
p. 2 
 
p. 2 
 
New 2025 Pre-Tenure, Tenure, and Promotion 
Guidelines
COEHS Electronic Submission Instructions 
	COEHS Pre-Tenure, Tenure, and Promotion Electronic Submission Folder and File Organization 
	Notes, Instructions, & Naming Conventions

	 Note: 
· The Shell candidates receive will have all of the folders and sub folders created.
· Candidates should never create or remove a folder or sub-folder.
· Canidates only add PDFs documents to the dossier. 
	COEHS Dean’s office creates all folders and sub-folders. Candidates and reviewers should not change the names of folders or sub-folders. The Dean’s office will change the folder access permissions as appropriate to the current review stage.  All instructions should be used as appropriate to the current personnel action, for instance, pre-tenure candidates will not have previous tenure letters to upload. The reviewers and candidate should upload all documents as PDFs using the specified naming conventions. Each evaluator/letter-writer or committee designee uploads his or her letter to “Section I Vita and Evaluation materials,” in sub folder, “Review Letters for Current Action.”  

	Folder: LastNameFirstInitialPromotionToAssociateAndTenure 
	 Example: GonzalesMPromotionToAssociateAndTenure 

	Section I: Vita and Evaluation Materials (Folder)

Evaluation Materials (Folder)
1. Promotion and Tenure Guidelines (PDF)
2. Current Vita (PDF)
3. Annual Faculty Evaluations (PDF)
4. Prior P&T Review Letters (PDF)
5. Reflection & Self-Advocacy Statement (PDF)

Review Letters & Cover Pages for Current Job Action (Folder)
1. Cover Page(s) for Current Job Action (PDF)
2. Department Letter (PDF)
3. Department Head Letter (PDF)
4. COEHS Committee Letter (PDF)
5. Dean’s Letter (PDF)
6. UTPC’s Letter  (PDF)
7. Provost’s Letter  (PDF)
8. President’s Letter (PDF)

	Section I: Vita and Evaluation Materials (Folder)

Instructions
Evaluation Materials:
Promotion and Tenure Guidelines:
· Provide the version of the P&T Guidelines you are using (old (pre-2025) or new (2025 and forward))
CV:
· The CV should be in reverse chronological order. 
Annual Evaluations:
· Combine all evaluations into one PDF file. 
· Compile the documents in chronological order. 
Prior P&T Review Letters:
· Combine all prior P&T review letters into one PDF file.
·  Compile the documents in chronological order. 

Review Letters & Cover Pages for Current Job Action:
Review Letters: 
· Editing access to this folder will evolve from the department level to the Provost level as the process progresses through the stages of review. 
· Letter writers: when you upload your letter to this folder, you should also send a copy to the candidate.

Cover Pages:
· Candidate: Using the appropriate coversheets found on the COEHS Promotion and Tenure website, fill out your cover page(s) and upload them to your folder. The Associate Dean will route the document through DocuSign. 
· Candidate: If you are submitting two cover sheets (i.e., one for promotion and one for tenure), combine both documents into one PDF file. 

Naming conventions
Evaluation Materials (Folder)
1 PandTGuidelinesLastname.pdf
2 CVLastname.pdf
3 Annual Faculty Evaluations.pdf
4 PriorTandPReviewLettersLastname.pdf
5 ReflectionandSelfAdvocacyLastname.pdf 

Review Letters for Current Job Action (Folder)
1 COEHSLastNameCoverPage(s).pdf 
2 DepartmentLetterLastname.pdf
3 DepartmentHeadLetterLastname.pdf
4 COEHSCommitteeLetterLastname.pdf
5 DeansLetterLastname.pdf
6 UTPCLetterLastname.pdf
7 ProvostLetterLastname.pdf
8 PresidentLetterLastname.pdf

	Section II: Teaching and Advising (Folder)

Advising (Folder)
1. Number of student advisees (PDF)
2. Evidence of effective advising (PDF)

Teaching Activities (Folder)
1. Teaching Load (PDF)
2. Summary and Narrative of SOIs (PDF)
3. Evidence of Effective Instructional Delivery (PDF)
4. Impact on Student Learning (PDF)
5. Professional Teaching Responsibilities (PDF)
	Section II: Teaching and Advising (Folder)

Naming Conventions
Advising (Folder)
1 NumberOfStudentSAdvisees.pdf
2 EvidenceOfEffectiveAdvising.pdf 
Teaching Activities (Folder)
1 TeachingLoad.pdf
2 SummaryAndNarrativeOfSOIs.pdf
3 EvidenceOfEffectiveInstructionalDelivery.pdf
4 ImpactOnStudentLearning.pdf 
5 ProfessionalTeachingResponsibilities.pdf


	Section III: Scholarship & Professional Development (Folder)

Scholarship & Professional Development Evidence (Folder)

1. Professional Development Narrative and List (PDF)

2. Scholarship Narrative and List (PDF) 

   
	Section III: Scholarship & Professional Development (Folder)

Instructions
Scholarship and Professional Development Evidence Folder: 
· This sub-folder should contain all evidence for Section III.
· When you mention professional development or scholarly activities in our narrative or lists, include a link to a PDF of supporting documentation in this evidence folder. 
· Each piece of your scholarly work or professional development activity should have one PDF document that includes all evidence of that activity.
· Work that is peer-reviewed or refereed must include documentation of this status.
· Documentation of peer-reviewed or refereed status should be combined with the scholarly work in one PDF document with the evidence that it is peer-reviewed or refereed placed at the beginning of the document.
· Naming conventions for evidence are listed below

Professional Development Narrative and List (PDF):
· Narrative describing nature and impact of professional development work, followed by a list and description of individual activities in three sub-sections: Professional Conferences/Workshops, On-Campus Events, and Other.

Scholarship Development Narrative and List (PDF):
· Narrative describing scope, nature, and impact of work in this area followed by a list of each scholarly artifact sorted into Publications, Presentations, and Other Scholarly Works

Naming Conventions
Scholarship and Professional Development Evidence (Folder)
Professional Development: PD.Year.Month.Day.AbbreviatedTitle (PDF)
Example: PD.2021.11.17.ManagingChange.pdf
Example: PD.2023.02.23.AssessingClinicalSkills.pdf
Scholarship: Sch.Year.Month.Day.AbbreviatedTitle (PDF)
Example: Sch.2023.06.13.WorkingWithChildren.pdf
Example: Sch.2025.06.09.TeachingGraphingCalculatorSkills

1 ProfessionalDevelopmentNarrativeAndList.pdf 
2 ScholarshipNarrativeAndList.pdf

 





	Section IV: Service (Folder)

Service Evidence (Folder)

1. Service Narrative And List (PDF)


	Section IV: Service (Folder) (Added evidence of Service Folder)

Instructions
Service Evidence Folder:  
· This sub-folder should contain all evidence for Section IV. 
· When service activities are mentioned in your narrative or in a list, that work should be linked to a PDF documenting that activity in this evidence folder.
· [bookmark: _Int_jqjgQbU5]Each service activity should have one PDF document that includes all evidence for that activity.  
· Naming conventions for service evidence are listed below

Service Narrative And List (PDF)
· Narrative describing the scope and nature of service work, its impact, and any indicators of work quality followed by a list of service work organized into the following sub-sections: USG-level work (if applicable), University/College, Department, Profession, and Community-based Service and/or University Outreach.

Naming Conventions
Service Evidence (Folder): 
ServiceLevel.Date.AbbreviatedTitle (PDF)
Example: USG.2025.TaskforceExperientialLearning.pdf
Example: University.2021.FacultySenate.pdf
Example: COEHS.2023.TechnologyCommittee.pdf 
Example: Dept.2024.FacultySchCommittee.
Example: SerProf.2023.ChairConference.pdf
Example: Comm.2023.AdvisoryBoard.pdf
Example: UnivOutreach.2025.AtlantaGraduateFair.pdf

Service Narrative And List (PDF):
1 ServiceNarrativeAndList.pdf


	Section V: Student Success (Folder)

1. Student Success Narrative (PDF)
	Section V: Student Success (Folder)

Instructions
Student Success Narrative (PDF):
· 2-4 page narrative describing how your work in teaching, scholarship, and service has impacted student success.  

Naming Convention
1 Student Success Narrative.pdf



