PROMOTION PACKET CHECKLIST
(Required Contractual Materials)

INCLUDE THIS CHECKLIST AS FIRST PAGE IN PACKET

NAME _______________________________________________________________________________________________

Two identical copies of the promotion packet are to be submitted by November 15th to the Division Office. All materials submitted must fit within the regulation binders.  To maintain the integrity of the signature process, documents submitted on November 15th cannot be removed or substituted.  All materials added after November 15th must be date stamped by the Director/ Dean/Appropriate Supervisor (hereafter referred to as Appropriate Supervisor) before inclusion in the promotion packets. 

THE FINAL RESPONSIBILITY FOR COMPLETION OF A PROMOTION PACKET RESTS WITH THE CANDIDATE.

INCOMPLETE PACKETS WILL NOT BE CONSIDERED FOR PROMOTION.

If the Division Committee Chair and Appropriate Supervisor find the November 15th packet to be incomplete, the packet will be returned to the promotion candidate and will not be forwarded to the Division Promotion Committee.  As per Article 7.3 of the Brookdale Community College Faculty Association Contract, the following items must be submitted to the Division Office by November 15th for promotion packets to be considered by the Division Promotion Committee:

	Document
	Term/

Year
	Candidate
	Division Committee Chair
	Date
	Appropriate

Supervisor
	Date

	Official Student Evaluation  #1 *
	
	
	
	
	
	

	Official Student Evaluation  #2
	
	
	
	
	
	

	Supervisor Evaluation  #1   **
	
	
	
	
	
	

	Supervisor Evaluation  #2
	
	
	
	
	
	

	Supervisor Evaluation  #3 
	
	
	
	
	
	

	Self-report
	
	
	
	
	
	

	Curriculum Vitae
	
	
	
	
	
	

	Appendix (optional)
	
	
	
	
	
	


I CERTIFY THAT I HAVE INCLUDED ALL ELEMENTS REQUIRED BY NOVEMBER 15th IN THIS PACKET. 


CANDIDATE SIGNATURE









DATE

In addition to the items noted above, the following items must be included in the promotion packet by the first day of instruction of the Spring 15-week semester for the packet to be considered complete:

	Document
	Term/

Year
	Candidate
	Division Committee Chair
	Date
	Appropriate

Supervisor
	Date

	Official Student Evaluation  #3
	
	
	
	
	
	

	Official Student Evaluation  #4
	
	
	
	
	
	

	Supervisor Evaluation  #4
	
	
	
	
	
	

	Self-report Addendum (optional)
	
	
	
	
	
	


BY SIGNING BELOW, I CERTIFY THAT THIS PACKET IS COMPLETE. (ALL SIGNATURES REQUIRED)

CANDIDATE SIGNATURE









DATE

_________________________________________________________________________________________________________________

DIVISION COMMITTEE CHAIR SIGNATURE







DATE

APPROPRIATE SUPERVISOR SIGNATURE







DATE

*   Student evaluations must be from at least two (2) different courses or evaluation periods from courses taught for load since the final submission of the last successful promotion packet.  

** Supervisor evaluations must be from the last four (4) academic years, including the year in which you are applying for promotion.  Any break in sequence of the last 4 years due to sabbatical, medical leave, etc. must be identified in writing and attached.   See Article 7.3. 6. for required content.  
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