
















 
 

Faculty Senate Promotion Application Tips 
 
Start Early 
You should begin gathering material for your promotion application on day one.  You can set relevant material 
aside as you get it so that you won’t have as much gathering to do when it is time to apply 
 
When you are notified of your eligibility for promotion, begin organizing your material as soon as possible.  
You may find you are missing some items that warrant inclusion and you should give yourself ample time to 
track those items down or request copies. 
 
Talk to Your Dean 
Your dean plays two important roles in your promotion process.  First, they serve as your advisor and can 
provide you with valuable feedback on your “promote-ability” at any given time.  We suggest you discuss your 
progress at least yearly so that you can adjust your activities accordingly. 
Second, your dean will serve as your most important advocate on the committee that reviews your application.  
Good communication with your dean will put you both on the same page as to what makes you a good 
candidate.  It will also give your dean the information they might need to advocate well for your promotion. 
 
Review Your File 
Your personnel file generally contains copies of documents pertinent to your employment at the college.  For 
tenure-track faculty, this most commonly includes copies of your yearly evaluations and reappointment letters.  
You are to be notified if anything negative is placed in your file, but it is also your responsibility to keep it up to 
date.  For this reason, we recommend reviewing your file whenever you apply for promotion.  This will allow 
you to adjust your materials accordingly.  You may request an appointment to review your file through Human 
Resources 
 
Make Your Own Case 
You are the best advocate for your own promotion.  Use this opportunity to frame your own argument for 
promotion.  The contents of your application are entirely up to you, so shape it to serve you well.  Try to look at 
the promotion process as an opportunity to show your dean and the committee what a valuable member of the 
college community you are. 
 
What Should Be Included 
There are no specific requirements for your promotion application, aside from the application sheet itself.  An 
updated resume or vitae is recommended as well as supporting material.  The supporting material is generally 
what constitutes what has come to be called the “promotion binder.”  We will continue to discuss what might be 
included in terms of this binder.  Please note, however, that what you wish to include is entirely up to you.  The 
items we list are not required, but are our suggestions for inclusion. 
 
 
 
 
 
 
 
 



The Binder 
Promotion binders often include five general sections, or categories of material.  What follows is a list of these 
sections and the types of information you might consider including in each. 
 
Application 
When you are notified of eligibility for promotion, you will also be sent an application form.  This is a minimal 
application page, but must be submitted with your material.  In addition, it is common to write a summary of 
your contributions in the 3 areas of evaluation (see the Faculty Senate Guide to Promotion & Standard 
Appointment p.6).  This tends to take the form of a multi-year, year end report.  Also included in this section is 
your updated resume or vitae. 
 
Many faculty also include letters of support from their colleagues.  It is important to ask people who have 
worked with you in a variety of contexts.  Also, be sure to ask them early as you should give them time to craft 
a letter that speaks to your abilities well.  These letters can be included in the application section. 
 
Reports 
Although the yearly evaluations submitted by your dean are stored in your personnel file, many chose to include 
those in the promotion binder.  In addition, faculty often include their own year end reports for the years since 
hire or previous promotion. 
 
Teaching (or other primary area of responsibility) 
Commonly included in this section are teaching observation reports, and student evaluations (IRQ or IDEA).  
You may also choose to include additional materials relevant to special course assignments, teaching methods, 
or other evidence of excellence in teaching. 
 
College Service 
The contents of this section will vary greatly depending upon the types of college service you engage in.  You 
may want to include materials pertinent to: 

• Extra-curricular events 
• Clubs you advise 
• Committees 
• Instructional groups 
• Community related projects 

 
Professional Development 
The contents of this section will also vary greatly depending upon the types of professional development you 
engage in.  You may want to include materials pertinent to: 

• Research 
• Publications 
• Conferences 
• Grants 
• Taking coursework 
• Center for Teaching and Learning participation 
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