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 INTERNAL CHECKLIST and COVERSHEET

For

TENURE REVIEW DOCUMENTS

Associate Deans/Administrative Aides: Please fill in the blanks below, check off the steps completed, and affix this checklist to the front of the tenure review file before you forward it to my office. I recommend using this list or a comparable device during the course of the semester to keep track of what has not yet been turned in.





Name of Faculty Member under Tenure Review: 







Contract Year (e.g. Year Four): 





Team Members:

A.


________
(faculty)




B.




(faculty)




C. 




(supervisor)

Note date in blank.



Meetings, Visits, & Reviews Concluded

         
Meeting to review regulations and timelines.

         
Meeting with faculty member to review criteria, process, timelines.

               
Copies of classroom records submitted.

         ___Classroom visitation by faculty team member A.

         ___Classroom visitation by faculty team member B.

         
Classroom visitation by supervisor.


Student questionnaires distributed, collected and summarized or tabulated.

· For prep:                                            


(course and date collected)

· For prep: 


                                                (course and date collected)

· For prep:                             



(course and date collected)

  Syllabus
  Other relevant input (indicate in summary recommendation what was reviewed).

________Team meeting to review all input, decide on recommendation, formulate plan for improvement.


Meeting with faculty member to discuss recommendation, plan for improvement.

Documents Attached (please attach in the order shown insofar as possible)

⁭
Team’s written recommendation, signed by all team members and faculty member.

(
Self-Evaluation (signed or initialed?)

(
Professional Activities Evaluation (signed or initialed?)

(
Written report by team member A  (signed or initialed?).

(
Written report by team member B  (signed or initialed?).

(
Written report by supervisor, including duties and responsibilities evaluation (signed or initialed?).
(
Student questionnaires summaries or tabulations and transcriptions.

Date forwarded to Office of Instruction: 








Dean of Instruction Review:
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