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What We Will Cover

• The importance of promotion dossiers
• Timeline and due dates
• Resources to help with preparation
• Details to watch for
• Q & A



The Importance of 
Promotion Dossiers



Why do we care about promotion dossiers?
1. We want our faculty to be promoted!
2. Our faculty are doing extraordinary work, and we 

want that work to be recognized and rewarded.
3. In order for our faculty to truly shine, the dossiers 

need to not detract from but clearly and accurately
represent the great work they do.

4. TELL YOUR STORY!



Why are details and formatting so important?
Tenure-Track Collegiate 

Faculty
Professors of 

Practice
Instructors

Most Dossiers 
From One 
Department

4 4 1 6

Number of COS 
Dossiers

20 6 1 8

Number of 
University 
Dossiers

107 21 10 14

This Photo by Unknown Author is licensed under CC BY-SAThis Photo by Unknown Author is licensed under CC BY-SA-NC

Presenter
Presentation Notes
CF, PoP, and Instructors don’t go to University Committee but are reviewed by the Vice Provost for Faculty Affairs and the Provost and then go to the BOV.Numbers of dossiers that each person reviews multiplies.  Consistency in organization makes it easier for those serving on the committees to review the dossiers.Do you really want the people who are deciding your promotion case to be frustrated while reviewing your dossier because of inconsistencies or because they can’t find the information they need?When dossiers are hard to understand or errors are present, it is human nature to become distracted and spend inordinate amounts of time trying to find what is accurate.  This also leads reviewers to question the accuracy of the rest of the dossier.When reviewers can quickly and easily review the dossier, find what they are looking for, and understand the case being made, it makes their job easier, and the review tends to go more quickly.

https://blogs.ubc.ca/etec540sept10/2010/11/29/web-2-0-storytelling-physics-teachers-and-rabbit-holes/
https://creativecommons.org/licenses/by-sa/3.0/
https://mumsgather.blogspot.com/2018/05/22-improvements-in-malaysia-education.html
https://creativecommons.org/licenses/by-nc-sa/3.0/


Timelines and Due Dates



Timelines and Due Dates

Tenure-track 
Faculty

Research Faculty CF & PoP Instructor

Candidate 
Dossier 
Preparation

Spring and 
Summer

Late Spring and 
Summer

Late Spring and 
Summer Summer

External Letters 
Requested Early Summer Early Summer Mid-Summer N/A

Dossiers due to 
Departments

set by department set by department set by department set by department

Dossiers due to 
COS

Late October 2025 Mid-November 
2025

Mid-November 
2025

Late January 2026

COS Promotion 
Committee Work 

November –
December 2025

November –
December 2025

January 2026 February 2026

Dossiers due to 
Provost/OVPRI

Late January 2026 Early February 
2026

Late February 
2026

Late February 
2026

Presenter
Presentation Notes
We will work with you as much as we are able BUT the key is an accurate and complete dossier following the Provost’s and COS guidelines.



Timelines and Due Dates

Tenure-track 
Faculty

Research Faculty CF & PoP Instructor

Candidate 
Dossier 
Preparation

Once a dossier is submitted by the candidate, the content may not be 
revised or modified except for clarifications of existing content and 

the required addition of material [letters] by department head, 
departmental promotion committee, dean and college promotion 

committee.
External Letters 
Requested

Dossiers due to 
Departments

set by department set by department set by department set by department

Dossiers due to 
COS

Late October 2025 Mid-November 
2025

Mid-November 
2025

Late January 2026

COS Promotion 
Committee Work 

November –
December 2025

November –
December 2025

January 2026 February 2026

Dossiers due to 
Provost/OVPRI

Late January 2026 Early February 
2026

Late February 
2026

Late February 
2026

Presenter
Presentation Notes
We will work with you as much as we are able BUT the key is an accurate and complete dossier following the Provost’s and COS guidelines.



Resources

• Faculty Affairs/Provost Website
• https://faculty.vt.edu/promotion-tenure.html

• COS Website
• https://www.science.vt.edu/resources/employees.html

• Dossier Checksheets
• Contact Amber Robinson (hamber08@vt.edu) for tenure-

track
• Contact Jen Pike (jenpike@vt.edu) for all others

https://faculty.vt.edu/promotion-tenure.html
https://www.science.vt.edu/resources/employees.html
mailto:hamber08@vt.edu
mailto:jenpike@vt.edu


Dossier Certification

The Department Head 
and/or their designate 
should work with the 
candidate to assist in 
the initial preparation 

of the dossier.



Dossier Outline
(CF, PoP, Research, Clinical, Tenure-track)

I. Executive Summary
II. Recommendation Statements  (including external)
III. Candidate’s Statement
IV. Teaching and Advising Effectiveness
V. Research and Creative Activities
VI. International & Professional Service and 

Other Outreach & Extension Activities
VII. University Service
VIII. Work Under Review or In Progress 
IX. Other Pertinent Activities 



Dossier Outline
(Instructor)

I. Dean’s Statement
II. College Review Committee’s Statement
III. Department Head’s Statement
IV. Department Review Committee’s Statement
V. Candidate’s Statement
VI. Evidence of Exemplary Instruction
VII. Evidence of Extended Professional Development
VIII. Course/Curricular Development
IX. Advising or Mentoring
X. Administration/Service Related to Instructional Mission
XI. Recognized Scholarly/Creative Work Enhancing Instruction
XII. Works Under Review or In Progress



Dossier Checklist

Covers each section 
of the dossier

Presenter
Presentation Notes
The checklist covers each section of the dossier and some of the more common errors that are made.  This is not an exhaustive list and should not be the only guide in preparing your dossier.  It is a good resource and check to help ensure that you have the required material and details that can often be overlooked.



External Reviewers
• Reviewers must not be former advisors, postdoctoral 

supervisors, co-investigators on grants or co-authors 
on recent publications (within 4 years).

• When possible, avoid selecting external reviewers 
from the candidate’s PhD granting institution or from 
universities at which the faculty member had a prior 
faculty position.

Faculty member 
prepares a list

Department 
Chair/committee 
prepares a list

create final list
(blend)

Summer Request by Head/Chair
External Packet Letters due early Fall



Details to Watch For

Presenter
Presentation Notes
This is very nuts & bolts oriented.  The bulk of our examples are pulled from tenure-track dossiers.  However, the logic, corrections, and mistakes carry through to other dossiers.References to specific sections and subsections in this presentation reference tenure-track dossiers.  CF and PoP dossiers section references will not be exact, but the same material is required in some section of those dossiers.Instructor dossiers differ the most but many of the same principles for dossier preparation still apply.  We have also included some specifics for instructor dossiers in the presentation.  



Accomplishments Prior to VT 
appointment

Since VT 
appointment

Total

External Funding: Total Amount (Direct + Indirect) $0 $3,110,400 $3,110,400

External Funding: Candidate Amount $0 $829,076 $829,076

Internal Funding: Total Amount $0 $109,000 $109,000

Internal Funding:  Candidate Amount $0 $54,250 $54,250

Number of Grants (external, internal) 0,0 7,4 7,4

Refereed Publications 17 24 41

Other Publications 0 3 3

Total Citations Received (Google Scholar DATE) 135 1,165 1,300

Invited Keynote Presentations 10 29 39

Other External Presentations 18 53 71

PhD Students (completed, continuing) 0,0 2,2 2,2

MS Students (completed, continuing) 0,0 1,1 1,1

Teaching Load (# courses taught, #SCH) 0,0 13, 3552 13, 3552

Awards and Recognitions 8 19 27

Undergraduate Research Students Advised 0 25 25

Peer Reviews for Journals 0 12 12

Executive Summary Tables
• follow COS format
• choose ordered columns
• do the math
• add rows at bottom

Executive Summary TablesExecutive Summary Tables

Presenter
Presentation Notes
Sample Executive Summary table for those going from assistant to associate professor. Formatting is for ease and consistency of reading.  



Accomplishments Before 
Assistant

While 
Assistant 
before VT

While Assistant 
at VT

Total

External Funding: Total Amount (Direct + Indirect) $0 $3,110,400 $3,110,400

External Funding: Candidate Amount $0 $829,076 $829,076

Internal Funding: Total Amount $0 $109,000 $109,000

Internal Funding:  Candidate Amount $0 $54,250 $54,250

Number of Grants (external, internal) 0,0 7,4 7,4

Refereed Publications 17 24 41

Other Publications 0 3 3

Total Citations Received (Google Scholar 
xx/xx/xx)

135 1,165 1,300

Invited Keynote Presentations 10 29 39

Other External Presentations 18 53 71

PhD Students (completed, continuing) 0,0 2,2 2,2

MS Students (completed, continuing) 0,0 1,1 1,1

Teaching Load (# courses taught, #SCH) 0,0 13, 3552 13, 3552

Awards and Recognitions 8 19 27

Undergraduate Research Students Advised 0 25 25

Peer Reviews for Journals 0 12 12

Executive Summary Tables
• follow COS format
• choose ordered columns
• do the math
• add rows at bottom

Executive Summary TablesExecutive Summary Tables

Presenter
Presentation Notes
Sample Executive Summary table for those going from assistant to associate professor where they were an assistant at another institution before coming to VT. Formatting is for ease and consistency of reading.  



Accomplishments Before 
Assistant

While 
Assistant at 

VT

While 
Associate at 

VT

Total

External Funding:Total Amount (Direct + 
Indirect)

$0 $3,110,400 $3,110,400

External Funding: Candidate Amount $0 $829,076 $829,076

Internal Funding: Total Amount $0 $109,000 $109,000

Internal Funding:  Candidate Amount $0 $54,250 $54,250

Number of Grants (external, internal) 0,0 7,4 7,4

Refereed Publications 17 24 41

Other Publications 0 3 3

Total Citations Received (Google Scholar 
xx/xx/xx)

135 1,165 1,300

Invited Keynote Presentations 10 29 39

Other External Presentations 18 53 71

PhD Students (completed, continuing) 0,0 2,2 2,2

MS Students (completed, continuing) 0,0 1,1 1,1

Teaching Load (# courses taught, #SCH) 0,0 13, 3552 13, 3552

Awards and Recognitions 8 19 27

Undergraduate Research Students Advised 0 25 25

Peer Reviews for Journals 0 12 12

Executive Summary Tables
• follow COS format
• choose ordered columns
• do the math
• add rows at bottom

Executive Summary TablesExecutive Summary Tables

Presenter
Presentation Notes
Sample Executive Summary table for those going from associate to full professor. Formatting is for ease and consistency of reading.  



Executive Summary Tables
• follow COS format
• choose ordered columns
• do the math
• add rows at bottom
• add footnotes as needed

Executive Summary Tables

Presenter
Presentation Notes
Formatting – does allow for the addition of rows and columns but at the end of the required rows and columns.Formatting is for ease and consistency of reading.  Include zeros or N/A and don’t leave blank in tables and sections throughout.Notice the explanations at the bottom that detail exactly what is counted from which sections to arrive at the number in the table. 



Accomplishments Prior to VT 
appointment

Since VT 
appointment

Total

External Funding:Total Amount (Direct + Indirect) $0 $3,110,400 $3,110,400

External Funding: Candidate Amount $0 $829,076 $829,076

Internal Funding: Total Amount $0 $109,000 $109,000

Internal Funding:  Candidate Amount $0 $54,250 $54,250

Number of Grants (external, internal) 0,0 7,4 7,4

Refereed Publications 17 24 41

Other Publications 0 3 3

Total Citations Received (Google Scholar as of DATE) 135 1,165 1,300

Invited Keynote Presentations 10 29 39

Other External Presentations 18 53 71

PhD Students (completed, continuing) 0,0 2,2 2,2

MS Students (completed, continuing) 0,0 1,1 1,1

Teaching Load (# courses taught, #SCH) 0,0 13, 3552 13, 3552

Awards and Recognitions 8 19 27

Undergraduate Research Students Advised 0 25 25

Peer Reviews for Journals 0 12 12

• Table counts must match later 
sections of dossier

• Later sections of dossier must 
be organized in a way that 
makes it easy for the reader to 
verify table counts.

Executive Summary Tables



Summary of Accomplishments Where is the information typically located in the rest of the dossier (Tenure-track)?

External Funding: Total Amount (Direct + 
Indirect)

V. C. Sponsored Research and Other Grant Awards

External Funding: Candidate Portion of Above V. C. Sponsored Research and Other Grant Awards

Internal Funding: Total Amount V. C. Sponsored Research and Other Grant Awards

Internal Funding: Candidate Portion of Above V. C. Sponsored Research and Other Grant Awards

Number of Grants (external, internal) V. C. Sponsored Research and Other Grant Awards

Refereed Publications V. B. List of Contributions 6., sometimes other subsections of V. B.

Other Publications V. B. List of Contributions 1.-5., 9.-12., and 13.-16. (typically 16.)

Total Citations Received (Google Scholar) Not usually documented in the rest of the dossier but could be in V. B. List of Contributions (particularly subsection 
6.)

Invited Keynote Presentations V. D. Invited Keynote Presentations or Lectures

Other External Presentations VI. D. Additional Outreach and Extension Activities and Outcomes 4. and 5., sometimes in Section V. D. Invited 
Keynote Presentations or Lectures (depending on how things are counted and divided)

PhD Students (completed, continuing) IV. D. Completed Theses, Dissertations, Other Graduate Degree Projects… and IV. H. Current Academic Advising 
and Mentoring Responsibilities 

MS Students (completed, continuing) IV. D. Completed Theses, Dissertations, Other Graduate Degree Projects… and IV. H. Current Academic Advising 
and Mentoring Responsibilities 

Teaching Load (#courses taught, #SCH) IV. B. A Chronological List or Table of Courses Taught…

Awards and Recognitions V. A. Awards, Prizes, and Recognitions, sometimes IV. A. Recognition and Awards for Teaching and Advising 
Effectiveness

Executive Summary Tables and Dossier Sections

Presenter
Presentation Notes
 



Internal

While 
Assistant 

at VT

While 
Assistant 

at XX

Before 
Assistant

Research and Creative Activities - Funding

Presenter
Presentation Notes
NOTE:  



While 
Assistant 

at VT

While 
Assistant 

at XX

Before 
Assistant

While Assistant at VT

While Assistant at XX

Internal

Use Subheadings.
Use Numbering.

Research and Creative Activities - Funding

Presenter
Presentation Notes
Funding matches within the table.What should this look like in the back section so that things are clear and easy to distinguish?Tables should clearly match later sections and all totals and later sections should be organized to match.



Use Subheadings.
Use Numbering.

Research and Creative Activities - Funding



Use Subheadings.
Use Numbering.
Use Notes.
Use Footnotes.

Research and Creative Activities - Papers

Presenter
Presentation Notes
This is a clear indication of how we can match things listed in the publications list with the numbers counted in the Summary of Publications table.  Use of sub and super scripts as well as bold and italics is helpful in distinguishing meanings in the citations such as lead author, corresponding author, etc.



What is a “qualitative assessment”? 
(for papers in refereed journals)

Example 1, by individual journal article

Research and Creative Activities - Papers

Presenter
Presentation Notes
This information is sometimes missing but more often is incomplete.Different faculty and departments handle this qualitative assessment different ways.  Do what works for you, being sure to follow Provost guidelines.Example of one way to do this – including qualitative assessment is article by article.



What is a “qualitative assessment”? 
(for papers in refereed journals)

Example 2, collectively by journal

Research and Creative Activities - Papers

Presenter
Presentation Notes
This information is sometimes missing but more often is incomplete.Different faculty and departments handle this qualitative assessment different ways.  Do what works for you, being sure to follow Provost guidelines.Example of a second way to do this – including qualitative assessment collectively by journal.



Chronological list and/or table of courses since the date of       
appointment to VT (or since last promotion)

Teaching - Courses

Presenter
Presentation Notes
Ways to present this information – Chronological list/table of courses taught.  Both are acceptable.



Current academic advising and mentoring responsibilities = graduate and undergraduate 

Teaching – Advising and Mentoring

Presenter
Presentation Notes
Be sure to include both graduate and undergraduate work as well as details about their status (articles published, conferences presented, prelims passed, etc.)  Remember that these are CURRENT students.  COMPLETED students are listed in a different section.



Teaching – Student Evaluation

Presenter
Presentation Notes
The presentation in these tables is slightly different but both are acceptable and provide the required information.



• At least two letters from reviewers 
since the last promotion.     

• Minimum of two pages each 
• Substantive detail
• Different points in time
• Different instructional events.

Dear Committee

Content Knowledge
Course Organization
Preparedness
Pedagogical Strategies

1

Course Management
Communication
Student Engagement
Assessment Strategies

Sincerely,
XXX

2

Teaching – Peer Evaluations



Do not just list events and activities.

Include context and impact as space 
permits.

Professional Development

Presenter
Presentation Notes
This extra description (dates, context, brief assessment of significance and impact of activities) is required in several areas of the Instructor dossier.  These are two examples from two different sections of how this can be accomplished.  This is more than just a list.Make the case.Tell your story.



Do not just list events and activities.

Include context and impact as space 
permits.

Course and Curriculum Development

Presenter
Presentation Notes
This extra description (dates, context, brief assessment of significance and impact of activities) is required in several areas of the Instructor dossier.  These are two examples from two different sections of how this can be accomplished.  This is more than just a list.Make the case.Tell your story.



Other Details to Watch For

• Ensure that Arial or Times New Roman with a minimum font 
size of 11 is used (applies to all dossiers).

• For clarity, if there is nothing to enter in a section of the 
dossier, a space in a table, or blank on the cover sheet, enter 
a zero, N/A, or dash as appropriate (applies to all dossiers). 

• Ensure you still list the heading of the section or subsection 
(applies to all dossiers). 

• Ensure that the information on the cover sheet matches what 
is reported in other sections of the dossier (years at VT, years in 
higher education, etc.)



Other Details to Watch For (cont.)

• Faculty who serve on both the departmental and college P&T 
committees should vote at the departmental level and are ineligible 
to vote at the college level (applies to all dossiers).

• Ensure proper flow of numbering of subsections, lists, and ordering 
of pages (applies to all dossiers).

• Follow Provost Guidelines. Include all requested information for 
such sections as:
• Postdoctoral Fellow training and research (excludes CF and Instructors)
• Current academic advising and mentoring responsibilities – graduate and 

undergraduate (excludes Instructors)
• Response rate for SPOT scores and term for courses (all dossiers)



Other Details to Watch For (cont.)

• Peer evaluation letters have to be at least 2 pages long (if completed 
before 2023).  They must be from different points in time and different 
instructional events (excludes Instructors).

• Ensure that items are listed in the correct sections (For example, tenure-
track dossiers have a section for completed students and one for continuing students as 
well as published work and work in progress.).

• Use chronological order or reverse chronological order where 
requested.  Where there is no requirement, choose a consistent 
method of organization and maintain consistency (applies to all 
dossiers).

• When month and year is included in a citation, ensure that the list 
is in the correct order by month and year.



Other Details to Watch For (cont.)

• Ensure all requested grant information is included and clear 
(total and candidate amounts, percent credit, duration, etc.) (applies to all dossiers).

• Ensure bookmarks work correctly, including supplemental 
material bookmarks (applies to all dossiers).

• Ensure that the date when citation counts were made is 
included in the dossier at any place where citation counts are 
recorded (Department Head/Chair letter, Executive Summary Tables, where papers 
are listed, etc.) (excludes Instructor).



Other Details to Watch For (cont.)

• Tenure-track only: 
• Ensure that percent assignment and AY/CY appointment type is included in 

Department Head/Chair letter.
• The COS requires the full SPOT reports for the past 3 years (6 semesters) in the 

supplemental materials. (Scores for 2020 do not have to be included.)

• Tenure-track, Clinical, PoP only: Ensure there is a statement in 
Section V. C. about whether funding is sufficient to meet the 
department/college's expectations (Provost guidelines).  
• Department Heads/Chairs should include this information in their letter if it 

is not present in the dossier.
• CF & PoP only: Include a max of 5 years of SPOT scores or the length 

of instructional career (COS guidelines) as supplemental material.



Other Details to Watch For (cont.)

• Instructor only: 
• Ensure the candidate statement is only 2 pages long.
• 10-page limit for Sections V. – XII.
• Ensure that Section VI. A. lists any special aspects (on-line, 

writing intensive, or service-learning) of the course and if course had 
no special aspects, include a statement of this information.

• Ensure that reviews are signed and dated for Appendix B.  
• Include course name in the Appendix C table.



Questions?
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