
PROMOTION TO TENURE

Checklist of materials to be submitted to the Provost’s Office

Physical Sciences and Engineering
**ALL MATERIALS MUST BE PROVIDED TWO WEEKS IN ADVANCE OF THE COMMITTEE MEETING**

STEP 1: Upload item G, Department Faculty Vote form into your department’s Vote folder on the Provost’s Office Sharepoint site (https://share.yale.edu/departments/provostoffice/facdev/FAS/Forms/AllItems.aspx).  
STEP 2: Upload items A-F, preferably as separate pdf documents, into your department’s TAC folder on the Provost’s Office Sharepoint site (https://share.yale.edu/departments/provostoffice/facdev/FAS/Forms/AllItems.aspx). For each item on the appointment or promotion checklist, the title of each item should include the corresponding letter on the checklist and the name of the candidate. If there are multiple items for that letter, append a number to the letter to indicate the placement of the item in the packet e.g. A-Smith, B-Smith, C1-Smith, C2-Smith, etc.
STEP 3: The Dean of the Graduate School, the Dean of Yale College, the Dean of the School of Engineering, and the Divisional Director will review the items.  Once the dean chairing the committee has approved the ‘packet’ submitted in Step 2, Anita DePalma will upload it to the secure web server for the Tenure Appointments and Promotions Committee review.

STEP 4: Prior to the scheduled review, deliver 1 copy of the complete packet (items A-F) to Diane Hovey, Room 112, Hall of Graduate Studies, 320 York Street, and send as an e-mail attachment, or deliver, 1 signed and completed Faculty Promotion Form to Anita DePalma (anita.depalma@yale.edu). 

Call Anita DePalma, 2-8027, if you have any questions regarding these materials.

Item details:

A. The FAS Departmental Case Summary available online at http://www.yale.edu/fas/html/docs/Dept_Case_Summary.doc , including the candidate's current CV.

B. From the candidate:

a. A statement, not to exceed 750 words, describing her or his research program and future plans.

b. A statement, not to exceed 500 words, about her or his teaching.

C. A set of data on citations to the work of the candidate and the members of the comparison set that will help in assessing the impact of the candidate's work. The source(s) of the data should be clearly identified and a statement provided that explains the choice of the database(s) from which the citation information is drawn. In addition, the document should state the year each member of the comparison set earned her or his Ph.D.
D. A set of 5 selected articles representing the candidate’s research program that will be read by the entire Tenure Appointments and Promotions Committee.  These are usually published or “in press” journal articles, and they should help the committee grasp the range and significance of the candidate's scholarship and research. 

E. A set of: 

a. One template letter;

b. Annotated and alphabetized list of referees approved by the cognizant dean;

c. Any preliminary correspondence seeking references (requests and responses,

including those from potential referees who declined);

d. All referee letters of evaluation received, organized alphabetically by referee surname.  Minimum of seven letters from outside Yale.
F. A statement describing the principal mode of publication in the candidate’s field, for example journal articles, monographs, and/or conference proceedings. For those disciplines where principal publications are journal articles or conference proceedings, please list those that are the most highly regarded in the candidate’s subfield.

G. A statement of the department vote listing votes of yes, no, and abstain.  The preferred form is available at http://www.yale.edu/fas/html/docs/Dept_faculty_vote_form.doc .  Only those present may vote. This vote must take place by secret ballot. No polled or absentee ballots may be counted. Include a list of those present at the meeting when the vote is taken.
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