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We require four tenure dossiers in hard copy. Three dossiers are composed of binders one and three. The 

fourth dossier is a complete set labeled archival and will include binder two (teaching evaluations and 

retrospective letters.) Please label the binders as binder one, two, and three.  In addition, label one set 

(which includes binder two) as the archival binders.  Please also include on the label the following: tenure 

dossier, name of the candidate, name of department(s).  Note that binder 3, containing the candidate’s 

scholarship and related documents, is due July 21, along with the candidate’s CV, while all other 

materials are due by 12:00 p.m. on November 2 (unless specifically noted). Any materials submitted by 

July 21, with the exception of the CV, do not need to be resubmitted. 

 

The archival dossier must contain any original (signed) documents for the case and all other material, as 

outlined below. 

 

In addition, we require that the dossier (all documents with the exception of published books and 

unpublished book manuscripts) also be submitted in an electronic form.  The provost’s office will send 

ADCs a template for electronic submission.  Please follow the template exactly, including titling all 

documents as indicated.  Feel free to call with questions at any time. 

 

Unless specifically noted, all documents are required. Below we describe the contents of each binder. 

After each item’s description is a reference to the section in the provost’s letter to the chair where more 

information can be found, if applicable—for example, (8) would refer to item 8 as outlined in the letter.  

 

Any items that require action from the candidate are marked with an asterisk (*).    

  

TABLE OF CONTENTS 

 

BINDER 1          Tab Number  
  

Candidate’s Curriculum Vitae*...................................................................................................1 
 

The CV must be submitted by July 21 (along with the candidate’s scholarship materials) 

as well as with the full dossier on November 2.  If there is a change in publication status, 

an updated CV can be submitted with the dossier on November 2 with any updates 

noted; otherwise the document should not change. (4) 

 

Candidate’s Letter on Own Behalf* ............................................................................................2 
 

Required; due November 2. The candidate decides whether or not this letter will be 

confidential.  If it is confidential, the candidate sends it directly to the Office of the 

Provost and Dean of the Faculty.  The ADC provides a tab for this material, which the 

provost’s office will later insert into the binder.  If the letter is not confidential, it is 

included in the binders by the ADC (see the provost’s letter to the candidate for more 

details).  

 

Departmental Letter of Recommendation ..................................................................................3 

 



 

BINDER 1 continued       Tab Number 

 

The departmental letter must include the number of negative and positive votes and 

abstentions. The letter must be signed. The chair may sign on the tenured members’ 

behalf.  Note that the substance of any reservations expressed in tenured members’ 

individual letters must be reflected in the department’s letter.  By November 2, the chair  

will provide the candidate with a copy of this letter, which has been redacted to protect 

confidentiality, and will discuss the letter with the candidate.   (1) 

 

A Letter of Notification that the Edited Copy of the Departmental Letter has been 

Given to and Discussed with the Candidate* ..............................................................................4 

 

This letter confirms that the department has given a copy of its letter of recommendation 

(redacted to protect confidentiality) to the candidate and discussed it with him or her. 

This letter must be signed by both the candidate and the chair. (1) 

 

Candidate’s Comments on Departmental Recommendation* ...................................................5 
 

Optional; confidential; sent directly to the Office of the Provost and Dean of Faculty; 

due November 16. The ADC provides a tab for this material, which the provost’s office 

will later insert into the binder, if the candidate chooses to provide this document (see 

the provost’s letter to the candidate for more details). 

 

Letters from Tenured Members of Department (including those on leave) .............................6 
 

Confidential; signed letters sent directly to the Office of the Provost and Dean of 

Faculty. The ADC provides a tab for this material, which the provost’s office will later 

insert into the binder. Note that the substance of any reservations expressed in these 

letters must be reflected in the department’s letter. (2) 

 

Letters from Untenured Tenure-Track Members of the Department ......................................7 
 

Optional; confidential; letters sent directly to the Office of the Provost and Dean of 

Faculty. The ADC provides a tab for this material, which the provost’s office will later 

insert into the binder. (3) 

 

Letters that the Department has Solicited from Teaching Faculty in the Department 

not on the Tenure Track, from Amherst Colleagues in Other Departments, and 

from Five-College Colleagues.......................................................................................................8 
 

This category includes departmental lecturers and visiting faculty and colleagues from 

other departments, including staff members, if desired.  All letter-writers must have 

received a letter from the department inviting their feedback on the case. A sample of 

the department’s letter of solicitation must be included as the first document under this 

tab. Departments may ask candidates for a list of colleagues to solicit from other 

departments and the Five Colleges. These letters are included in the binder by the ADC. 

Unsolicited letters must not be included in the dossier. (8)   

 

Materials Relating to External Reviewers ...................................................................................9 
 



 

BINDER 1 continued         Tab Number 

 

a. Characterizations of external reviewers; indicate each reviewer’s association 

with the candidate and the process by which each reviewer was chosen.   

b. Indicate which reviewers were chosen from the candidate’s list and which 

reviewers were chosen from the department’s list. (7) 

c. The department’s letter of solicitation to external reviewers (7) 

d. CVs of the reviewers (7)  

  

Letters Received From External Reviewers* ............................................................................ 10 

 

No fewer than six and normally no more than eight reviewers, or in the case of joint 

appointments ten, chosen equally from lists compiled by the candidate and the 

department. It is valuable to have at least one letter from a reviewer at a liberal arts 

college. The department may ask for a letter from the candidate’s dissertation and/or 

postdoctoral advisor. At least six reviewers should not have a close personal or 

professional relationship with the candidate. At least half of the reviewers should not 

have a close personal or professional relationship with any member of the department. 

(7) 

  

BINDER 2          Tab Number 

  

Semester-End Evaluations (Pre-Reappointment) ..................................................................... 11 
 

The provost’s office will provide the ADC with the pre-reappointment materials for tabs 

11 and 12 (see below for a list of items) in an electronic form.  The ADC will print the 

materials and include them in binder 2 for of the dossiers. (6) 

 

The materials that will be sent electronically to the ADC are the following:  

 

a. Semester-end evaluations (pre-reappointment) from all students in all courses, 

including honors and special topics courses, organized by semester in 

chronological order: first semester of teaching first; then up to fall semester 

prior to reappointment (6) 

 

b. Class lists of students solicited with appropriate end-of-semester evaluations 

received from students behind each list (6) 

 

Retrospective Letters Solicited at the Time of Reappointment Review .................................. 12 
  

An electronic copy of the letters will be provided to the ADC by the provost’s office. 

The following items are included: 

 

a. Letter of solicitation (6) 

 

b. Class lists of students solicited with appropriate letters received from students 

behind each list (6) 
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Semester-End Evaluations (post-reappointment) ..................................................................... 13 

 

Semester-end evaluations from all students in all courses, including honors and special 

topics courses, organized by semester in chronological order: spring semester in which 

the candidate stood for reappointment first; then up to spring semester prior to fall in 

which candidate stands for tenure. 

 

The ADC includes the original evaluations post-reappointment in the archival binder. 

For the archival binders, if semester-end evaluations were typed, please submit for each 

class all handwritten evaluations for that class immediately following the typed 

evaluations. The archival binder must be labeled as such and must contain all documents 

that were signed. (6) 

 

a. Class lists of students solicited with appropriate end-of-semester evaluations 

received from students behind each list (6) 

 

i. Please indicate with a check mark those students who provided evaluations. 

 

ii. If a class has more than one section, please provide a separate class list, with 

evaluations behind it, for each section. 

 

Retrospective Letters Solicited at the Time of Tenure Review from all Current and 

Former Students Taught since the Time of Reappointment .................................................... 14 

 

a. ADC’s letter certifying email evaluations (6) 

 

b. Letter of solicitation (6) 

 

c. Class lists of students solicited (indicating with a check mark those students who 

wrote letters) with appropriate letters received from students behind each list.  

Please note if a student took more than one course with the candidate, please put the 

letter behind the first class list with a reference on later class list(s).  (6) 

 

Retrospective letters must be solicited from students in courses from the semester 

immediately preceding the semester in which the candidate is considered for tenure.  

 

Please note that students who took classes with the candidate up until the time of 

reappointment are not resolicited for retrospective letters.  Unsolicited letters from 

students must not be included in the dossier. (6) 

 

BINDER 3          Tab Number  

 

Please note: All copies of binder 3, along with the candidate’s CV, must be submitted by July 

21. These binders do not need to be resubmitted along with the candidate’s other materials in the 

fall.  (5)  
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Master List of Scholarly and Creative Work Evaluated by External Reviewers* ................. 15 

 

Please number each individual item and use a corresponding number when providing 

PDFs (see 18). Include titles of published books and unpublished book manuscripts on 

the master list. If the publication status of work changes, an addendum may be 

submitted along with the candidate’s dossier by November 2. (5) 

 

The Department’s Characterization of Journals, Presses, and Other Modes of 

Publication or Venues in which the Candidate’s Work is Performed or Exhibited ..............16   
 

 

This document may be included with the materials submitted by July 21.  If it is not 

submitted by July 21, it must be submitted as part of the candidate’s final dossier by 

November 2, and the ADC should provide a tab for this material, which the provost’s 

office will later insert into the binder. Please note that the candidate should not be asked 

to provide this characterization; it is the department’s responsibility to do so. The 

department should include discussion of the standards for publication within the 

candidate’s field (for example: How old is the journal?  Is it refereed?).  (5) 

 

Candidate’s Cover Letter to External Reviewers* ................................................................... 17 

 

Optional: if written, must be included in dossier (see the provost’s letter to the candidate 

for more details).  

 

Copies of all the Candidate’s Scholarly and Creative Work That Was Evaluated by the 

External Reviewers* ................................................................................................................... 18 

 

Printed copies of all scholarship must be included in binder 3, with the exception of 

published books and unpublished book manuscripts (ten copies of each of these must 

accompany the candidate’s summer scholarship; they do not need to be printed again for 

inclusion in the binder).  

 

When preparing the electronic dossier, please submit each article as a separate PDF.  

Name the PDF as succinct and short as possible.  Assign each PDF a number that 

corresponds with the number that is used in the master list of scholarly and creative 

work. Note that electronic versions of published books and unpublished book 

manuscripts are not required; however, if they are available, it would be helpful to have 

them. 

  

No scholarly work may be added to the tenure dossier after July 21 (the date of the 

submission of materials for the external reviewers).  

 

We ask that unpublished manuscripts, if accepted or under contract, be accompanied by 

an acceptance letter or contract; these documents should be placed after the master list in 

tab 15. (5) 

 


