Dossier Format for Submission to the
University Committee on Academic Rank and Tenure (UCART)
The dossier and all copies thereof must be submitted as native (NOT scanned) PDFs with documents arranged in the following order. Using Adobe Acrobat Pro, the PDF must be bookmarked (see below for the bookmark names). Please reach out to the Office of Faculty Affairs with any questions.

	Document Categories and major bookmark names
	Document items and as applicable sub-bookmark names

	
Candidate Information Form

	1. Completed Candidate Information Form provided by the Office of Faculty Affairs: http://www.slu.edu/provost/faculty-affairs/promotion-tenure-resources/index.php

	  Vote Summary  
  Form
	2. Vote Summary Form provided by the Office of Faculty Affairs

	Candidate’s
Submission

	2. Candidate’s curriculum vitae (CV)
Sub-bookmark name – CV
3. Candidate’s statement/application letter(s).
Sub-bookmark name - Statement

	College Level (or) 
School Level (or) 
Center Level (or)
Library Level

	4. Recommendation, with rationale, of the dean or comparable administrator.
Sub-bookmark name –Dean Recommendation
5. Letter(s) from the college/school/center/library committee indicating the committee’s vote count.
Sub-bookmark name – Committee Recommendation
6. Midpoint review report (required for tenure track faculty) OR Third year review report (required for non-tenure track faculty).
Sub-bookmark name – Midpoint (for tenure track) or Third Year Review (for non-tenure track)

	Department Level  

	7. Recommendation, with rationale, of the department chairperson or comparable administrator.
Sub-bookmark name – Chair Recommendation
8. Letter(s) from the department committee (if one exists), indicating the committee’s rationale and vote.
Sub-bookmark name – Department Recommendation
9. Recommendation(s) of colleagues from the candidate’s department (if applicable).
Sub-bookmark name – Department Colleague 
Please make a bookmark for each departmental colleague recommendation. Use the last name to      differentiate the bookmarks.
    Sub-bookmark name – (Last name of reviewer) 
10. Recommendations, if any, of SLU colleagues outside of the candidate’s department (if applicable).
Sub-bookmark name – Non-Departmental Colleague 
Please make a bookmark for each non-departmental colleague recommendation. Use the last name to differentiate the bookmarks.
Sub-bookmark name –(Last name of reviewer)  

	External Evaluation
	11. External reviewer cover form and example of instructions sent to external reviewers and recommendations of external (to SLU) reviewers (f applicable).
Sub-bookmark name – External Reviewers
Please make a bookmark for each external reviewer letter. Use the last name to differentiate.
Sub-bookmark name  - (Last Name of reviewer) 

	Applicable Criteria
	12. Full criteria for college/school/center/library and, if applicable, department.




Notes on the dossier sent to UCART 

UCART recognizes that individual units may require evidence or artifacts related to teaching, scholarship and research, mentoring, service, and/ or clinical activity. These items should be removed from the version of the dossier sent to the Office of Faculty Affairs. These items should be kept at the unit level in the event UCART wishes to review an item. For further guidance see the following table. 

	Table: Best practices when compiling the dosser sent to the Office of Faculty Affairs

	Do not include actual: 

	May include: 
(Clearly identifying which items occurred during the evaluation period is very helpful)

	Publications or creative works
	Identify publications works or creative on the curriculum vitae (CV)*

	Course syllabi and related material / course description 
	Use Tables showing the assigned courses over the evaluation period

	Individual student evaluations / Individual course evaluations
	Use tables or graphs illustrating major findings of course / instructor evaluations 

	Notifications of awards
	Clearly identifying awards on the CV

	Email or other notifications of publication acceptance, grant acceptance, conference acceptance, book or monograph contracts, etc.
	Over the evaluation period, clearly identifying grant activity on the CV 

	Material from activities prior to the evaluation period
	The CV can list items from activities prior to the evaluation period  

	Examples of student work (e.g. projects, excerpts from dissertations)
	The CV can list student mentees, dissertation, thesis advisees


	*UCART recognizes that individual units may have a prescribed CV format. The suggestions are not meant to supersede unit requirements. Rather, individuals are encouraged to consider how to make the CV easy for reviewers to find the relevant information for the evaluation period.  

	

	Other comments

	· If the applicant received an extension for tenure, the letter from the Provost granting the extension must be included directly after the dossier cover sheet. Reasons for the extension should not be disclosed to reviewers.
· If the applicant received credit for time served towards tenure at a comparable institution, the Addendum signed at time of hire must be included directly after the dossier cover sheet.
· If the applicant received credit to consider work from a prior institution at time of hire, the letter received from the Provost at time of hire confirming the approved work must be included directly after the dossier cover sheet.



DEFINITIONS:
· Department:  Includes traditional department or analogous structure if different (e.g., discipline, program)
· Internal colleague: SLU affiliation, including the VA and SSM
· SLU colleagues outside of the candidate’s department  Colleagues with a SLU affiliation, considered “internal”
· External  Persons with no current SLU affiliation, i.e., not “internal”.
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