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All tenure and promotions dossiers should be divided into the following five sections:
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General summary

External letters

Substantiation of teaching contributions

Substantiation of contributions to research/creative activity
Substantiation of service contributions

General Summary

The initiating unit should ascertain that the dossier contains the following:

1) Signature Sheet (See Appendix A).

2) A copy of the unit and School criteria used to evaluate the candidate.

3) The chairperson’s evaluation and personal recommendation concerning the candidate’s teaching,
research/creative activities, and service. The basis for the case should be carefully considered
at this level and communicated to the unit head prior to the solicitation of external reviews
to assure that referees address the area(s) of excellence specifically. The candidate and the
department must be in agreement concerning the area(s) of excellence.

4) The departmental evaluation of the candidate’s teaching, research/creative activities, and service,
and the departmental recommendation to include a tally of the specific votes and any individual
statements submitted by members of the personnel committee.

5) The candidate’s CV.

6) The candidate’s own statements about teaching, research/creative activities, and service. The
candidate’s statement may include excerpts from progress or final reports submitted to funding
agencies as supplemental descriptions of the candidate’s current and future research endeavors.

7) A list of all publications noting, in the left-hand margin, whether the publication was
evaluated as evidence of teaching, research/creative activities, or service. For promotions
from Associate Professor to Professor, all items on this list which were used in the previous
promotion review process, should be clearly identified.

8) An assessment by the department or school of the extent of candidate’s contribution to works with
more than one author.
9 Tenure and Promotion Dossier Checklist (See Appendix B).

The Dean of the School or College is responsible for adding the following to the dossier:

1) The School or College Committee’s recommendation (including a report of exact votes) and the
Committee’s evaluation of the candidate’s teaching, research/creative activities, and service.
2) The Dean’s personal recommendation and a summary evaluation of the candidate’s teaching,

research/creative activities, and service.

A signature sheet should be placed in the front of the dossier to be signed by each level, recording specific
votes to include absences and abstentions and identifying whether or not the candidate is recommended for
promotion and/or tenure (See Appendix A).

A copy of the unit and School criteria used to evaluate the candidate should appear in the general section of
the dossier so that there is no misunderstanding concerning the criteria used by the evaluators at each level.

The promotion and tenure checklist should be completed by the person who prepares the dossier with the
original being placed in the dossier and a copy given to the candidate.

All statements from individuals and from committees must identify the area judged to be excellent. A

general assessment of the criteria (e.g., unsatisfactory, satisfactory, good, very good, excellent) should be
included and the rationale or the basis for the assessment by referring to the evidence presented in the other
sections of the dossier. University policy requires that each candidate should normally excel in at least one
area and be at least satisfactory in each of the other two. In exceptional cases, a candidate may present






