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Process for Submitting the Evaluative Dossier  

for Consideration for Promotion 

 
On or about November 1, the Provost’s assistant will send an email to all Academic Faculty inviting them to the Provost-

hosted Promotion Workshop and informing them of the process and timeline of requesting Promotion to Associate or Full 

Professor.  Interested qualified faculty members will contact the Provost’s assistant regarding the intent to request 

promotion.  Those requesting promotion to Full Professor will have samples of their scholarly work evaluated by external 

reviewers, which will require an earlier start to the review process (see External Review of Candidates section below). 

 

The Provost’s assistant will then prepare and share with the faculty member (hereafter referred to as candidate) a Google 

Drive folder having Faculty-Undergoing-Review-Name Evaluative Dossier as its title for the purpose of holding and 

sharing his/her evaluative dossier with reviewers.  (The candidate will receive an email from the Provost’s assistant with an 

invitation to collaborate in the shared folder.)   

 

The candidate will then upload in pdf form his/her current cv and reflective self-evaluation into the Evaluative Dossier 

folder, and his/her supplementary documents into the Supplementary Documents folder (within the Evaluative Dossier 

folder).  On or before the March 1 deadline, the candidate will share the complete Evaluative Dossier with his/her 

department chair/school dean and his/her department/school personnel committee members, granting them “Can view” (not 

“Can edit”) permission. (Please do not use or share the sharable link.) 
 

The candidate’s department chair/school dean and his/her department/school personnel committee members will review the 

evaluative dossier and will prepare recommendations (via Personnel Evaluation Report [PER] Forms).  On or before the 

April 15 deadline, the department chair/school dean will submit both hand-signed hard-copy original PER Forms to the 

Provost’s Office and provide a copy of the PER Forms to the candidate.  The Provost’s assistant will, upon receipt, upload 

the PER Forms in pdf form to the candidate’s Review Folder, in which his/her Evaluative Dossier is contained, and will 

share the Review Folder (as “Can view”) with the Faculty Personnel Committee (FPC) and the Provost. 

 

At this time the Provost’s assistant will remove shared permissions to the candidate’s Evaluative Dossier from the 

department/school personnel committee members, and will change to “Can view” the candidate’s permission to the Dossier.  

Should the candidate wish to include revised or additional documents, s/he may email them to the Provost’s assistant, who, 

after consulting with the Provost, will upload them into the Dossier. 

 

The FPC will review the Evaluative Dossier and PER Forms, and, on or before the June 1 deadline, will provide its 

recommendation to the Provost and the President.  After receiving the FPC’s recommendation, the Provost’s assistant will 

upload it to the Review Folder. 

 

The Provost will review the Evaluative Dossier and the PER Forms, consult with the department chair/school dean and FPC 

as necessary, and prepare his/her recommendation.  The Provost will then send the candidate both a letter containing the 

Provost’s recommendation and a memo providing the candidate with five working days to review the PER Forms.  (At this 

time, the Provost’s assistant will remove the shared permissions from the FPC, upload the Provost’s recommendation to the 

Review Folder, and share the Review Folder [as “Can view”] with the candidate for five working days.)  The candidate 

may, during this time, file a statement in response to the recommendations by emailing it to the Provost’s assistant, who 

will upload it to the Review Folder.  At the end of the five days, the Provost’s assistant will remove shared permissions 

from the candidate to the Review folder and from the department chair/school dean to the Evaluative Dossier. 

 

On or before the July 1 deadline, the Provost’s assistant will share with the President (as “Can view”) the complete Review 

Folder (containing the evaluative dossier, the PER Forms, the Provost’s recommendation, and the Candidate’s statement of 

response to the recommendations, if any).  

 

The President will review the documents, consulting with the Provost as appropriate, and prepare his/her decision.  The 

President will then notify the candidate of his/her decision via letter.  At this time, the Provost’s assistant will remove from 

the Provost and the President the shared permissions to the Review Folder, and will ensure the candidate has “Can edit” 

permission of the Evaluative Dossier for continued/future use. 

 
Please note:  When any of the above deadlines fall on a weekend, materials will be due on Monday.  If a deadline falls on an official holiday, 

materials will be due the day immediately following the holiday. 

 



External Review of Candidates 
 

As stated above, all candidates for promotion to Full Professor will have samples of their scholarly work evaluated by 

external reviewers.  Because this requires considerable lead time to find appropriate reviewers and for the reviewers to 

complete their evaluations, samples of scholarly work (publications, written research in progress, art works, musical 

compositions, etc.) must be submitted prior to the submission of other review materials.   

 

On or before the January 15 deadline, the following documents must be submitted to the Provost’s Office in pdf form: 

 Current vita 

 2-3 samples of scholarly work 

 List of 3 or 4 potential external reviewers’ names and contact information 

 

The Department Chair / School Dean and the Provost may also be requested to provide a list of potential external 

reviewers’ names and contact information. 

 

At the conclusion of the review process, external evaluations will be released to the candidate only if the external reviewer 

has authorized release of the evaluation to the faculty member.  This information can be useful to the candidate in assessing 

the value of his/her academic research or creative endeavors.  (External evaluations that identify the evaluator are 

confidential documents that may be read only by the Faculty Personnel Committee, the Department Chair/Dean, the 

Provost, and the President.) 

 

 


