College of Science (COS) Promotion & Tenure (P&T) 
Dossier Template for Candidates
Notes to candidate

Please prepare dossiers using this format. Items highlighted in yellow indicate where candidate editing is needed. Don’t delete the non-highlighted headings and text, since they are required elements.

In the vitae portion of the dossier, example contents show the formatting to be used in describing different types of achievements. The comments explain what should be included in each section and how elements should be ordered.

Full instructions for procedure guidance and dossier preparation are provided on the COS P&T website and the OSU P&T website. Please follow these detailed instructions for completion of the dossier. Notes in the template can be used but are not complete. 

Complete your sections of the dossier and follow your departmental process for submitting your sections for submission. 
Confidentiality Waiver

Complete the signed waiver of access form and submit to your departmental Administrative Assistant. 
Candidate’s Statement
A. Candidate Statement

The candidate should include a statement (three page maximum, single-spaced, 12 point font, one inch margins) that addresses the individual's contributions in the areas of teaching, advising and other assignments; scholarship and creative activity; inclusive excellence and diversity, equity and inclusion; and service. Be clear, concise, and factual. Explain technical details to an audience with no background in the field. Make sure to include all relevant work. 

B. COVID-19 Statement (optional)

An optional COVID-19 impact statement may be included (one page maximum, 12 point font, one inch margins). This statement is in addition to the 3-page candidate statement and does not impact the length of that statement. COVID-19 impact statements describe the impact of the pandemic on the ability to perform duties in the position description. Impacts may include the following examples: personal circumstances that impede work, lack of access to research facilities and sites, inability to collect data, publication delays, cancelled conferences and seminars, or other circumstances attributable to the changed landscape of working under pandemic conditions.
Administrative Letters of Evaluation
If you have rebuttal response letters(s) you will submit them per the instructions below. This is optional. 

You will have 7 days after you receive your letters to submit rebuttal response letters should you choose to do so. 

Rebuttal and response letter(s), if any, to the departmental P&T committee letter and/or the Department Head letter should be emailed the College P&T Coordinator, Gabs James (gabs.james@oregonstate.edu). 

Rebuttal and response letter(s), if any, to the college P&T committee letter and/or the Dean letter are emailed to Sara Daly (Sara.Daly@oregonstate.edu). 

If there is no rebuttal or response, send an email to the College of Science P&T Coordinator Gabs James stating this. 

Promotion and Tenure Vita
A. Education and Employment Information

A1. Education












Date


Ph.D., insert area




University




Advisor, name
Date


B.S., insert area




University 

A2. Professional Experience








Date – present

Current position  





Department name





Oregon State University

Date – date

Position





Department





University
B. Teaching, Advising and Other Assignments
B1. Instructional Summary









B1.1 Credit Courses
	Number
	Course Title
	Term/Year
	Credits
	Enrollment

	Course number
	Course title
	Term and year
	Credits
	Enrollment number

	Course number
	Course title
	Term and year
	Credits
	Enrollment number

	Course number
	Course title
	Term and year
	Credits
	Enrollment number


B1.2 Non-Credit Courses and Workshops

	Title
	Year
	Candidates Role

	Course title
	Term and year
	Credits

	Course title
	Term and year
	Credits


B1.3 Curriculum Development

Describe your activities in developing or restructuring course content, and in developing curriculum (series of related courses), including implementation of innovative instructional practices. List your primary contributions and give dates. Don’t include things that are expected of every teacher in every course, such as updating course objectives or switching to a new textbook. Format each example as a separate paragraph, beginning with a boldfaced phrase serving as a title. Also include here any professional development related to teaching, including titles and dates. Put “none” if not applicable. 
B1.4 Graduate and Undergraduate Students and Postdoctoral Trainees
Previous students and trainees

	Name
	Role
	Degree
	Date

	Student 1
	Research Advisor
	B.S.
	Date

	Student 2
	Research Supervisor
	Postdoctoral Scholar
	Date - date

	Student 3
	Committee Member
	Ph.D.
	Date


Current students and trainees
	Name
	Role
	Degree
	Expected Date

	Student 1
	Research Advisor
	B.S.
	Date

	Student 2
	Research Supervisor
	Postdoctoral Scholar
	Date 

	Student 3
	Research Advisor
	Ph.D.
	Date


B1.5 Team or Collaborative Efforts
Indicate special efforts undertaken to team or collaborate with another individual, group, or institution in the planning or delivery of instruction. List your primary contributions and give dates. Format each example as a separate paragraph, beginning with a boldfaced phrase serving as a title. Put “none” if not applicable.
B1.6 International Teaching
Identify instructional activities (short and long-term) and/or curricular developments that have taken place in countries other than the United Sates. Indicate the location, time frame, and nature of the teaching experience (e.g., workshop, seminar, course, etc.). List your primary contributions and give dates. Format each example as a separate paragraph, beginning with a boldfaced phrase serving as a title. Put “none” if not applicable.
B2. Student (eSET/SLE) and Participant/Client Evaluation



	Course
	Credits
	Term
	Enroll-ment
	Respond-ing
	The course…
(median)
	The course…
(dept. median)
	The instructor’s contribution …
(median)
	The instructor’s contribution…
(dept. median)

	Course name
	#
	Term/ year
	#
	#
	Median score
	Dept. median score
	Median score
	Dept. median score

	Course name
	#
	Term/year
	#
	#
	Median score
	Dept. median score
	Median score
	Dept. median score

	Course name*
	#
	Term/ year
	#
	#
	Median score
	Dept. median score
	Median score
	Dept. median score


*Course co-taught with another faculty member, responsible for X% of the teaching and X% of the course preparation and grading/assessment.
B3. Advising












Describe advising responsibilities, both formal academic advising (give number of student advisees, how often they typically meet with the adviser), and co-curricular advising (e.g. faculty adviser for student professional organization). Provide evaluations of advising performance, including dates, and describe how student input was obtained. Also include here any professional development related to advising, including titles and dates.
B4. Other Assignments










Indicate any other primary responsibilities other than teaching and advising in this section. Provide a paragraph which describes or summarizes the assigned responsibilities, target audience, collaborative aspects, international activities and number of individuals served. Summarize evaluations highlighting the services provided and, to the extent possible, the impact of these services on identified needs. Put “none” if not applicable. 
C. Scholarship and Creative Activity
C1. Scholarly and Creative Activity








C1.1 Books and Book Chapters

1. Full citation including date of publication, volume, and page numbers as appropriate. Role of candidate in the publication.
2. Full citation including date of publication, volume, and page numbers as appropriate. Role of candidate in the publication
C1.2 Refereed Journal Publications

1. Full citation including date of publication, volume, and page numbers as appropriate. Role of candidate in the publication
2. Full citation including date of publication, volume, and page numbers as appropriate. Role of candidate in the publication
C1.3 Peer-Reviewed Archival Conference Publications

1. Full citation including date of publication, volume, and page numbers as appropriate. Role of candidate in the publication

2. Full citation including date of publication, volume, and page numbers as appropriate. Role of candidate in the publication

C1.4 Other Peer-Reviewed Publications

1. Full citation including date of publication, volume, and page numbers as appropriate. Role of candidate in the publication

2. Full citation including date of publication, volume, and page numbers as appropriate. Role of candidate in the publication

C1.5 Papers Currently Under Peer Review or Accepted But Not Yet Published (state which)

1. Full citation including date of publication, volume, and page numbers as appropriate. Role of candidate in the publication

C1.6 Other Publications 

1. Full citation including date of publication, volume, and page numbers as appropriate. Role of candidate in the publication

C2. Professional Meetings, Symposia and Conferences





C2.1 Presentations to Professional Groups 

1. Include the title, date, location, and role of the candidate. 
2. Include the title, date, location, and role of the candidate. 
3. Include the title, date, location, and role of the candidate. 
4. Include the title, date, location, and role of the candidate. 
C2.2 Participation at Invitational Workshops 

1. Include the title, date, location, and role of the candidate. 
C3. Grants and Contracts










	Agency
	Dates
	PIs
	Co-PIs
	Title
	Total Budget
	Candidate’s Share of Budget

	Name
	Date - Date
	Names
	Names
	Title of grant
	$$
	$$

	Name
	Date - Date
	Names
	Names
	Title of grant
	$$
	$$

	Name*
	Submitted Date
	Names
	Names
	Title of grant
	$$
	$$


*Grant submitted, not yet funded. 
C4. Patents, Cultivars and Inventions








Include a list of patent awards, cultivar releases, and inventions, with title and dates. Put “none” if not applicable. 
C5. Other Information 










Include any other information appropriate to one’s disciplines. Include here any professional development related to scholarly activity, including titles and dates. Put “none” if not applicable. 

D. Service 
D1. University Service










1. Departmental, college, and university committees or other responsibilities with dates
2. Departmental, college, and university committees or other responsibilities with dates
3. Departmental, college, and university committees or other responsibilities with dates
4. Departmental, college, and university committees or other responsibilities with dates
5. Departmental, college, and university committees or other responsibilities with dates
D2. Service to the Profession









1. Involvement with associations/societies with names and dates

2. Research advisory or review panels with names and dates

3. Journal editorships with names and dates

4. Conference and workshops organization with names and dates

5. Conference program committees with names and dates

6. Grant and journal reviewing, with agency or journal and approximate number of articles reviewed per year for that journal 

D3. Service to the Public (Professionally Related)





1. Names and dates
D4. Service to the Public (Non-Professionally Related; optional)


1. Names and dates

D5. Impact












If service is a significant percentage of the FTE, outcomes and impact should be described here. Put “not applicable” if does not apply. 
E. Awards
E1. National and International Awards






1. Nature of the award (stature and significance), reason award was received, date
2. Nature of the award (stature and significance), reason award was received, date

E2. State and Regional Awards









1. Nature of the award (stature and significance), reason award was received, date
E3. University and Community Awards






1. Nature of the award (stature and significance), reason award was received, date
Other Letters, Materials and Addenda (optional)

Submit additional letters, materials, and addenda as appropriate. Please work with your Department Head and Administrative Assistant to determine what, if anything, is appropriate to submit here. Generally, it is rare to submit additional materials in this section.  
Addenda should be any corrections or additional material submitted to the dossier, with the dates included. 

Do not include supplemental materials with the dossier (such as copies of journal articles, sample exams, lecture slides, etc.). 
Candidate’s Signed Statement

I have reviewed the open part of the dossier and find it to be complete and current.
Candidate signature and date
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