Dossier Checklist for Promotion

Note: This checklist is a supplement to the Professional Statement Guidelines and should be used in conjunction with the Guidelines in preparing the dossier.  

Prior to preparing the dossier

____
1)  Review the Faculty Handbook Performance Criteria for Reappointment, Tenure, and Promotion to Associate Professor in the Faculty Handbook (http://www.denison.edu/provost/handbook/ar01s01.html#d0e86).  These are the criteria which should be specifically addressed in the candidate’s Professional Statement and dossier.

_____ 2) Review the Professional Statement Guidelines available online (Go to www.denison.edu/provost and click on personnel forms, then click on professional perspective).

Materials to be included by the Candidate

_____  Professional Statement

_____
Address patterns and recurrent themes raised by students in end-of-semester course evaluations (courses taught since the tenure review).

_____ Discuss student advising.

_____ In discussing your scholarship/creative work, indicate if the work is peer reviewed or invited.

_____ In discussing publications, provide evidence of the quality of the venue.  The acceptance rate of manuscripts for publication by the journal or publisher is particularly helpful.

_____ In discussing ‘other contributions’, include information regarding your degree of engagement and responsibilities with each of the committees or organizations with which you serve.  Examples are especially helpful.  

_____ Vita

_____  Include dates of awards, publications, terms of service

_____ Dossier

_____
Include all materials referenced in your Professional Statement

_____
A list of all courses taught for the period under review (i.e., since the tenure review) with enrollments and course grade point averages

_____ Include sample course materials (syllabi and assignments) for the period under review (i.e., since the tenure review).

_____
End-of-semester course evaluations for all courses taught during the review period must be included in your dossier.  The faculty handbook requires that these be the common university summative evaluation forms administered online.  These evaluations must be provided for the entire period under review (i.e., since the tenure review).

_____  On the end-of-semester evaluation forms, please indicate the number of students enrolled in the course, as well as the number of students completing the end-of-semester evaluation.

_____ Organize course evaluations and course materials by course and in chronological order for each course taught (i.e., if you have taught one course three times, group all three sets of course evaluations together in chronological order in your dossier)

_____  Sample materials for a course should be followed in the dossier by the evaluations for this course.

_____  A copy of all scholarly/creative work (as described in the Review Criteria) completed since the tenure review and to be considered for review

_____  List of scholarly activities completed since the tenure review.

_____
Statement of Sabbatical plan 

Materials to be included by the Department

_____  Letters from all tenured faculty 

_____  Department letter responding to the specific issues and questions raised in the Faculty Personnel Recommendation form (http://www.denison.edu/provost/forms/faculty/facultypersonnelrecommendation.pdf)

Materials to be included by the Provost’s Office

_____ Letters from External Reviewers
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