
Self Checklist for FULL Portfolio 

Before you submit your FULL Portfolio, as a candidate for tenure, have you:

1. ___ Checked your tenure timeline by contacting the Liaison to the Academic Departments to make sure your submission is within the allowed timeframe?
2. ___ Considered comments from colleagues conducting your three year review relative to program development, implementation and evaluation and incorporated them into the work reflected in your portfolio?

3. ___ Notified the chair of the SRP Committee of your intent to submit a Portfolio by July 1 of the year you intend to submit? 

4. ___ Reviewed the Department of Youth Development’s Standards Rank and Promotions Provisions, Appendix G and Portfolio Guidelines, Appendix I at the Department of Youth Development website and made sure that all the necessary documents are included in the-portfolio?

5. ___ Reviewed Articles of Faculty Governance Appendix I.B/II.C and II.B/II.C found at the UWEX Secretary of the Faculty’s website?

6. ___ Carefully considered the six Criteria for Evaluation for Rank Change found in Section V of Appendix I.B of the Articles of Faculty Governance on the Secretary of the Faculty’s website.

7. ___ Carefully considered the four key approaches for Assessment of Scholarship found in Section VI of Appendix I.B of the Articles of Faculty Governance on the Secretary of the Faculty’s website?

8. ___ Submitted Plans of Work and Annual Accomplishment Reports to Department of Youth Development Chair in a timely manner?

9. ___ Worked with a minimum of one person (preferably two or three) to review and comment on your portfolio and you have included suggestions as appropriate?

10. ___ Worked with a minimum of one person to proof the portfolio for spelling and grammar, and all corrections have been made?

11. ___ Checked to see that the page limit has not been exceeded for each section of your Portfolio? 

12. ___ Numbered all pages using a system that allows the reader to easily identify a given page in each section?

13. ___ Created a system for organizing and identifying your support materials?

14. Solicited three to five people (Appendix II.B/II.C) to write a letter of recommendation and submit it to the SRP Committee chair by the same deadline as your portfolio and send an e-mail to the Chair of the SRP Committee with names of persons writing the letters. Also, remind your District Diretor and/or equivalent administrator to be sure to send a letter about the financial support and programmatic need for the position.
15. ___ Confirmed current members of the SRP Committee by contacting the chair or the committee. 
16. ___ Prepared seven copies portfolio, including support materials, and mailed it to members of the SRP committee with a postmark no later than the established deadline. ?
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