Note: You must open this document using Adobe Acrobat Professional DC and not Adobe Acrobat
If you do not have Adobe Acrobat Professional DC, please contact the IT Service Desk to

Reader.
request an installation.

1. Save this document to your local computer, and open it in Adobe Acrobat Pro DC
a. Ifthe document opens in your internet browser, right click, and select Save.
b. If the document opens in a PDF application, then save the document from that application's

menu.

2. Click the Bookmark icon on the left to display bookmarks.

™ Template_TCR.pdf - Adobe Ac
File Edit View Window He

Home Tools

B ®6& =
Edit PDF ~

a |

2. Expand the bookmarks to reveal the outline specifics by clicking the “>"” svymbol (Figure 2).
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3. To add pages to this document simply select the Tools tab on the upper left and choose Organize Pages
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Select Insert > From File. Navigate to the file in question and select it.
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5. In the resulting Insert Page dialog, select Before/After, and the page location for the new file. Then click
OK (1). To delete a page, go to Tools > Organize Pages, and mouse over the thumbnail for the page in
guestion. Click the Trash Can icon that appears (2)
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6. Finally, you will want to link bookmarks to associated pages.

a. To do so, scroll to the page in question, and click on it.
b. Locate the bookmark to be linked on the left.
c. Right-click on the bookmark and select Set Destination.
d. Accept the prompt confirming the page in question as the destination.
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	1. Background and Context
	a. 1-page cover letter specifying request for continuing appointment and/or promotion
	b. Published department criteria relevant to evaluation (renewal, continuing appointment, and/or promotion) and candidate's discipline
	c. Previous Advisory Committee renewal recommendation letters (required for renewal and continuing appointment)
	d. Current department recommendation
	e. Recommendation letter from Dept. Chair or (for library faculty) candidate's Supervisor
	f. Current c.v.
	g. Teaching observation reports (min. two, from different faculty members; if possible, one interal to home dept/unit, one external
	h. Faculty Activity Reports (for continuing appointment and/or promotion: FARs for the last 3 years)
	i. Additional letters of Support
	i. Letters from at least 2 SUNY Oneonta colleagues above the candidate's current rank (one internal to home dept/unit; one external if possible)
	ii. List of at least 5 colleagues external to SUNY Oneonta & above the candidate's current rank who might provide letters of support (min. 3 letters required)


	2. Personal Statement & Self-Assessment
	a. Narrative builds on section 1, addresses 3 areas of professional obligation (teaching or librarianship, scholarship and service)
	b. Narrative also includes demonstrated continuing growth and mastery of subject matter within the 3 areas of obligation

	3. Documentation of Effectiveness
	a.	Copies of representative course syllabi & other course materials
	b.	Statistical data for each section taught during review period (last 2 years for continuing appointment &/or promotion). Note: candidates may provide context or commentary on unusual patterns in the data:
	i.	Results from administration of college-wide student evaluations of instruction
	ii.	Mean scores of college-wide student evaluations of instruction compared with department- & school-wide averages
	iii.	# of students registered for each section & # of individuals completing evaluation forms
	iv.	Grade distribution data, including # and percentages, compared with department- & school-wide averages 

	c.	Documentation of effectiveness in teaching or (for library faculty) librarianship, scholarship, and service




