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Important Dates

 Dossiers should be submitted to the Office of Faculty 
Affairs by the following dates:
 October 15: Promotion dossiers not involving tenure
 February 1: Tenure dossiers
 March 15: Senior lateral appointment dossiers

 Extensions
 Expedited consideration



New in 2017 Manual

 New discussion on collaborative work in 
multidisciplinary teams (section 2.4)

 Policy on recusals of internal authors
 New committee on RTPC promotions 
 New guidance on evidence for teaching effectiveness 

(section 8.8.2)  
 New Solicitation Letter templates:
 Schools no longer are required to go back to letter writers who 

have not answered all the questions



The dossier



Dossier overview

 Checklist for Dossier Preparation (UCAPT Manual)
 1 complete hard copy
 1 complete electronic copy, divided into the sections 

listed on the Dossier Preparation Checklist
 No more abbreviated hard copies!



Appointment/
Promotion form

Do not include 
offer letter



I-A. Administrative Assessments

 Dean’s memo
 School committee memo
 Department chair memo
 Department faculty memo
 Additional assessments for interdisciplinary 

candidates



I-B. 
Quantitative 

Data
Quantitative data, 
including a cohort 
analysis, are required. 
If any of this (besides 
cohort analysis) is not 
applicable, other 
relevant metrics need to 
be included.

 Cohort analysis (required)
 Chart showing scholarly or 

creative output per year
 Citation counts 
 Journal impact factors
 List of grants (if applicable)
 Other relevant metrics (optional)



Cohort Analysis (required)



Citation Counts
(Web of Science)

* Author Search and/or Cited Reference Search







Barry Barish Citations



Journal Impact Factors

 From ISI Journal Citation Reports, journal 
webpages, etc.



II. Curriculum VitaeII. Curriculum Vitae III. Personal StatementIII. Personal Statement

 CV format that is standard 
for discipline

 Publications must have 
dates or be noted as “in 
press,” “under review,” or 
“submitted”

 Need not be more than 5 
pages

 Should not simply be a 
summary of publications



IV. Teaching 
Record

 Teaching memo from 
department/school

 Teaching statement from 
candidate

 Chronological list of courses 
taught

 List of courses developed/revised
 List of graduate students/         

post-docs mentored



V. Service Record

 Service statement from candidate (optional)
 Service record (list)



VI. Referee 
Letters

 Sample solicitation letter
 Referee chart
 Referee bios (before each letter)
 Section VI-A: substantive letters 

from arms-length referees
 Section VI-B: other letters 

(collaborator, non-arms-length)



Sample Referee Chart

Section	VI‐A:	Arms‐Length	Reviewers
Name,	Title,	
Institution:

Suggested	
By:

Relationship	to	
Candidate:

Accepted/
Declined:

All	Questions	Answered/
Substantive	Letter?

Section	VI‐B:	Other	Reviewers
Name,	Title,	
Institution:

Suggested	
By:

Relationship	to	
Candidate:

Accepted/
Declined:

All	Questions	Answered/	
Substantive	Letter?



Arms-lengthArms-length Non-arms-lengthNon-arms-length

 May have met the 
candidate at conferences 
and other professional 
activities

 Collaborator
 Friend
 Current or former 

colleague
 Former fellow grad 

student
 Mentor

Section VI-A: Arms-length letters



VII-A. Evidence of 
Scholarship
VII-A. Evidence of 
Scholarship

VII-B. Evidence of 
Teaching Effectiveness
VII-B. Evidence of 
Teaching Effectiveness

 Recent publications and 
other scholarly/creative 
work, including (if 
applicable):
 Articles and books
 Samples of creative work
 Reviews of candidate’s work 

(published reviews and/or 
publishers’ reviews)

 Pink sheets of grants

 Course syllabi
 Student evaluations
 Classroom observations
 Other evidence 

(optional)

VII. Appendix



• Deans may use different school/department committees for 
administrative assessments

• Personal statement may not be available
• Could ask official or colleague at candidate’s current institution for 

information on the candidate as a teacher and mentor
• Service information may be available from candidate’s CV or the public 

record
• Deans may contact the Office of Faculty Affairs if you would like to use 

a smaller number of referees
• Evidence of scholarship may be available from the public record

Senior Lateral Appointments 
and Transformative Hires



• Original dossier AND reconsideration dossier
• Reconsideration dossier should include full hard 

copy and electronic copy
• Reconsideration dossier should only include the 

new evidence

Reconsiderations on 
Tenure Decisions


