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Office of the Provost and Academic Affairs

Preparing NTTF Promotion Files

Following successful pilot studies, we have moved to full digital submission for all
promotion cases. To support preparation of digital dossiers, we have created PDF
portfolios for the primary dossier, containing several “fillable” forms and the
various dossier sections to which the appropriate files may easily be added. We
have also created a PDF portfolio for the supplementary file. Given the range of
supplementary materials typically provided, this portfolio in essence provides a
table of contents behind which documents may be uploaded. Recognizing that
some materials may not be conveniently available in digital form, provision of
some or all supplementary materials in print form is still permissible.

For planning purposes, it is important for Academic Affairs to have solid
information about the number and type of promotion cases it may anticipate.
When beginning the assembly process, please send an email to
academicaffairs@uoregon.edu (mailto:academicaffairs@uoregon.edu)
containing the following:

e candidate(s) full name(s) and UO ID number(s)
® promotion (e.g., Instructor to Senior Instructor I)
e department name

Academic Affairs will supply the department with a current digital dossier for the
primary file and a digital supplemental file. When the files are complete at the unit
level, departments should forward the digital promotion files to the dean’s office.
Following the dean's review and recommendation the dean will deliver the
complete primary file and supplementary materials to Academic Affairs. We ask
that files be provided to Academic Affairs on a USB thumb drive, accompanied by
any hard-copy supplementary materials.

Academic Affairs has provided the following guidance document (/sites
/academicaffairs2.uoregon.edu/files/message_from_ken_w_screenshots_-
digital_dossiers_ttf and_nttf 0.pdf)[PDF] for constructing a digital dossier.

Sample elements

Sample NTTF digital dossier file (/files/nttf promotion_digital_dossier_ay18.pdf)
[PDF]
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/academicaffairs2.uoregon.edu/files
/sample_inquiry regarding availability to_serve as_external_reviewer nttf.dc
[Word]

e Sample Letter upon Agreement to Provide the Requested Evaluation (/sites
/academicaffairs2.uoregon.edu/files
/sample_letter_upon_agreement_to_provide_the_requested_evaluation_nttf |
[Word]

® Sample Paragraph Waiving Access to the External Letters (/sites
/academicaffairs2.uoregon.edu/files
/sample_paragraph_if candidate_waives_access_to_the_external_letters_nttf.
[Word]

e Sample Paragraph for Retaining access to the External Letters (/sites
/academicaffairs2.uoregon.edu/files
/sample_paragraph_if candidate_retains_access to_the_external_letters nttf.
[Word]

e Sample Paragraph for Candidates Who Have Taken Leave(s) of Absence
(/sites/academicaffairs2.uoregon.edu/files
/sample_paragraph_for_candidates who_have_taken_leave_nttf.docx)
[Word]

e Sample Paragraph for Candidates who are using Credit for Prior Service
(/sites/academicaffairs2.uoregon.edu/files
/sample_paragraph_for_candidates_who_are_using_credit_for_prior_service_|
[Word]

e Sample Thank You Letter upon Receipt of Letter of Evaluation (/sites
/academicaffairs2.uoregon.edu/files
/sample_thank_you_letter_upon_receipt_of letter_of_evaluation_nttf.docx)
[Word]

Candidate's letter of waiver or non-waiver

e Sample Full Waiver Letter (/sites/academicaffairs2.uoregon.edu/files
/sample_full waiver_ letter - nttf.docx) [Word]

e Sample Non-waiver Letter (/sites/academicaffairs2.uoregon.edu/files
/sample_non_nttf.docx) [Word]

e Sample Partial Waiver Letter (/sites/academicaffairs2.uoregon.edu/files
/sample_partial_waiver_letter_nttf.docx) [Word]

The Office of the Provost and Academic Affairs has developed the below forms to
assist in the calculation of eligibility:

9-month NTTF Eligibility Form [PDF] (http://academicaffairs.uoregon.edu/sites
/academicaffairs2.uoregon.edu/files/9-

month_nttf eligibility form_12.09.2015.pdf)

12-month NTTF Eligibility Form [PDF] (http://academicaffairs.uoregon.edu/sites
/academicaffairs2.uoregon.edu/files/12-
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QUICK LINKS RESOURCES Office of Academic Affairs
. 1258 University of Oregon
Current UA CBA (/sites Tenure-Track Faculty (/ttf) v =
) ) ) Eugene, OR 97403
/academicaffairs2.uoregon.edu/files Non-Tenure-Track Faculty (/nttf) Office: Johnson Hall, Room 207
/2015-2018_cba_fina1_linked_O.pdf] New Hires (/new-hires) [https;//maphuoregon_edu/?z:lB&
UO Policy Library buildingid=016&pc=green&title=0ffice

Academic Affairs Archive (/content ; ;
(http://policies.uoregon.edu/) of Academic Affairs)

@ /academic-affairs-archive) P:541-346-3081  F:541-346-2023
Faculty Handbook (/faculty-

handbook) Contact Us (/content/about-us)

Forms and Templates (/content
academicaffairs@uoregon.edu

/academic-affairs-forms) i . .
(mailto:academicaffairs@uoregon.edu)

Workshops (/workshops)
Departmental & Unit Policies
(/content/departmental-policies)
Academic Leadership Contact List
(/content/academic-leadership-

contact-list)

CAREERS (HTTP:.//HRUOREGON.EDU/JOBS/AVAILABLE-POSITIONS) PRIVACY POLICY

(HTTP://REGISTRAR.UOREGON.EDU/RECORDS-PRIVACY) ABOUT (HTTP://UOREGON.EDU/ABOUT)

FIND PEOPLE (HTTP.//UOREGON.EDU/FINDPEOPLE/)
(HTTP://UOREGON.EDU?UTM_SOURCE=BANNER-MODULE&UTM_CAMPAIGN=FOOTER)

© UNIVERSITY OF OREGON (HTTP://UOREGON.EDU). ALL RIGHTS RESERVED.

U0 (University.of Oregon) prohibits discrimination on the basis of race, color, sex, national or ethnic origin, age, religion, marital status, disability, veteran status, sexual orientation,
gender identity, and gender expression in all programs, activities and employment practices as required by Title IX, other applicable laws, and policies. Retaliation is prohibited by

UO.(University.of Oregon) policy. Questions may be referred to the Title IX Coordinator, Office of Affirmative Action and Equal Opportunity, or to the Office for Civil Rights. Contact

information, related policies, and complaint procedures are listed on the statement of non-discrimination (http://studentlife.uoregon.edu
/nondiscrimination).
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