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Preparation of a Dossier is required… 

ÁEach time you are reviewed for promotion 
 

ÁEach time you are reviewed for tenure 
(including 2nd- and 4th-year provisional tenure 
reviews and 6th-year tenure review) 

 

ÁExceptions: Instructors and Research 
Assistants 



The Dossier is a standard format for reporting your 
accomplishments in the mission areas 

 

Teaching, Patient Care, Research, Service 
 

ÁDocuments your accomplishments in all mission 
areas in which you participate: demonstrates 
excellence in 2 areas other than service 

 

ÁYour effort allocation determines which 2 areas 
apply to you  … 

 

ÁBasic Scientists (Research and Teaching) 

ÁPhysician-Scientists (Patient Care and Research) 

ÁPhysician-Educators (Patient Care and Teaching) 

 
 



You cannot delegate your dossier to others 

ÁEach department has a staff assistant who is 
trained to help faculty members with Dossier 
preparation 

 

ÁTake an active role in the preparation of your 
Dossier and ensure its accuracy and 
completeness 

 

ÁProactively seek assistance but do not wait for 
others to do the work for you 

 

ÁMake corrections as needed 

 



Your completed Dossier is reviewed by… 

1. Departmental P&T Committee 
 

2. Department Chair(s) 
 

3. College P&T Committee* 
 

4. Associate Dean for Faculty Affairs 
 

5. Dean 
 

6. University P&T Committee*  
 

7. Vice Provost for Faculty Affairs* 

 

         * Tenure track only 

 



      Common misconceptions 

Á Dossiers can be compiled quickly from your CV 
 

Á Dossiers for provisional tenure reviews do not 
have to be as comprehensive as for the 6th-year 
tenure review 
 

Á Dossiers of fixed-term faculty do not have to be as 
comprehensive as those of tenure-track faculty 



 Annual timetable specifies when Dossiers 
 must be completed and reviewed 

Tenure track: Dossier must be completed by 
about September 15  

Ą start preparing in the spring or summer 
 

Fixed-term track: Dossier must be 
completed by about December 1  

Ą start preparing in the summer or fall 
 

Check your departmentôs deadline! 



Key Dossier sections are… 

ÁNarrative Statement 
 

ÁScholarship of Teaching and Learning 
 

ÁPatient Care Activities 
 

ÁScholarship of Research 
 

ÁService and the Scholarship of Service 
 

ÁExternal Letters (confidential section) 

 

ÁInternal Statements of Evaluation 



Narrative Statement 

Á1-3 page first-person statement describing your 
scholarship in the context of your overall 
professional goals 

 

ÁMust be understandable to those outside your 
discipline -- avoid jargon 

 

ÁIf you are primarily a collaborative researcher, 
this is where you explain your unique 
contributions to team science 

 

 



Scholarship of Teaching and Learning* 

ÁInclude only teaching at Penn State  (“resident 
instruction”) 

 

ÁCourses developed and taught; guest lectures; seminars; PBL 
sessions; MSR projects, theses, dissertations supervised; advising 

 

ÁWho are your students -- medical students, residents, graduate 
students, fellows, others? 

 

ÁStudent teaching evaluations -- summarize 
information in tables 
 

ÁPeer teaching evaluations -- your Chair solicits 2 
letters from senior faculty members who have 
observed your teaching  
 

 

*  For tenure reviews, from date of employment in tenure-track position;  for 

   promotion reviews, from last promotion or most recent 5 years (whichever is shorter) 

 



Patient Care Activities* 

ÁStatement of your clinical assignment(s) for entire period 
under review 

 

ÁDetails on quantity and complexity of cases; leadership roles 
 

ÁEvidence of quality of care: patient satisfaction scores, 
evidence of patient outcomes, QI activities 
ÁSummarize data in tables ï do not provide raw printouts 

 

ÁAwards/recognition for patient care 
 

ÁLetters from internal colleagues and/or referring physicians 
commenting on clinical expertise 
 
 

 

* For tenure reviews, from date of employment at Penn State; for promotion  

   reviews, from last promotion or most recent 5 years (whichever is shorter) 

 
 



Scholarship of Research* 

 

ÁPublications  

ÁPeer-reviewed journal articles (number them and note authorship 
role on each; do not include commentaries, letters to editor) 

•Include “accepted” manuscripts (provide acceptance letter) 

•Non-peer-reviewed publications (articles, books, book chapters, 
etc.) 

 

ÁResearch projects 

•Funded and pending (with dates): note your role on each project 

•Include internal and external grants/contracts from any sources 
 

ÁOther creative products (e.g., educational methods or computer 
software developed; inventions; clinical guidelines disseminated) 

 

             *  Time period covered is your whole career 



Service and the Scholarship of Service* 

    Committee work and leadership in your profession 
 

INTERNAL (at Penn State) 
 

•Department:  leadership roles, committees, etc. 

•College:  committees, medical student interviews, etc. 

•University:  committees, University Faculty Senate, etc. 
 

EXTERNAL (outside Penn State) 
 

•Profession:  journal editorships and reviews, study sections, 
organizing conferences for professional associations, offices held in 
professional associations, government advisory groups, etc. 

•Community:  citizen/client groups, outreach activities, etc. 
            _________________________________________________________________________ 

* For tenure reviews, from date of employment in tenure-track position; for promotion reviews, from last 

promotion or most recent 5 years (whichever is shorter); provide dates for all activities 



Signature Page 

Review the completed Dossier before signing it 
so that it can be reviewed by the Departmental 
P&T Committee 

 
 

ÁAre all sections complete and up-to-date?  
 

ÁIs information accurate?  

 



         External Letters of Evaluation* 

Must be from at least 4 senior experts in your 
field at strong institutions 
 

ÁThe Dean’s Office solicits these letters ï do not 
contact these individuals! 

 

ÁLetters may not be from: 
Á Former teachers, mentors, or supervisors 

Á Close collaborators (e.g., co-investigators or co-authors) 
 

ÁLetters from those with a conflict of interest will 
be discounted during the review process 

 

* Not required for provisional tenure reviews 



External evaluators receive … 

ÁYour CV – make sure it is up-to-date and 
includes all mission areas 

 

ÁYour narrative statement 
 

Á 5 examples of scholarship -- preferably peer-
reviewed journal articles published during the 
period under review 

 

Á They do not receive your Dossier 



Statements of Evaluation 

Á This Dossier section is compiled by your 
department  
 

Á Includes letters from your Departmental P&T 
Committee, Department Chair(s), College P&T 
Committee*, and Dean 
 

Á After the review is completed in May, your chair 
should meet with you and share these letters –  

    ask if this is not offered! 

 

* Tenure-track only 



Your responsibilities for the Dossier… 

ÁHelp your Department Chair identify potential 
eligible external reviewers 

 

ÁWrite the Narrative Statement ï seek your 
mentorôs help 

 

ÁWork collaboratively with your staff assistant to 
provide the detailed information required – 
proofread each section 

 

ÁSign the completed Dossier 
 

ÁMeet all deadlines! 
 

             
 

 



Common problems in Dossiers 
 

 

Á Items mentioned in narrative statement are not documented in dossier 
 

Á Missing teaching evaluations by students/residents 
 

Á Peer review of teaching letters are based on only one observation  
 

Á Inadequate documentation of patient care activities or quality of care 
 

Á Raw data on student evaluations or patient satisfaction are provided, rather 
than summary tables 
 

Á Failure to note authorship role on multi-authored publications – clearly state 
when you are the lead author; do not assume reviewer knows the 
authorship customs of your discipline 
 

Á Failure to provide details of grants (title, funding agency, type of grant [R01, 
R21, K23, etc.], grant number, dates, grant PI, your role and % effort)  

 

 



Dossiers may not include… 

ÁEvaluative statements written by you 
 

ÁStatements about your personal life that are 
not relevant to your work 

 

ÁCV, publications, course outlines, 
educator’s portfolio 

 

ÁLetters of appreciation or thanks 
 

ÁNames of patients  



Some tips 

 

ÁMake sure you record information in the correct 
sections 

 

Á Do not repeat information – refer to other sections 

of the Dossier: ñSee p. xxx foréò 
 

ÁUse “Not applicable” only if an item does not apply 
to your job 
 

Á Provide an explanation if data are not available: 
ñpatient satisfaction scores are not obtained for this clinicò 



What you can do now … 

ÁUse your annual HR-40 review to clarify your effort 
allocation and 2 “excellent” mission areas 

 

ÁGet the Dossier instructions (divider pages) and begin 
organizing your materials for each of the Dossier sections 

 

ÁMake sure you know the staff assistant who is trained to 
work with on your Dossier 

 

ÁMake sure you know your Department’s deadlines for: 

ÁWhen the names of external reviewers must be given to Chair 

ÁWhen completed Dossier is needed for Departmental P&T 
Committee review 

 
 

 



Ask questions 

ÁAsk your Department Chair or Division Chief:  

The P&T process begins in your department 
 

ÁAsk me:  cweisman@psu.edu 

 

 

ÁAsk Cindy Devine: cdevine@hmc.psu.edu 

 

 

 

ÁVisit the Office of Faculty Affairs website for policy 
documents and workshop slides: 

   http://med.psu.edu/web/facultyaffairs/home 

 
 

 

 

 


