Tenure and Promotion Dossier Checklist for Submitting Files to the Provost Office

Administrative Component/Application

Candidate File Label: 

Last name, First name

Tenure/Promotion (as applicable)





Dept. name, College

Tenure/ Promotion File Contents (the original signature file and one copy file per candidate)

_____ AA12 for each action (in one file)
_____ Summary AFE statement from Department Head (rebuttal attached if applicable)

_____ Department Collegial Review Document

_____ Candidate’s Application 
At the end of the review process the original signature file will remain in the Office of the Provost and a copy of the file will be returned to the Dean’s office.
Appendices Preparation (one 2 inch—3 ring notebook)

_____ Name, Department, College, and Action(s) to be taken should be on the front of the notebook

_____ Name, Department, College, and Action (s) to be taken should be on spine of the notebook.

Notebook Contents (with dividers labeled)

_____ Appendix A: Department Collegial Review Document

_____ Appendix B: Vita or Resume
_____ Appendix C: AFE statements

_____ Appendix D: Results of Peer Review of Teaching Effectiveness

_____ Appendix E: Student Assessment of Instruction

_____ Appendix F: Samples of Teaching Materials

_____ Appendix G: Samples of Scholarship and Creative Activities

_____ Appendix H: Documentation of Service and Engagement

_____ Appendix I: Other

1. Files and Notebook should be forwarded to Office of the Provost on the specified due date.

2. After action is taken by the Board of Trustees the notebooks and files (with copy of completed AA12) will be returned to the respective Dean’s offices.  Colleges should abide by the document retention quidelines provided by GA. Be aware that notebooks and files of pending appeals will not be returned until after the appeals process is completed.

3. The original AA12s  and a copy of the candidate’s application will be maintained in the Office of the Provost.

