Tips for Writing Tenure Documents

The following are tips or “words of advice”.  They mean to improve the readability of the document.  These are advisory only and not to be confused with the guidelines outlined in The Articles of Faculty Governance – Appendices I.B/I.C and IIB/II.C

General Recommendations
1. Keep in mind, from early on in your career, that plans of work, success stories, and accomplishment reports are critical pieces of the portfolio.  Write them, not simply as fulfilling an administrative requirement, but thinking of them as an element of your professional portfolio.
2. Write “beyond your department”.  Your readers are from other departments and schools in UW-Extension.  Often they are not familiar with terms, acronyms, organizations, programs, or practices that are used commonly within your department.

3. Throughout the document, as appropriate, clearly delineate personal contributions in collaborative efforts.
4. Be sure to check your documents for readability, grammar, punctuation and spelling.

Section A:  Professional Resume

Section B:  Position Descriptions

Section C:  Program Development:  Plans of Work and Accomplishment Reports

5. When you write your Plans of Work and Annual Accomplishment Reports consider readability, and that they may be part of your evaluation for promotion.
6. A descriptive profile of the county as part of a well-developed situation statement in annual plans helps set the stage and provides a context for your work.  This makes it easier for the reader to follow your story.  (Consider ways to format your plans of work and accomplishment reports when you include them in your portfolio so entire sections are not repeated multiple times.  You may refer back to an earlier situation statement and provides relevant updated status changes as your plans progress.)
7. Success stories are a good way to tell your story.  (Note that filing one success story per year may meet the minimum required by your program area administrators.  It is unlikely, though, that this one success story per year will adequately tell your story when you apply for tenure.)

Section C:  Summary of Program Development

(See description of content in Department of Youth Development Appendix I.)
Section D:  Summary of Professional Contributions and Scholarship

8. The purpose of the eight-page Summary of Professional Contributions and Scholarship section is to “provide the candidate with an opportunity to reflect upon and assess professional contributions and scholarship.  The candidate is responsible for analyzing career contributions, reflecting upon the most significant parts…”  Really think about providing some REFLECTION.  Often this section is merely a reiteration of what appears in the resume, plans of work, and annual accomplishment reports, sometimes reading more like a list of activities, rather than real reflection.

A reflective piece could include, for example:

i. Your thoughts on where you have been in your career and where your programmatic efforts might lead.

ii. Ways in which your educational responses have worked or not, and why.

iii. The significance of your contribution.

iv. An explanation of how your work has had an impact on you, your colleagues, organizations, and the community.

v. What you have learned.

9. Reviewers find it easier to follow the thread of your story when you reference your support material sequentially, as they are referred to in the narrative.

Section E:  Support Materials

10. Support materials need to be carefully selected.  Emphasize quality over quantity.  Focus on the documents that solidify your stature as a scholar and help to clarify the story you are telling.

11. Support materials should be the work of the candidate.  Support Material developed by others and adapted, edited or changed in some way by the candidate should be clearly labeled, so the candidate’s contribution to the final piece is clearly articulated.

12. In collaborative programming include evidence, (agendas, evaluations, etc.) that delineates the role of the candidate.  Make your role clear to the reader.

13. Unless supporting pieces are very descriptive they can rarely stand alone.  Including and introductory page that describes the context of the materials and the candidate’s role in preparing or using them assists the review.

14. Be sure to provide a wide variety of materials in your Support Materials in order to show the breadth and depth of your work—teaching outlines, published articles, evaluations, brochures, teaching tools, materials developed for clientele, testimonials, etc.

15. When evaluations are included as Support Materials, include information on the total number of participants, as well as (n), date or dates when administered, the context, etc.  It is also helpful to create the exhibit in such a way that the format of the evaluation instrument is evident.
16. Evaluations that assess medium-term and long-term impact (beyond end-of-session or end-of-program evaluations) provide powerful evidence of the candidate’s work.

Section F:  Past Three Annual Reviews

Section G:  Letter of Recommendation

17. According to the guidelines, letters of recommendation from those not employed by UW-Extension should be from those who have the experience necessary to gauge the candidate’s capabilities and contributions.  Therefore, letters from clientele who cannot well attest to the candidate as a scholar, might best be included in the support material, rather than in this section.

Other

18. Candidates applying for tenure at the time of hire, or other out-of-sequence cases, are reminded that the Committee must evaluate their application using the same criteria for scholarship and evaluation for rank change (see Appendix I.B/I.C, Sections V. and VI.) as for any other candidate, even though their previous work may not have been in UW-Extension.  While the format of the dossier is not prescribed, the presentation of one’s work must allow reviewers to evaluate it against these criteria.  It is the candidate’s responsibility to assure the reviewers can apply these criteria.
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