed 

some semesters of a homework substitution  

  
INSTRUCTIONS: The teacher can obtain a maximum score of 16 points as a result of any 

of the sum of the dimensions and their respective indicators. 

 
Dimension Indicators Value on 

premise 
Maximum 
score 

Award 
score 

A. Site or system committees 
(That is not part of the tasks 
of coordinating a committee 
or replacing administrative 
tasks) 

1. Tasks in committees or special commissions, 
councils of the Campus or the university 
system, Academic Senate, etc. 
a. 2 onwards 

b. 1 

c. None 

  
  
  
3 
1.5 
0 

  
  
  
3 

  

B. Participation in 
committees outside the UPR 
system 

1. In work committees or in activities of the 
UPR that transcend the CE and the UPR System 
a. 2 onwards 

b. 1 

c. None 

  
  
  
3 
1.5 
0 

  
  
  
3 

  

C. Advice to other 
organizations or institutions 
(Excludes paid advice) 

a.   2 onwards 

b.   1 

c.   0 

2 
1 
0 

2   

D. Evaluations of manuscripts 
(articles, chapters and books) 
requested by colleagues, 
publishers and refereed 
journals. 

2 or more 
1 
None 

4 
2 
0 

4   

E. EC Activities 
  
(That they are not part of the 
tasks of the coordination of a 
committee or of substitution 
of administrative task Also, 
excludes activities 
programmed as part of the 
courses). 

Organization of activities for the EC: cycle of 
conferences, seminars, workshops, panels, 
forums, etc. 
a. 4 onwards 

b. 3 

c. 2 

d. 1 

e. None  

  
  
  
  
4 
3 
2 
1 
0 

  
  
  
  
4 

  

F. Acknowledgments 1. Tributes 
2. Activity dedication 
3. Awards 
4. Participation as a jury, evaluator or critic 
5.  Selection and invitation to dictate 
seminars, conferences and symposia 
6. Guest faculty 
7. Scholarships 
8. Honorary degrees 

  
  
  
  
  
  
  
  
  
  

4   
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9. Memberships in Puerto Rican and 
international academies 
10. Editorial boards 
11. Congress organizing committees 
12. Institutional recognition 
13. Executive positions in organizations or 
boards 
14. Other______________ 
  
4 acknowledgments or more 
3 recognitions 
2 recognitions 
1 recognition 
0 recognition 

  
  
  
  
  
  
  
  
  
4 
3 
2 
1 
0 

TOTAL     Maximum 
score: 16 
points 

  

  
 

 

Required evidence Table 5 

  

  

Narrative: 
_____1. List the different tasks and services you have rendered. Also, the acknowledgments 

received. Identify them by date and organize them in the order of the table. 

  

  

Required evidence: 
  

_____1. Designation or invitation letters 

_____2. Thank you, letters, 

_____3. Committee reports 

_____4. Proceedings 

_____5. Other documents evidencing participation. ______________________ 

  

Comments: 
________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 
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CRITERION II: SERVICE 

  

TABLE 6: ONLY FOR PROFESSORS (AS) WITH SUBSTITUTION of 

administrative tasks of 6 or 9 credits (Maximum score: 60 points) 

 

To be completed by the supervisor  

To be used for: 1. Professors who were dedicated to full-time teaching and who enjoyed  

some semesters of a task substitution of 6 or 9 credits for administrative 

tasks.               

    2. Faculty who enjoyed task substitution of 6 or 9 credits for 

administrative tasks throughout the evaluation period 
The supervisor will evaluate the teacher on a global scale from 1 to 10, in which one (1) means deficient and ten 

(10), excellent. You must take into consideration the following criteria, as well as prepare a narrative that 

accompanies this evaluation: 
Dimensions Scale from 1 to 10, in 

which one means 

deficient and 10, 

excellent 

Maximum 

1. Labors / work / standards that he 

developed on his own initiative 

    

2. Development of administrative 

initiatives with non-teaching and faculty 

    

3. Tasks in committees / councils / 

dependencies Enclosure and System 

    

4. Preparation of reports     

5. Organization of activities     

6. Special commissions     

Total   60 
Supervisory evaluation _____ / 60               
_________ / 60 = 
________ X 1.15 = _______ / 69 
  

Table 6: Evaluation of the work within committees outside the School by coordinators, 

as part of the tasks of the coordination of a committee or substitution of administrative task 

(Certification B will be used) 
Name of the Committee Score (from 1 to 5) 
    
    
    
(Scores are added and averaged based on 5) 
Total ___ / 5 
  
Supervisory evaluation _____ / 60               
Committee coordinators ___ / 5 
Total   ___/ 65____ X 1,062 = ____ / 69 
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CRITERIA II: SERVICE 

  

TABLE 7: COMPLIANCE WITH DUTIES AND DEDICATION TO TASKS AND 

UNIVERSITY SERVICE 

(maximum score: 29 points) 

  

ONLY for faculty who enjoyed substitution of administrative tasks of 6 or 9 credits for 

the entire evaluation period 

  
Dimensions Indicators Value on 

premise 
Maximum 
score 

Award 
score 

Work in the Committee Compliance with coordination tasks 
a. Excellent 

b. Very good 

c. Good 

d. Regular 

e. Deficient 
(Certification C will be used) 

  
5 
4 
3 
1 
0 

  
5 

  

Faculty meetings Regularly attend faculty meetings 
a. Always (100%) 

b. 75-99% of the time 

c. 50 to 74% of the time 

d. Less than 50% of the time 

e. Never 
(Certification E will be used) 

  
4 
3 
2 
1 
0 

  
4 

  

Presentation of reports: 
annual or to the 
Management, of 
appraisal of student 
learning, record of 
assets in FACTUM and 
other reports 

Punctuality in the delivery of the annual report 

a. Always (100%) 

b. 75-99% of the time 

c. 50 to 74% of the time 

d. Less than 50% of the time 

e. Never 
  
Punctuality in the delivery of appraisal reports 
a. Always (100%) 

b. 75-99% of the time 

c. 50 to 74% of the time 

d. Less than 50% of the time 

e. Never 
  
Timeliness in the delivery of task replacement reports 
a. Always (100%) 

b. 75-99% of the time 

c. 50 to 74% of the time 

d. Less than 50% of the time 

e. Never 
(Certification D will be used) 

  
4 
3 
1 
1 
0 
  
  
4 
3 
2 
1 
0 
  
  
  
4 
3 
2 
1 
0 
  

  
4 
  
  
  
  
  
  
4 
  
  
  
  
  
  
  
4 

  

F. Manuscript 

evaluations (ie, articles, 

chapters and books) 

2 or more 
one 
None 

4 
2 
0 

4   
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requested by 
colleagues, publishers 
and refereed journals. 

G. Recognitions 1. Tributes 
2. Activity dedication 
3. Awards 
4. Participation as a jury 
5. Selection and invitation to dictate seminars, 
conferences and symposia 
6. Guest teacher 
7. Scholarships 
8. Honorary degrees 
9. Memberships in Puerto Rican and 
international academies 

10. Editorial boards 
11. Congress organizing committees 
12. Other______________ 

  
4 acknowledgments or more 
3 recognitions 
2 recognitions 
1 recognition 

0 recognition 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
4 
3 
2 
1 
0 

  
  
  
4 

  

      29   
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Evidence required Table 7 

  
Narrative: 

  
_____1. List the works as coordinator of committees, as an evaluator of manuscripts as well as 

the acknowledgments received. Everything should be organized by dates and following the order 

of the table. 

  

  

Required evidence: 
  

_____1. Letters and documents evidencing the work of participation and coordination in the  

committees. 

_____2. Copy of the reports of the professor to the Direction.  

_____3. Report of the director of the School certifying attendance at meetings of faculty  

(Certification D). 

_____4. Report of the coordinators of the committees to which the teacher belonged  

(Certification B).  

_____5. Report of the members of the committees (Certification C). 

_____6. Management report on delivery of reports (Certification E). 

_____7. Copy of the records of the courses created. 

_____8. Evidence of organized activities.  

  

  

_____7. Other ____________________________________________________________ 

  

Comments: 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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A. CRITERIA II: SERVICE 

  
Summary service score for faculty who were dedicated to full-time teaching 

(Tables 4 and 5)  

  

Category Total score obtained Maximum score 

Table 4: Compliance with 

duties 
    

53 

Table 5: Dedication to tasks 

and university service 
  16 

Total   69 

  

Total score ____ / 69 = ______% 

  

  

  

B. CRITERIA II: SERVICE 

Summary service score for faculty who were dedicated to full-time teaching and who 

enjoyed some semesters of a task substitution of 6 or 9 credits for administrative 

tasks (Tables 4, 5 and 6) 

  
If the professor enjoyed a substitution for administrative tasks only a fraction of the years from 

which it will be evaluated, the supervisor's evaluation will be proportional to the years he held 

the position. In that case, the supervisor will evaluate with Table 6; the coordinators of 

committees, with Table 6; and the Personnel Committee, with Tables 4 and 5. 

  

EXAMPLE: The professor worked one of the four years of which he will be evaluated in 

administrative tasks. One of four represents 25%. The supervisor gave 65 of 69 points to that 

work he did during the year that he enjoyed the substitution. The other three years of service 

(75%) were evaluated by the committee. After three years of service, the Committee awarded 

him 60 out of 69 points. In this hypothetical case, the score is calculated as follows: 

● Supervisory evaluation (can include the evaluation of the coordinator, if applicable) 65 X 

.25 = 15 
● Evaluation of the Committee: 60 X .75 = 45 
● 15 + 45 = 60 out of a total of 69  

  

It should be remembered that the expectations of the assets in this section will be based on the 

proportion of the years that the substitution took place. As an example, it is expected that a 

teacher to complete the task in the service area organize four (4) activities for the School to 

obtain the maximum score in such indicator. In the case of this hypothetical professor, the 

committee would expect him to organize 75% (3 activities) of the total of these to obtain the 

maximum score. If you have organized three activities while you were away from the 

administrative position, you will acquire the maximum score in that indicator, because it 

represents 75% of the maximum value of that indicator (three years of the four that will be 

evaluated). 
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Category Total score awarded by 

Personnel Committee 

Maximum score 

Table 4: Compliance with 

duties 

(Personnel Committee) 

  

  

53 

Table 5: Dedication to tasks 

and university service 

(Personnel Committee) 

  16 

Total Personnel 

Committee 

  69 

  

Total Supervisor (Table 6)   69 

  

Total score of Personnel Committee = _____ _ X _____ (. proportion years) = ______ 

  

Total Score Supervisor = ________ X ______ (. proportion years) = _______ 

  

Total Personnel Committee __________ + Total Supervisor _________ = 

_________ / 69 = _______% 

  

  

  

  

  

  

  

  

  

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

70 
 

C. CRITERIA II: SERVICE 

Summary score service for faculty with task substitution for administrative tasks of six (6) 

or nine (9) credits (Tables 6 and 7) during the entire evaluation period 

  
  

Category Total score awarded by 

Personnel Committee or 

Supervisor 

Maximum score 

Table 6: Supervisory 

evaluation (and Table 6) 

  

  

  
69 

Table 7: Compliance with 

duties 

(Personnel Committee) 

  29 

  

Total score of Personnel Committee = ________ / 69 + _____ / 29 = ______ X .7041 = ____ / 

69 = _______% 
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CRITERIA III: RESEARCH AND CREATION  

Table 8: Research and creation (Total maximum score: 23 points) 

  
INSTRUCTIONS: To obtain the maximum score, at least 18 of the 23 points must constitute 

assets in research and creation in the field of Communication. The salaries in research and 

creation in other fields of study will not exceed the maximum score of five (5) points. 

  
  

Dimensions Indicators Value on 
premise 

Maximum 
score 

Award score 

A. Academic research 
in Communication 

Academic research completed in the field 

of Communication (1) 
  
For book 
a. Published by the commercial publishing 

house or educational-

institutional publishing house (2) 
  
b. Product of faculties or university 

research centers 
  
c. Published (or commissioned) by 

associations, institutions or entities. 
  
d. Accepted for publication by a commercial 

publishing house or educational-institutional 
publishing house (2) 
  
e. Accepted for publication product of 

faculties or university research centers 
  
f. To be accepted for publication (or 

commissioned) by associations, institutions 

or entities. 
  
g. Submitted for evaluation by a commercial 

publishing house or educational-
institutional publishing house (2)  
  
h. Submitted for evaluation, product of 

faculties or university research centers  
 

I. Submitted for evaluation (or 

commissioned) by associations, institutions 
or entities.  

 

j. In the process of investigation (4) 
  
For refereed journal, book chapters, 

anthologies or compilations: 

  
  
  
  
Individual: 23 
Collective: 16 
  
Individual: 12 
Collective: 8 
  
Individual: 9 
Collective: 6 
  
Individual: 20 
Collective: 14 
  
  
Individual: 10 
Collective: 6 
  
  
Individual: 7 
Collective: 5 
  
Individual: 15 
Collective: 12 
  
  
Individual: 12 
Collective: 10 
  
  
Individual: 10 
Collective: 8 
  
Individual: 8 
Collective: 6 
  
  
Individual: 8 each 
Collective: 5 each 
  
  
  
  
  

  
  
  
  
23 
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j. Essays or articles published in peer-

reviewed academic journals in the field of 

Communication / Chapters in books, 

anthologies and compilations published by 

the commercial publishing house or 

educational-institutional publishing 

house related to the field of 

Communication (2, 3) 
  
F. Essays or articles accepted for 

publication in peer-reviewed academic 

journals in the field of Communication / 

Chapters in books, anthologies and 

compilations published by the commercial 

publishing house or educational-

institutional publishing house related to 

the field of Communication. (1, 2) 
  
g. Essays or articles submitted for 

evaluation in peer-reviewed academic 

journals in the field of Communication / 

Chapters in books, anthologies and 

compilations published by the commercial 

publishing house or educational-

institutional publishing house related to 

the field of Communication. (1, 2) 
  
d. Academic research not to be published in a 

book or peer-reviewed journal, but in forms 

and reports. 
  
e. Articles or chapters in progress (4) 
  
  
_____ 
(1) Academic research completed: refers to 

that investigation that has been completed. 
The teacher will present the book, report, 
forms, chapter or article that evidences the 

entire research process (ie, review of 

literature, findings, analysis, conclusions and 
bibliography). 
(2) Only books published by publishing 

houses will be evaluated for this category. 

Publishing house is defined as that 

company dedicated to the printing and 

distribution of publications. Books published 

by the author will not be considered for 
evaluation. 
(3) The articles must be different from each 

other. 

  
Individual: 8 each 
Collective: 5 each 
  
  
  
  
  
  
  
Individual: 5 each 
Collective: 3 each 
  
  
  
  
  
  
  
Individual: 5 each 
Collective: 3 each 
  
  
Individual: 3 each 
Collective: 2 each  
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(4) Academic research in process: refers to 

all research that has been initiated but has 

not yet been completed. For an investigation 

to qualify for this line, the teacher will 
comply with all the following criteria: submit 
a work plan with its respective 

calendar; present, in percentage terms, the 

time consumed by each stage; and have 

completed at least 25 percent of the work. If 
you are in the first investigative stage, 
reading the literature review, you will 
present an annotated bibliography. 

B. Professional 
research in 
Communication 

Professional research completed in the area 

of Communication (5) 
  
Criteria: breadth of the documentary research, 

scope of the design and methodological 
approach, work schedule, role that the 
professor fulfills in the research, among others. 
  
Individual 
Collective 
  
  
(5) Professional research completed: refers 

to that investigation has been 

completed. Includes research for scripts, 

public relations campaign, etc. The teacher 

will present the evidence of the entire 

investigative process. The score will be 

awarded based on the contribution made to 

the field, impact, level of difficulty, among 

others. 

  
  
  
  
  
  
  
  
  
From 2 to 5 
points 
From 1 to 3 
points 
  
  
  

    

  Professional research in process in the 

area of Communication (6) 
  
Criteria: breadth of the documentary research, 

scope of the design and methodological 
approach, work schedule, role that the 
professor fulfills in the research, among others. 
  
Individual 
Collective 
  
(6) Professional investigation in process -: 

refers to any investigation that has been 

initiated but has not yet been completed. In 

order for an investigation to qualify for this 
line, the teacher must comply with all the 
following criteria: submit a work plan with 

its respective calendar; present, in 

percentage terms, the time consumed by 

each stage; and have completed at least 25 

percent of the work. 
The score will be awarded based on the 

  
  
  
  
  
  
  
  
  
From 1 to 3 
points each 
  
From .5 to 2 
points each 
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contribution made to the field, impact, level of 

difficulty, stage in which it is, among others. 
  Proposals approved by external 

evaluators (outside the UPR system) to 
raise funds and contributions 

  
5 points each 

    

  Another type of research proposal 
completed 

3 points each     

C. Creative work in 
Communication 

Creative work related to the field of 
Communication: graphic design, 
audiovisual productions, public relations 
campaigns or publicity, etc. 
  
Criteria for awarding punctuation: level of 
difficulty of production, tasks performed by the 
teacher at work, work schedule, contribution to 
the field, impact of creation, among others. 
  
  
  
  
  
  
  
  
  
  
  

  
  
  
  
  
Finalized: 
Individual: From 

3 to 12 points for 
each job 
Collective: From 

1 to 6 points for 
each job 
  
In progress: 
Individual: From 

1 to 4 points for 
each job 
Collective: From 

.5 to 3 points for 
each job. 

    

D. Research, proposals 
and creative work in 
other fields 
  
  
  
  

Academic research completed in other 
areas (6) 
  
Criteria for awarding the score: extent of 
the literature review, articulation of the 
theoretical framework, methodological 
approach, level of analysis, contribution to 
the study of the field, work schedule, role 
that the professor fulfills in the research, 
among others. 
  
  
Individual 
  
  
Collective 
  
(6) Academic research completed: refers to 

the research that has been completed. The 

teacher must present the book, report, form 
or writing that evidences the entire 

investigative process (ie, review of literature, 

findings, analysis, conclusions and 
bibliography). 
The score will be awarded based on the 

contribution made to the field, impact, level 

of difficulty, among others. 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
From 2 to 5 
points each 
  
From 1 to 3 
points each 

The 
maximum 
score 
awarded in 
this section 
will be 5 
points 
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Academic research in process in other 
areas (7) 
  
Criteria: breadth of the literature review, 
articulation of the theoretical framework, 
methodological approach, level of analysis, 
contribution to the study of the field, work 
schedule, role that the teacher (a) fulfills in 
the research, among others 
  
Individual 
  
  
Collective 

 

(7) Academic research in process: refers to 

any investigation that has been initiated but 

has not yet been completed. In order for an 

investigation to qualify for this line, the 
teacher must meet all the following criteria: 
submit a work plan with its respective 
calendar: must present, in percentage terms, 

the time consumed by each stage; and have 

completed at least 25 percent of the work. If 
you are in the first investigative stage, a 
literature review, you should present an 
annotated bibliography. 
  
The score will be awarded based on the 

contribution made to the field, impact, level 

of difficulty, stage in which it is, among others. 

  
  
  
  
  
  
  
  
  
  
  
  
From .5 to 2 each 
  
  
From .25 to 1 
each 
  

Professional research completed in other 
areas (8) 
  
Criteria: breadth of the documentary 
research, scope of the design and 
methodological approach, work schedule, 
role that the professor fulfills in the 
research, among others. 
  
Individual 
  
Collective 
  
(8) Professional research completed: refers 

to that research that has been completed. The 
teacher will present the evidence of the 
entire investigative process. 
The score will be awarded based on the 

contribution made to the field, impact, level of 

difficulty, among others. 

  
  
  
  
  
  
  
  
  
  
From 1 to 3 each 
  
Of 5-2 each 
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Professional research in process in other 
areas (9) 
  
Criteria: breadth of the documentary 
research, scope of the design and 
methodological approach, work schedule, 
role that the teacher fulfills in the research, 
among others 
  
  
Individual 
  
Collective 
  
  
(9) Professional investigation in process -: 

refers to any investigation that has been 

initiated but has not yet been completed. In 

order for an investigation to qualify for this 
line, the teacher must comply with all the 
following criteria: submit a work plan with 

its respective calendar; present, in 

percentage terms, the time consumed by 

each stage; and have completed at least 25 

percent of the work. 

  
  
  
  
  
  
  
  
  
  
.75 1.5 each 
  
From .25 to .75 
each 

  Professional and creative work related to 
other areas 
Criteria: level of difficulty of production, tasks 
that the teacher meets in the work, work 
schedule, contribution to the field, impact of 
creation, among others 
  
Finalized 
  
  
  
  
  
  
  
In progress 
  
  
  

  
  
  
  
  
  
Individual: from 

1.5 to 4 points for 
each job 
Collective: from 1 

to 2.5 points each 
work 
  
Individual: of .5 

2.5 points for 
each job 
Collective: from 

.25 to 2 points for 
each job 

    

      23   

Punctuation: 

In the area of Communication: ______ 

In other areas: _____ (will not exceed 5 points) 

  

Score: ________ /23 = ______% 
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Required evidence Table 8 

  

  

Narrative: 

  
_____1. List the research and creative works by categories, following the order of the 

table; summarize the objectives and findings (if applicable) of the investigation. 

  

  

Required evidence: 
  

_____1. Book, report, form, article or manuscript. 

_____2. Evidence of research and creative work (e.g. scripts, work of production, etc.). 

_____3. For investigations in process, submit the research proposal or some type of summary,  

which also includes the work schedule, completed stages, annotated bibliographies, etc. 

_____4. Research proposal, project proposal and proposal of funds external  

_____5. Bibliographic references of documents and copies or copies of final documents 

_____6. Positive evaluation of the document 

_____7. Formal acknowledgments 

_____8. Letters related to the work or research 

_____9. Other ___________________________________________________________ 

  

Comments: 
  

  

  

______________________________________________________________________________ 
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CRITERIA IV: PUBLICATION AND DISCLOSURE 

(Maximum score: 46 points) 

  
Table 9 

  
Under publication and disclosure, only those works that have been published or disclosed will be 

accredited. Those that have been accepted for publication or that are in the process of evaluation 

for publication or disclosure will be considered exclusively for the research or creative work 

section. 

  

In the publication dimension, the teacher can obtain the score with a combination of several of 

the indicators. The works of dissemination and publication in other areas, other than 

Communication, will not exceed 12 points of the total of 46. 

  
Dimension Indicators                Value per 

indicator 
Maximum 
score 

Award 
score 

Publication in 
Communication 

1. Book in Communication: 

a. Published by a commercial publisher or 

educational-institutional publishing house* 
  
c. Product of faculties or university research centers 
  
d. Published (or commissioned) by associations, 

institutions or entities. 
  
* Only books published by publishing houses will be 

evaluated for this category. Publishing house is 

defined as that company dedicated to the printing 

and distribution of publications. Books published by 

the author will not be considered for evaluation. 

  
Individual: 36 
Collective: 24 
  
Individual: 15 
Collective: 11 
  
Individual: 12 
Collective: 8 
  
  

  
36 

  

  2. Research articles in peer-reviewed academic 

journals in the field of Communication / Chapters 

in books, anthologies and compilations published 

by the commercial publishing house or educational-

institutional publishing house related to the field of 

Communication * 
  
3 articles or 3 chapters 
  
  
2 articles or 2 book chapters 
  
  
1 article or 1 chapter of books. 
  
* The articles must be different from each other. 

  
  
  
  
  
  
  
Individual: 36 
Collective: 24 
  
Individual: 24 
Collective: 15 
  
Individual: 12 
Collective: 8 

  
  
  
  
  
  
  
  
  
  
  
  
  

  

  3. Research articles related to the field of 

Communication in non-arbitrated academic 

journals * 
  
3 articles or 3 chapters 

  
  
  
Individual: 24 
Collective: 15 
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2 articles or 2 book chapters 
  
1 article or 1 chapter of books. 
  
* The articles must be different from each other. 

Individual: 12 
Collective: 8 
  
Individual: 6 
Collective: 4 

  4. Other publications on Communication: reviews, 
lectures in memory, articles, catalogs, magazines of 
general circulation, manuals, etc.* 
* The publications must be different from each other. 

Individual: 2 
points each 
Collective: 1 point 
each 

    

Communication 
Disclosure 

5. Exhibitions, disclosure of creative work in the 

media (not promotion, but the work itself) or 

activities. 
Criteria: level of difficulty of production, tasks that the 
teacher meets at work, work schedule, contribution to 
the field, impact of creation, among others. 
  
(Note: series or serial programs will be evaluated as a 
work as a whole). 

  
  
  
From 3 to 12 
points each 
  

    

  6. Workshops, presentations, conferences or 
seminars presented in or out of Puerto Rico on 
Communication 
  
Talks in or out of Puerto Rico on Communication 

4 each 
  
  
  
2.5 points each 

  
  
  
  
  
  

  

Publication in 
other fields 

1.Book in other areas: 
  
a. Published by a commercial publisher or 

educational-institutional publishing house* 
  
b. Product of faculties or university research centers 
  
c. Published (or commissioned) by associations, 

institutions or entities. 
  
* Only books published by publishing houses will be 

evaluated for this category. Publishing house is 

defined as that company dedicated to the printing 

and distribution of publications. Books published by 

the author will not be considered for evaluation. 

  
  
Individual: 12 
Collective: 8 
  
Individual: 11 
Collective: 7 
  
Individual: 8 
Collective: 4 
  

Both in the 
area of 
publication 
and 
disclosure 
in other 
fields the 
maximum 
score 
awarded 
will be 12 
points 

  

  2. Research articles in peer-reviewed academic 

journals not related to the field of 

Communication / Chapters of books on fields not 
related to Communication published by the 

commercial publishing house or educational-

institutional publishing house* 
  
3 articles or 3 chapters 
  
  
2 articles or 2 book chapters 
  
  
1 article or 1 chapter of books 
  
* The articles must be different from each other. 

  
  
  
  
  
  
  
Individual: 10 
Collective: 7 
  
Individual: 5 
Collective: 4 
  
Individual: 3 
Collective: 2 
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Disclosure in 
other fields 

3. Lectures about fields non-related to 
Communication 
3 or more 
2 
1 
0 

  
  
3 points 
maximum 
2 points 
maximum 
1 point maximum 
0 

    

      46   

  

Punctuation: 

In the area of Communication: _ _____ /46 

In other areas: _____ (will not exceed 12 points) 

  

________ /46 = ______% 
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Evidence required Table 9 

  
Narrative: 
_____1. List the publications and the creative work published by categories and by date, 

following the order of the table. 

  

  

Required evidence: 
_____1. Evidence of publications, essays, books, etc. 

_____2. Evidence of the arbitration process of the publications (i.e., standards of publication,  

letters of acceptance or in which it is reported that it was or will be evaluated, etc.). 

_____3. Programs of conferences, of exhibitions, etc. 

_____4. Thank you, letters, 

_____5. Plates 

_____6. Certificates 

_____7. Evaluation sheets 

_____8. Other ____________________________________________________________ 

  

Comments: 
________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 
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CERTIFICATION A 

CONTRACTUAL LETTER COMPLIANCE 
 

The Personnel Committee certifies that __________________________________________, the 

candidate to ____ tenure ____ promotion in rank _________________________________ 

_______________________, complies ( ) partially ( ) fully with each of the criteria outlined in 

his contractual letter signed on ____________________________, consonant with Circular 3 

(2006-07) of the Dean of Academic Affairs, Certification 88 (2005-06) of the Administrative 

Board and Certification 27 (2008-09) of the Administrative Board. These are: 

  

1. 

  

2. 

  

3. 

  

4. 

  

5. 

  

  

First name                                                         Signature                                           Date 

Personnel Committee Member 

  

First name                                                         Signature     Date 

Personnel Committee Member 

  

  

First name                                                         Signature                                           Date 

Faculty member 

  

  

Date 
* To be recommended for tenure, the candidate must comply with the totality of the stipulated in the contractual 

letter, not for when he/she is evaluated to rank promotion (Circular 3, 2006-07 of the Deanship of Academic Affairs, 

Certification 88, 2005-06 of the Administrative Board; 
Certification 27, 2008-09 of the Administrative Board). 
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CERTIFICATION B 

WORK CARRIED OUT IN THE COMMITTEES (OR THE SCHOOL OF 

COMMUNICATION, CAMPUS OR SYSTEM 
 

This report will be completed by the coordinator of the committee and delivered to the 

Personnel Committee as requested. 

  
Committee: ____School of Communication               ____Campus               ____System 

  

Date: __________________________________________________________________ 
 

It must be delivered no later than: _________________________________________ 

  

Committee name: _______________________________________________________ 

  

Name of the coordinator: _________________________________________________ 

  

Name of the teacher evaluated: __________________________ 

  
Period in which it belonged to the committee: from _____________ to ___________ 

  
Period that includes this evaluation: from ____________ to ___________________ 

  

Evaluation criteria: 
  

1. Committee meetings 
a. Number of meetings held during the evaluation period: _____ 

  

b. Dates of meetings convened: 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

  

c. Number of meetings attended by the teacher _____ 

  

d. Dates of meetings attended: 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 
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Certification B 
  

2. Explain the tasks assumed and completed by the teacher in this period. If necessary, you 

can write a narrative on a separate sheet. 
  

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

  

3. On a scale of 0 to 5, where 5 is "excellent" and 0, "deficient", what number would you 

give to the work of the teacher on the committee during the evaluated period: ______ 
  

I certify correct: 

  

  

__________________________________________________________________________ 

Signature of the coordinator 

  

  

__________________________________________________________________________ 

Date 
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CERTIFICATION C 

WORK CARRIED OUT BY THE COORDINATORS OF COMMITTEES 

(OR OTHER CONCENTRATIONS) OF THE SCHOOL OF 

COMMUNICATION 
 

 

This report will be completed by each member of the committee that the evaluated will 

coordinate and will be delivered to the Personnel Committee as requested. 
  

Date: _____________________________________________________________________ 

  

It must be delivered no later than: _________________________________________________ 

  

Name of the committee: _________________________________________________________ 

  

Name of the coordinator evaluated: ________________________________________________ 

  

Name of committee member: _____________________________________________________ 

  

Period in which it belonged to the committee: from ____________ to_____________________ 

  

Period that includes this evaluation: from _______________ to __________________________ 

 

On a scale of 0 to 5, in which 5 is "excellent" and 0, "deficient", evaluate the work of the 

coordinator (a) based on the following criteria: 
  

1. Frequency of meetings              ______                

2. Preparation and distribution of agendas for meetings    ______ 

3. Punctuality          ______ 

4. Calls for meetings with at least two weeks in advance  

(except in extraordinary situations)      ______ 

5. Openness for the participation of all members    ______ 

6. Respect to the members of the committee     ______ 

7. Quality of the activities that he promoted      ______ 

8. Level of communication to keep the members of the  

committee informed                         ______      

 

Total ___________ 

Average_________ 

Comments 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Cont. Certification C 

I certify correct: 

  

  

__________________________________________________________________________  

Signature of the committee member 

  

  

Date 
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CERTIFICATION D 

REPORTS DELIVERY 
 

This report will be completed by the director of the School and delivered to the Personnel 

Committee as requested. 

  

Date: _____________________________________________________________________ 

  
It must be delivered no later than: ______________________________________________ 

  

Name of the teacher evaluated: _______________________________________________ 

  

Evaluation period: from _________________________ to _________________________ 

  

Name of the director: _______________________________________________________ 

  
  

Type of report Delivery deadline Date on which the professor 

delivered the report 

  

1. Annual to 

Management 

1. 

  

2. 

  

3. 

  

4. 

  

5. 

  

  

1. 

  

2. 

  

3. 

  

4. 

  

5. 

  

  

2. Of appraisal 1. 

  

2. 

  

3. 

  

4. 

  

5. 

  

  

1. 

  

2. 

  

3. 

  

4. 

  

5. 

  

  

3. Substitution of 

tasks 

1. 

  

2. 

  

1. 

  

2. 

  



   

88 
 

3. 

  

4. 

  

5. 

  

  

3. 

  

4. 

  

5. 

  

  

4. Other: 

  

  

  

1. 

  

2. 

  

3. 

  

4. 

  

5. 

  

  

1. 

  

2. 

  

3. 

  

4. 

  

5. 

  

  

5. Other: 1. 

  

2. 

  

3. 

  

4. 

  

5. 

  

  

1. 

  

2. 

  

3. 

  

4. 

  

5. 

  

  

  

I certify correct: 

  

  

Signature of the director or director 

  

  

  

Date 
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CERTIFICATION E 

FACTULTY MEETINGS ATTENDANCE  
 

 

This report will be completed by the director of the School and delivered to the Personnel 

Committee as requested.  

  

Date: _____________________________________________________________________ 

  

It must be delivered no later than: ____________________________________________ 

  

Name of the teacher evaluated: _______________________________________________ 

  

Evaluation period: from _______________________ to ___________________________ 

  

Name of the director: _______________________________________________________ 

  

  

Number of faculty meetings held during the period of evaluation: __________________ 

  
a. Dates of meetings convened: 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

  

Number of faculty meetings that the teacher attended: ___________________________ 

  
a. Dates of meetings attended: 

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________ 

  

I certify correct: 

  

  

  

Signature of the director or director 

  

  

Date  
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CERTIFICATION F 

COMPLIANCE WITH CURRENT INSTITUTIONAL REGULATIONS 
 

This report will be completed by the director of the School and delivered to the Personnel 

Committee as requested. 

  

Date: _____________________________________________________________________ 

  
It must be delivered no later than: ______________________________________________ 

  

Name of the teacher evaluated: _______________________________________________ 

  

Evaluation period: from _________________________ to _________________________ 

  

Name of the director: _______________________________________________________ 

  

Please, establish if the professor complied with the delivery of the 

documentation that is broken down below: 

  
Criterion Yes, he fulfilled in all courses 

given during the evaluation 

period 

Did not complete all the courses 

given during the evaluation 

period 

Delivery of medical records     

Incomplete removal     

Delivery of the attendance 

list 

    

Delivery of partial notes     

Delivery of final notes     

Total (10 points)     

  

If you have not complied with any delivery, specify the semester and the type of document that 

you did not submit to the institution: 

  

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

  

I certify correct: 

  

  

Signature of the director or director 

   

Date 


