
APPENDIX VII – GUIDELINES FOR FILE PREPARATION FOR ALL OTHER REVIEWS 

 
A7.2 Third-Year Review 

Purpose. The purpose of the third-year review is to provide an opportunity for faculty members 

to receive constructive feedback from peers within their units about the rate of degree of progress 

toward tenure and promotion based on their first three years in a tenure-track position at USC Upstate. 

 

I. File Preparation 

A. The third-year review is due in the fall of the candidate's third year. 

B. Faculty members are responsible for compiling their third-year review files and 

submitting them electronically on Chalk and Wire by the date indicated on the Master 

Review Calendar. Include the following: 

i. Annual administrative reviews from the preceding three years in reverse 

chronological order. 

ii. A current Curriculum Vitae 

iii. Completed Summary Tables 

o Teaching Summary/ Librarian Effectiveness Summary Table 

o Scholarly and Creative Pursuits Summary Table 

o Service Activities Summary Table 

iv. A case narrative (2-3 page) highlighting faculty’s accomplishments in teaching or 

librarianship, scholarly/creative activity, and service to the unit, the university, 

the community, and the profession. Describe how your activities and 

accomplishments have contributed to the mission of USC Upstate. 

v. A list and representative samples of supporting evidence for accomplishments in: 

teaching or librarianship, scholarly/creative activity, and service. 

II. File Review 

A. Peer Review Committee members read and evaluate the file in Chalk and Wire during the 

time period specified by the PRC Chair. 

B. The Committee meets (in person or virtually) to discuss and deliberate over the rankings 

of each file. 

C. The PRC Chair’s duties, the peer review process, and the ethics of peer reviewing are 

described in detail in Chapter 5: Faculty Review 

D. The Faculty Review Form for the third-year review should explicitly address the 

candidate's status in meeting the unit criteria and identify developmental needs to 

prepare the candidate for a successful tenure and promotion file. In cases of 

misalignment between the file and unit criteria, the candidate must receive specific 

instructions to shift emphasis to meet the unit's needs and expectations. 

E. The Faculty Review Form is uploaded by the PRC Chair and submitted to the faculty 

member through Chalk and Wire. 

F. The faculty member confirms receipt of the Faculty Review Form. 

G. The faculty member has 5 days to send an optional written response to the PRC Chair 

who uploads the file into Chalk and Wire. 



H. A copy of the Faculty Review Form and any optional written response (as applicable) are 

submitted by the PRC Chair to the rating administrator, the dean, the provost, and Office 

of Academic Affairs HR Coordinator. 

 


