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Promotion Info Session for:  
Professional-Track Faculty

How to Prepare your Dossier

Presented by:  The Office of Faculty Academic Affairs

Resources available on our webpage:  
https://intranet.dellmed.utexas.edu/public/promotion-and-tenure-information

Questions?  Please reach out to us:  DellMedFacultyAffairs@austin.utexas.edu

https://intranet.dellmed.utexas.edu/public/promotion-and-tenure-information
mailto:DellMedFacultyAffairs@austin.utexas.edu


This information session will cover:
• Purpose of the Dossier
• Scholarship
• Components of the Professional-Track dossier
• Updated CV using Dell Med CV template
• Candidate Impact Statement
• Summary of Reviewers
• Letters of Assessment
• Supplemental Materials
• Updates to the dossier after submission
• Pro Tips and Online Resources
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Purpose of the Dossier
• Convey Impact: When your contributions are organized and presented 

clearly, the materials in your dossier (CV, Candidate Impact Statement, 
Supplemental Materials, etc.) will convey the impact of those 
contributions so that they are visible and understood by all levels of 
review (internal/external reviewers, your own department, Dell Med APT 
Committee, Dean, and UT President's Committee) including non-
biomedical readers.

• Convey Geographic Reputation: When your contributions are organized 
and presented clearly, the materials in your dossier (CV, Candidate Impact 
Statement, Supplemental Materials, etc.) will convey geographic 
reputation (where applicable).
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Contributions that help convey 
impact and geographic reputation:

• Invited Presentations
• Leadership roles in professional societies or other entities related to your 

area of expertise
• Service on advisory panels, committees
• Mentorship/Advising
• Publications
• Grant Funding
• Honors/Awards 
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Scholarship
Defined as: the creation and/or dissemination of new knowledge*. 

Dell Med uses a broad, flexible definition that includes: 
• Discovery, original research that advances knowledge
• Integration, synthesizing information across disciplines, topics, or time
• Application, involving the rigorous application of your disciplinary expertise
• Teaching, systematic study of teaching and learning processes**

*All of these require accomplishments beyond your service duties (i.e., beyond your “job”) and in 
formats that allow dissemination, application, and/or evaluation by peers.

**Requires a format that will allow public sharing and the opportunity for application and 
evaluation by others. 
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Impact / Influence of Scholarship – by Title Series

Professional-Track Clinical Professor title series:  
• Expected to have active engagement in scholarly activities that 

derive from and support clinical, teaching, and professional service 
activities.  

• Scholarship is defined broadly.  Peer-reviewed publications are not 
required.

Professional-Track Professor title series:  
• Expected to play an active and sustained key role in a program of 

scholarship in an area of expertise, which includes traditional 
outputs of scholarship (e.g. peer-reviewed publications).
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Components of the Professional-Track Dossier
Professional-Track Faculty: Require evaluation in one Area of Excellence (Clinical 
Expertise, Educational Leadership, or Investigation and Inquiry) and Additional 
Contributions to the Academic Enterprise.

Required components for a Professional-Track dossier:
– Updated CV in Dell Med CV format
– Candidate Impact Statement:  Addresses contributions in Area of Excellence AND in Additional 

Contributions to the Academic Enterprise 
– Summary of Reviewers
– 3 Letters of Assessment

Optional components for a Professional-Track dossier:
– Supplemental Materials
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Updated CV in Dell Med CV  format
• Follow the DMS CV template – The template provides guidance on how to 

organize sections of the CV and distinguish between important 
components

• CV will be returned to you for corrections if there are issues that need to 
be addressed

• Use the CV Review Checklist to ensure CV is set up for success
• Check out the slide deck and recording of our Info Session – Preparing 

your CV using the Dell Med CV Template
• Check out The Effort Report podcast episode: Your CV: More than Meets 

the Eye
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https://effortreport.libsyn.com/microepisode-4-your-cv-more-than-meets-the-eye


CV  Review Checklist

Set your CV up 
for success 
with this 
checklist
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Candidate Impact Statement
• 4 pages or less
• Candidate Impact Statement – will cover contributions and achievements in both the Area of 

Excellence AND Additional Contributions to the Academic Enterprise
• Separate statements are not needed for each.  One statement total.
• Should discuss:

– Activity, impact, and trajectory of scholarship
– Service/leadership
– Educational Activities
– Mentorship
– Community-facing scholarship and practice

• If Area of Excellence is Investigation and Inquiry, statement must include NIH mean RCR index
– Measures the scientific influence of an investigator's publications by field
– For more guidance: NIH mean RCR index for Investigation and Inquiry

• Educate the non-biomedical reader
• For guidance on Candidate Statement, check out samples: here
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https://s3.us-east-1.amazonaws.com/ut-dms-prod-intranet-s3-bucket/NIH-mean-RCR-index-for-Investigation-and-Inquiry_12162024.pdf
https://utexas.app.box.com/folder/289773440636?s


Summary of Reviewers

• List of internal/external reviewers that may provide letters of assessment
• Follow the Summary of Reviewers Template 
• Candidate will nominate a minimum of 3 reviewers
• Department Chair will nominate a minimum of 3 reviewers
• Department Chair selects which reviewers will be asked to provide a letter
• The majority of letters received should be from reviewers nominated by 

the Department Chair
• Department and candidate determine what materials are sent to the 

reviewers. (Examples: CV, Candidate Impact Statement, Supplemental 
Materials)
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https://s3.us-east-1.amazonaws.com/ut-dms-prod-intranet-s3-bucket/Template_Summary-of-Reviewers.docx


Letters of Assessment
Letter Requirements by Title Series:

• Professional-Track - Clinical Professor title series:
• 3 letters required for the dossier
• All 3 letters may be internal

• Professional-Track - Professor title series:
• 3 letters required for the dossier
• One letter may be internal
• At least 2 of the 3 letters must be external and arm's length
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Internal Reviewers

Internal Reviewers should be selected using the following considerations:
• Reviewers must hold active academic appointment and be at a higher rank 

than the faculty member.
• Reviewers are expected to be sufficiently independent without a direct, 

vested interest.
• Reviewers can be faculty members from the candidate’s department who 

are well-qualified scientists, scholars, educators, and clinicians capable of 
providing a fair and objective evaluation.

• Reviewers must have no actual or potential conflict of interest (e.g. 
spouse, partner, Ph.D. advisor, mentor)
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External Reviewers

External Reviewers should be selected using the following considerations:
• Reviewers must hold active academic appointment and be at a higher rank 

than the faculty member.
• Avoid reviewers who are not arm’s length.  Reviewers must not be current 

or close collaborators (within the last 7 years), e.g. former supervisors, 
advisors, mentors, dissertation chairs, or co-investigators.  

• Best practice is that all selected external reviewers would be from 
different institutions.
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What is Arm’s Length?

• Refers to choosing reviewers who are sufficiently distant from the 
candidate and capable of objectively assessing the candidate's merit 
for promotion without bias or personal or professional conflict of interest.

• General rule of thumb: If a reviewer is listed on your CV, they may not be 
arm's length.
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Supplemental Materials
– ALL supplemental materials are optional
– Candidates can determine, with guidance from their Chair or Associate 

Chair, which supplemental materials would meaningfully contribute to 
their dossier and promotion case.

– Supplemental Materials will go in the Supplemental Materials folder
– Folder must include a Table of Contents with annotated 

description/relevance of each item
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Examples of Supplemental Materials:
• Summary of Activities in an Area of Review
• List of Five Most Significant Works
• Clinical Metrics
• Selected Clinical Innovations
• Learner Evaluations
• Selected Instructional Activities
• Any other documents that the candidate deems relevant
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Supplemental Materials: 
Summary of Activities

• Annotated List: Activities related to Area of Excellence or Additional Contributions to the 
Academic Enterprise

• Purpose: Convey the amount of time, duration, scope and impact of the candidate’s work
• Includes annotated descriptions of each activity, candidate’s role and time commitment for 

each activity
• Include details such as: course name, your role, number of students, learner level, duration of 

the activity, any other explanatory notes
• Details will help the non-biomedical reader understand “clinical teaching”
• Applies to these Areas of Review: Clinical Expertise, Educational Leadership, Academic and 

Professional Service
• For guidance on Summary of Activities, check out samples: here
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https://utexas.app.box.com/folder/289773440636?s


Supplemental Materials:
List of Five Most Significant Works 

• List of Five Most Significant Works While in Rank
– Candidate identifies 5 most significant works
– Use List of Five Most Significant Works template
– Significance of these works can be described in Candidate Impact Statement 
– PDFs of the 5 most significant works will be added to the Supplemental 

Materials Folder
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https://utexas.box.com/s/wq0nxo0n0j1rqygztdrc43j3y3navjow


Supplemental Materials – when to include them

– Summary of Clinical Activities:  This may be helpful for a Clinical 
Professor dossier to help highlight the extent/scope of clinical activities 
that might not be completely captured in the CV, Candidates Impact 
Statement

– List of 5 Most Significant Works:  This may be helpful for a candidate 
that has selected Investigation and Inquiry as their Area of Excellence. 

– Summary of Instructional Activities:  This may be helpful for a candidate 
that has selected Educational Leadership as their Area of Excellence.

– Learner evaluations:  Helpful for all faculty promotion candidates.
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Updates to your Dossier after the 
submission deadline:

• Major changes such as:
• Medical license renewal
• New achievements 
• New leadership roles
• New publications
• New funding
• New awards

• Send updated CV and brief description summarizing the change to 
your department representative

• Additions will be added to an Additional Statements Folder
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Pro Tips
• Stay on top of department deadlines for your dossier
• Ask a colleague in another field to review your dossier
• Include annotated information to educate all reviewers
• Write out all abbreviations
• Ensure that your CV is up to date and follows the template
• Typos: Spellcheck and proofread your dossier
• Make sure dates are aligned from document to document

• Example: Dates on CV align with dates included in a Candidate Impact 
Statement
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Online Resources
Resource Library for Faculty – details on faculty tracks/title series, 
commonly used templates, Info Session slide decks and recordings
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https://intranet.dellmed.utexas.edu/public/resource-library-for-faculty


Online Resources
• Examples of Evidence of Achievement – Review the Examples of Evidence 

of Achievement for your Title Series for guidance on items to include in 
your CV.

• DMS CV template and CV Review Checklist
• Guidelines for Promotion – Explains the promotion process, includes 

instructions/prompts for each Area of Excellence and Additional 
Contributions to the Academic Enterprise
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