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Dossier Checklist for Promotion

Prior to preparing the dossier

____
1)  Review the Performance Criteria for Promotion to Professor in the Faculty Handbook (http://www.denison.edu/provost/handbook/ar01s01.html#d0e191).  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 Faculty, then select Personnel Forms, then click on Professional Statement).

Materials to be included by the Candidate (see “Candidate Tab” on Blackboard site)
_____   Professional Statement (The following list highlights some items that are often overlooked in a professional statement; it is not an exhaustive list of what should be discussed in your statement.  You should read the guidelines for the professional statement that are posted online and in Blackboard before beginning your statement.)
_____
Address patterns and recurrent themes raised by students in end-of-semester course evaluations.

_____ Discuss student advising

_____ Indicate if scholarly/creative work is peer reviewed or invited
_____ Provide evidence of the quality of the venue of your publications.  For example, the impact factor or acceptance rate of manuscripts for publication by the journal or publisher can be particularly helpful.

_____ 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
_____   Course Enrollments, Course GPA’s and Number of Completed Evaluations
_____
Include a list of all courses taught during the review period with enrollments and course grade point averages.  Also list the number of completed evaluations for each course taught.  In order to insure uniformity in the presentation of the information about the grades from courses, the Registrar’s Office will provide this information for you.  You should place this information in your dossier in the same form in which you receive it from the Registrar.  You must ask the Registrar for this information at least 6 weeks before you need to place it in your dossier.  

_____   Course Materials
_____ Include sample course materials (syllabi and assignments) for the period under review

_____   Course Evaluations
_____
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 
_____ Label your course evaluations with the course title followed by the semester (for example STAT 222/Spring 2008)

_____   List of Scholarly Activities

_____  List of scholarly activities completed since your tenure review
_____   Scholarly/Creative Work

_____ Copies of all scholarly/creative work (as described in the Review Criteria) to be considered for review
_____   Document Box Content List


_____ This document is a list of all the materials that have been deposited in the Advisory    

                        Reading Room

_____   Service


_____ Service should be discussed in your professional statement.  You do not need to upload additional documents for Denison service; however, some people may choose to upload documents relevant to service outside the university.

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 (Go to www.denison.edu/provost and click on Faculty, then select Personnel Forms, then click on Faculty Personnel Recommendation) 
Materials to be included by the Provost’s Office

_____ Letters from External Reviewers

