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Essential  Reference Tools 

¸ Office of Faculty Affairs Website ï 
http://www.pennstatehershey.org/web/facultyaffairs/home/promotion 

 

 

¸ GURU ï download PSU University 
mandated P&T Forms 

 

¸ HR-23 P&T Administrative Guidelines ï 
mandates policy and procedure of 
promotion and tenure for Penn State 

http://www.pennstatehershey.org/web/facultyaffairs/home/promotion
http://www.pennstatehershey.org/web/facultyaffairs/home/promotion
http://www.pennstatehershey.org/web/facultyaffairs/home/promotion


Responsibility for Dossier Preparation 

¸ According to policy, the responsibility rests with the 
Department Chair 

¸ The faculty members plays a major role in providing 
the information for the required sections 

¸ Administrative staff support help the faculty member 
put everything in correct place and correct format 

¸ Administrative staff support help Department Chair 
prepare front matter and letters of evaluation 
section 

¸ The Office of  Faculty Affairs does NOT help with 
preparing dossiers  



Dossier Preparation 

 

¸ The dossier rules are the same for 
tenure-track and fixed-term faculty. 
Deadlines are different, as the review 
cycle for fixed-term promotions occur 
later in the academic year.  

    



Deadlines 

¸ Carefully review the Deanôs Office 
deadlines and set your department 
internal deadlines appropriately to 
meet the Deanôs office deadlines.   



 
The Dossier: Order of Assembly  

¸ Promotion and Tenure Form  

¸ Biographical Data Form  

¸ COM Effort Allocation Page  

¸ COM Promotion and Tenure: Statement of the Dean of COM  

¸ Department P&T Criteria  

¸ Candidateôs Narrative Statement  

¸ Scholarship of Teaching and Learning  

¸ Patient Care Activities Revised 7/1/2013  

¸ Scholarship of Research and Creative Accomplishments  

¸ Service and the Scholarship of Service  

¸ External Letters of Assessment (confidential to the candidate)  

¸ Statements of Evaluation by Review Committees and 
Administrators  



P&T Update Memo, AY 2013-14 
 

(Presented to Executive Council on June 12) 

External Evaluators: Departmental Promotion and 
Tenure Committees and Department Chairs are expected 
to address the external evaluatorsô letters in their letters for 
the Dossier.  

 

Patient Care Dossier Divider: revised 7/1/2013 to 
state the types of documentation for this section. 

 

Curriculum Vitae:  sent to external reviewers -- should 
contain information that reflects the candidateôs 
contributions in all mission areas.  



 
COM Effort Allocation Page  

¸ Download from OFA website ï COM form is 
different than other PSU campuses 

¸ Percentages must total 100%. Record the % 
for each mission (patient care if applicable). 

¸ Candidate completes. If candidate has 
questions about effort, he/she should discuss 
with Division Chief or Dept. Chair.  Typically 
shadows what is reported on HR-40. 

¸ Percentages reflect how effort is allocated 
across mission areas, not how position is 
funded.  



 
Candidateôs Narrative Statement  

¸ Written by the candidate  

¸ 1-3 page first-person statement about the 
candidateôs scholarship in the context of his/her 
overall goals  

¸ Candidateôs Name should be in top right corner  

¸ Document should be labeled ñNarrative 
Statementò  

¸ Document is placed in dossier, as well as sent 
to external evaluators  



Scholarship Sections of Dossier 

(Teaching, Patient Care, Research and Service) 

¸ Fillable word document template is 
available on OFA website 

¸ Save time and effort, avoid re-typing 
bullet and section headings  

¸ Includes mandated PSU guidelines 
for page numbering of scholarship 
sections (Page 7 of Administrative 
Guidelines)  



Scholarship Sections of Dossier 

¸ Make sure using most recent dossier 
dividers (discontinued practice of colored 
paper dividers, print on regular white paper) 

¸ Make sure the faculty member is completely 
answering the bulleted sections (if none, 
indicate as none ï do not leave blank) 

Â frequent error is incomplete sections or sections left 
blank 

¸ Follow mandated timeline for each scholarship 
section (details to follow) 



 
Scholarship of Teaching and Learning*  

¸ Pertains only to teaching at Penn State*  

¸ Peer review of teaching letters required (Chair must 
solicit at least 2 letters from senior faculty members 
within the department, for period under review) Letters 
are addressed to the department chair, and comment 
on teaching only, not other areas of scholarship. The 
candidate does not solicit these letters.  

¸ Do not include material related to teaching at places 
other than Penn State UNLESS it is Penn-State 
sponsored teaching  

 
 

*For tenure reviews, from date of employment at Penn State in tenure track position; for promotion reviews, 
from last promotion or most recent 5 years (whichever is shorter)  



Scholarship of Teaching and Learning* , Contôd. 

¸ Bullet #1. The first item asks for courses ñin 
resident instruction.ò In this context, ñresidentò 
refers to students in residence at Penn State, 
not to residency training. Some of our faculty 
confuse this and only list residency training.  

¸ Include enrollment % of each course 
(frequently missed!)  

¸ No photos are permissible in dossiers! ï white 
out if printed on teaching evaluations 
 

 

 

*For tenure reviews, from date of employment at Penn State in tenure track position; for promotion reviews, 
from last promotion or most recent 5 years (whichever is shorter)  

 

 

 

 

 



Scholarship of Teaching and Learning* , Contôd. 

¸ Evidence of studentsô evaluations of teaching must be 
provided. Candidate should not provide pages and pages of 
studentsô ratings of teaching.  

¸ The candidate should summarize teaching scores in a table 
by showing, for example, the average scores received by 
the faculty member from the students in the course, lecture, 
etc., by year in which the course was taught, e.g.:  

   AY 2011-12  AY 2012-13  AY 2013-14  

Course #  

PBL sessions  

Guest lectures iné  
 

*For tenure reviews, from date of employment at Penn State in tenure track position; for promotion reviews, from last 
promotion or most recent 5 years (whichever is shorter)  

 



Revised Patient Care Divider* (eff. 7/1/2013) 

Revised divider provides guidance on types of information to be included 

¸ Summary of the candidateôs clinical assignments at the 
Penn State Hershey Medical Center, Regional Campus, or 
affiliated sites, including effort commitments and number 
and complexity of cases for the period under review (since 
last promotion or past 5 years, whichever is shorter).  
Candidates should ensure that the Narrative Statement at 
the beginning of the dossier describes their clinical 
expertise and area of focus. 

¸ Documentation of the quality of care provided for the period 
under review (e.g., summaries of patient satisfaction scores 
and/or anonymous patient comments; evidence of patient 
outcomes) 

*For tenure reviews, from date of employment at Penn State in tenure track position; for promotion reviews, from last 
promotion or most recent 5 years (whichever is shorter)  

 
  



Revised Patient Care Divider Contôd.*(eff. 7/1/2013) 

¸ Documentation of candidateôs participation in quality improvement efforts 
or other activities to improve the quality of patient care at the divisional, 
departmental, or institutional levels. 

  

¸ Documentation of any awards or other recognition for excellence in 
patient care (e.g., from professional societies, patient advocacy groups, 
government agencies). 

  

¸ Letters solicited from internal colleagues (who are senior to the 
candidate) and/or from referring physicians (if appropriate) providing 
comment on the candidateôs clinical expertise and effectiveness of 
patient care 

NOTE: Letters from individuals internal to Penn State are solicited by the 
Department Chair; letters from individuals outside Penn State are solicited 
by the Office of Faculty Affairs on behalf of the Dean.  
 

*For tenure reviews, from date of employment at Penn State in tenure track position; for promotion reviews, from last 
promotion or most recent 5 years (whichever is shorter)  

 

 



 
Scholarship of Research and Creative Accomplishments* 

¸ List most recent date first throughout section (frequent error) 

¸ This section covers the candidateôs entire career  

Publications  

¸ Peer-reviewed journal articles - number articles and note 
authorship role (frequently missed)  

¸ Manuscripts ñacceptedò and ñin pressò - provide acceptance 
letter from journal (email is okay) and place at end of section  

¸ Format citations consistently throughout section  

Research projects  

¸ Completed, In progress, and Proposed (date, role, funding 
source, amount, percent of effort) (frequently missed). 
òUnfundedò projects are not listed here. 

 

*This section covers the candidateôs entire career! 

 

 


