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This document is meant to help guide faculty as they prepare to apply for tenure, sabbatical, or promotion. 

It discusses the kinds of items to be included in these applications as well as how to keep ongoing records 

that will facilitate the application process when it arrives. This guide treats the subjects listed below:

  

 General Considerations 

 Personal Philosophy of Teaching 

 Scholarship (research and teaching) 

 Vita 

 The Art of Teaching 

 Service 

 Spiritual Life  

 Sabbatical Project and Timeline 

 Documents Recommended  

 Preparing Portfolio Records 

 What the committee looks for

 

Any faculty member applying for tenure, sabbatical or promotion should consult the Faculty Handbook 

available online for the most recent version of institutional requirements for these applications.
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PORTFOLIO EXAMPLE  

Faculty Status Committee 
 

 

 
849-0000, aprof@ptloma.edu 

http://www.mydept.ptloma.edu/ 
 

Tenure Sabbatical Promotion 
Application 

A. Prof, Ph.D. 

 

General Considerations 
 
Who applies, when and how? Applications for tenure, sabbatical and promotion should be initiated by the 

individual faculty member, but should be made with the full knowledge and cooperation of the faculty member’s 

department chair and area dean.  

When to apply. There are very clear requirements of how many years a faculty member needs to have been 

working at PLNU or working at a certain rank before she is eligible to apply for tenure, for sabbatical, or for 

promotion. Consult the faculty handbook or check with your area dean to be sure that you qualify before you 

begin the application process. 

How to apply. The faculty member should initiate an application in the following manner. 

1. Inform the department chair the semester before the application is made of your intention to     

       apply for tenure, sabbatical, or promotion. Your department chair can then indicate if there is  

       any foreseeable problem with your application or (in the case of a sabbatical, which impacts  

       classes offered) with its timing. 

2. Get the application form (available on the PLNU server through Forms Central). Check the 

Faculty Handbook on the web for most recent rules. Refer to this Center for Teaching and 

Learning guide for help with the application details. 

3. Make appointments to speak to your department chair, area dean and the provost. You should  

       have at least a rough draft of your application finished at the time of these appointments.  

4. Fill out the application form and create any additional documents required (Vita, for example). 

Although the wording of the current tenure, promotion and sabbatical forms implies that much of 

the form is to be  filled out by the department chair, it is traditionally the faculty member who is 

responsible for filling out his/her own application. The department chair will add supporting 

comments in a letter of recommendation or may append comments to your application.  

5. Have your department chair sign your application in space for “Recommender.” 

6. Get letters of support from your department chair and from your area dean. 

7. You may wish, at this point, to have a faculty mentor review your materials so that you can make 

any necessary last-minute adjustments before you submit your application.  
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8. Submit your materials to your area dean by the application deadline. Sabbatical applications are 

due on November 1, while both tenure and promotion documents should be submitted by 

December 7. Although January 15 is the application deadline mentioned in the handbook, it is 

strongly recommended to have your application submitted earlier so that your department chair 

and area dean have the opportunity to study your application and can be prepared to support you 

as you would wish.  

9. At this point your application is out of your hands. The faculty members of the Faculty Status 

Committee will review all tenure and promotion applications; the faculty members of the Faculty 

Resources Committee will review sabbatical applications.  

How soon to start? Your pre-preparation work should begin the semester before you plan to apply. This 

advance planning allows your department chair and/or your area dean to bring up any issues that might make 

your application or its timing problematic. Knowing of these issues early maximizes the chances of resolving 

them to your advantage. The actual preparation of your application will take from 2 to 4 months. If you 

have been keeping updated records and an updated vita, it should take you no more than 2 months to 

complete a tenure or promotion application, complete with appointments and a mentor review. If you have 

not been keeping records, you should plan on 3 months. Assuming you have a clear project in mind and have 

kept an updated vita, you should be able to complete a sabbatical application in 2 months as well. Add 

another month if you have not clearly formulated your project and a fourth month if you have not been 

keeping updated application records.   

 

Make your application easy to scan. You should consider tenure, sabbatical or promotion applications as reference 

documents, documents readers are more likely to scan than read cover to cover. It is thus crucial that information be 

displayed in an easy-to-scan format.  

 

Scanning tools. Bold type, underlining, type size, type variety (italics), centering of text, spacing of text, 

headings, and labels all help create an easy-to-scan document. Be sure to use each of these items in a 

consistent manner. All things in bold type should be of equal importance, as should all things in 36-point 

type or underlined or centered. 

 
Abbreviations. You may wish to abbreviate some items (such as names of institutions where you have 

studied or worked) in order to make your material easier to scan. If you do so, be sure to provide a code for 

deciphering these abbreviations. 

 

Check the Faculty Handbook. Be sure to check the requirements listed on the web for tenure, sabbatical or 

promotion applications. The handbook changes frequently and you should always check to make sure your 

information is up to date. You can find the handbook at www.ptloma.edu/academicaffairs/handbook. Check the 

expanded table of contents for the location of information on the application you are preparing.   

 

Be thorough, but not wordy. For each portfolio document there is crucial information that the committee needs to 

know about you.  Prioritize your qualifications based on how relevant they will be to the committee. List all the high-

priority qualifications; either skip the rest or refer to them as a group. Including many low-relevance items can easily 

backfire and may persuade others to discount the more solid items as well.   

 

Be concrete, not vague. Mention items that can be backed up by precise data easily available on request. (See 

section on keeping personal records.)  

 

Don’t repeat information. There is potential for overlap on many of the items you can include in a portfolio piece. 

You will need to decide under what rubric you present certain information. If you feel something needs to be 

mentioned under more than one heading, mention it in its expanded form in one place and then give it a brief mention 

in the other (with a parenthetical reference to the location of its expanded form). 
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Personal Philosophy of Teaching 
 

This optional section presents your personal priorities and desires in a teaching position.  If you include this, you 

should also include a discussion of how well PLNU fits your teaching goals and style; in addition you should provide 

brief data indicating how you participate in helping create the kind of classroom or university atmosphere you are 

describing. Certainly this would be very appropriate in a tenure application since tenure is granted to those 

professors who have demonstrated not only quality but also a good fit to the goals and style of the institution. This 

is one place you can present directly your view of PLNU’s mission as a Christian university and your role in 

advancing that mission. 

 

Listed below are potential items to be mentioned and some of the possibilities under each category. No one professor 

could be expected to fulfill all the possible functions listed. Moreover, the list provided is not exhaustive. It is merely 

designed to help stimulate your thinking about your own views on the role of the professor inside and outside the 

classroom. Include what is most relevant to you and skip the rest. 

 

Your view of the professor’s teaching role: teaching of crucial content; training in fundamental skills; 

training and mentoring of future professionals; spiritual guidance of young people; providing models of 

professional behavior; providing models of integration of faith and learning; increasing the current body of 

knowledge; developing future researchers; participating in a community of scholars; developing campus 

intellectual community; developing campus spiritual community. 

 

Your view of the ideal relationship between professor and students: relationship of passing on vital 

elements of basic knowledge; passing on culture; nurturing student’s capacity for personal growth and 

development; time outside of class as well as inside; ability to mentor closely and aid in professional 

development; mutual respect. 

 

Your view of the ideal relationship between professor and administration: level of trust and 

communication; financial support; recognition of valued activities; co-workers towards common goals; 

professor voice in goal setting and decision making. 

 

Your view of the ideal relationship between professor and colleagues: level of trust; openness of 

communication; collaborative efforts; sharing of ideas and resources; recognition of valued activities; 

common goals; mutual support, mentoring of new faculty.  

 

Your view of the ideal university community: acceptance of you as a complete person; integration of 

spiritual and emotional personhood into academic context; relationship between departments; channels of 

communication; community-building activities. 

 

Your view of the ideal relationship between university community and surrounding community: 
acceptance from immediate community; university participation with larger community; university 

awareness of community issues; mission to community; community involvement in university activities. 
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Scholarship
This section is of primary importance in applications for promotion and tenure since excellence in scholarship is an 

essential expectation of all professors. Since PLNU follows the four-part division of scholarship that Ernest Boyer 

details in Scholarship Reconsidered: Priorities of the Professoriate1
  we will refer to those terms here.  In the 

sabbatical application this information is also of primary importance, but you may want to arrange the information 

so that it helps highlight your qualifications to pursue the sabbatical project you are proposing. 

 

The Scholarship of Discovery 

This segment will include anything you have done that has added to the body of general knowledge or that 

has increased your personal command of your subject matter. Papers given, conferences attended, articles 

published, and books written are all appropriate to mention here. You may choose to mention these in more 

general form here (i.e. 1998-2002: 6 conference papers given at national and local conferences, 3 articles 

published in refereed journals, etc.) and to save details for your vita. You may also choose to mention here 

activities that represent ongoing personal intellectual development: personal efforts to keep current, 

internships, laboratory experiences and the like. 

 

The Scholarship of Integration 

This segment will include whatever you do to integrate your discipline with the larger academic world 

surrounding you, as well as whatever you do to integrate your faith into what you teach. 

 

Integration with other disciplines. This may include participation any or all of the following: discussion 

groups on campus, CTL events, Wesley Center events, team teaching activities, interdisciplinary consulting, 

steering groups for joint majors, and events for joint majors. (Examples of interdisciplinary consulting would 

be a mathematician providing statistical help for colleagues, a history professor helping a colleague with 

background information for a specific study, and a language professor helping a colleague with an article in a 

foreign language.) 

 

Integration of Faith and Learning. You may reference here the various ways that you combine these two 

in your work on campus. This can include the impact of your faith on either the content or the approach in 

your class, the impact of your faith on your own research, your participation in some of the integrative 

activities on campus (esp. discussion groups or Wesley Center events). It may also include much of what you 

do outside of class with students.  

 

The Scholarship of Application 

This segment will include activities that have involved the application of your skills to specific concrete 

tasks. Consultation experiences, papers, and many service experiences may all apply to this category. Your 

use of your skills in service to your students, your church, your department, your university, your community 

or to the scholarly community in your discipline will all provide data to show the application of your 

knowledge to concrete situations. 

  

The Scholarship of Teaching 

In this section it is appropriate to mention those things you do that show your success as a teacher and that 

show the thought and effort you give to the task of being a good teacher.  

 

                                       
1 Scholarship Reconsidered: Priorities of the Professoriate. © 1997 by the Carnegie Foundation for the Advancement for 

Teaching. ISBN: 0787940690.  
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Vita 
(a.k.a. Curriculum Vitae)

 
This section needs to be carefully formatted so that scanning is particularly easy to do. It should also be formatted 

with most important information first. The crucial items to include in this section (in addition to name, rank and 

other vital statistics) are education, work history, research, and church service.   

 

You may also wish to include some of the following: research in progress, continuing education (internships, on-

line courses, etc.), conferences attended, classes taught, honors received, committee work, administrative 

service, and community service.  

 

For a sabbatical project, research in progress will be particularly important. For a tenure application, all of the 

above are relevant. In such a document you may want to treat both service and teaching as separate areas. They are 

discussed as such in this document. 

 

Education  

Here you should include degree received, date received, granting institution and topic of thesis or 

lecture-recital (for the Ph.D., Ed.D., or D.M.A.). List degrees going backwards chronologically, with most 

recent first. 

 

Teaching experience 

You should include here the job title (rank and/or type of job), years of service (i.e. 1995-1999), and 

employing institution. Include relevant non-teaching professional employment. Your list should begin with 

your current employment and move backwards chronologically. You would not include here a list of courses 

taught. In both a sabbatical application and a tenure application, you will want to summarize the number of 

years taught since the number of years at PLNU is a criterion for sabbatical or tenure eligibility. 

 

Research and professional development 

If you have an extensive list of material here you may wish to sub-divide and list publications separately 

from conference papers or conferences attended. If your publication list is long you may prefers to 

subdivide by articles, chapters in books, textbooks, books. If your list is not very long you may still wish to 

make some subdivisions. The major rule should be that your vita is easy to skim for relevant information. 

This section should also include professional organizations in which you hold membership or in which 

you have other involvement. It should also include awards and honors. Finally you should include here any 

continuing education you have undergone. 

 

Church service  
This will include items such as Sunday school teaching, consultation with pastoral staff, work on brochures 

and spread sheets, work on church committees, and support work in church services. Church affiliation 

connected to these items should be mentioned. 

 

Other materials 

Remember that here, as elsewhere, your want to make this material easy to scan. The most relevant (i.e. the 

most recent) information should always be first so that it is easiest to locate.  

 

Format for clarity. Be sure to use bold type, spacing, indentation or other means to help make your 

information easy to find quickly.  
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 The Art of Teaching 
 

Continuing apprenticeship.  
Under this heading, mention the ways you are developing your art of teaching. This can include the various 

books and articles that you read, the observations you have made of others’ classes, the discussions of 

teaching you have had, the Center for Teaching and Learning events in which you have participated, the 

websites on teaching you have explored, the experimentation you have done with your teaching style 

(perhaps in an attempt to apply some specific teaching insight gleaned from a book or article or seminar), 

innovative techniques you have developed, and seminars and workshops you have attended. 

 

Personal effort.  
You can indicate here the kind of effort you put into developing your class. Time spent in creating supporting 

materials, in developing new techniques, in keeping lectures current are all appropriate to be mentioned. 

 

Student response.  
In order to gauge student response to your teaching, you should do some analysis of your teaching 

evaluations. You can reference the general level of these evaluations by doing a basic summary of where 

your courses are rated on the overall evaluation. If these overall measures are not yet where you wish them to 

be, you could instead indicate what elements of your teaching are generally rated highly. You can then look 

at progress made over the last few years on the overall evaluation measures as well as noting the efforts you 

are making to improve your teaching. Student comments can also be included as a sign that you are doing a 

positive job.  

 

Peer evaluations.  

Specific comments from peer evaluators can be appropriate as validation for self-statements. You may also 

make general reference to the number and type of peer evaluations. Letters from peers and from mentors 

supporting your application for promotion or for tenure are very appropriate. Supporting letters from your 

department chair and your area dean are essential. 

 

Representative data. 
Syllabi, sample examinations and quizzes, graded papers, handouts, project explanations, and sample 

projects—all these can serve to illustrate the time, thought and judgment you bring to bear on your 

classroom activities. Selected examples can be included in a data appendix that committee members can 

refer to if desired. 
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Service 
 

Commenting on the nature of the “service” category, Boyer points out that “[i]t is not unusual for any worthy project 

to be dumped into the amorphous category called ‘service.’...all too frequently, service means not doing scholarship 

but doing good.”
2
 Service is, however, a significant category for a tenure or promotion application since each 

recognizes not only academic excellence but also conformity to the mission of the university and to the spirit of the 

university community.  

 

Extent of service activities. Service activities may include service to your department, to the 

university, to the community, to the academic community of your discipline or to your church. Items 

should be listed briefly, in quickly summarized form unless they involve a substantial contribution to 

the community or the clear development or exercise of your academic expertise. 

 

Service to your department/the university. This will include any departmental or university 

committees on which you have served or which you have chaired. It will also include any special 

projects you have completed for your department or for the university (report writing, web work, 

creation of brochure, advising, student club, spread sheet, etc.). You may also list here any guest 

lectures given for other classes or departments or administrative areas.  

 

Service to your community. Include here significant committees on which you have served or which you 

have chaired as well as community organizations to which you belong. Also include reports, brochures, 

spreadsheets, and data analysis that you have done for community organizations. Equally important are 

volunteer work, consultations, and guest talks.  

 

Service to your discipline. Include here all professional organizations to which you belong as well as 

positions you have held in those organizations. Also include any special reports or projects on which you 

have participated for the discipline or for organizations related to the discipline (e.g. accrediting bodies, 

testing organizations, etc.). 

 

Spiritual Life 

For many people this is a difficult subject to broach because it is so intensely personal, so deeply rooted in one’s 

identity. Nonetheless, it is important for others to know the nature of your spiritual commitment and your own 

spiritual self-awareness will grow from the discipline of articulating for others the contours of your spiritual life. 

 

Explain here where you currently are in your faith journey and what you are doing to nurture your spiritual growth. 

As Wesleyans we believe that Christians grow from faith to faith, as Paul says. This ongoing growth is an important 

aspect of faith that we model for our students. In addition, explain the connection between your faith and your 

teaching. How does your faith enter the classroom? You may wish to speak of specific activities, spiritual content or 

even pedagogical techniques influenced by your faith.  

 

You may again wish to reference here the church you attend and your denominational affiliation as well as your 

church service activities. These activities can include service done within the structure of the church, but they can 

also include service done for the community. Working in an AIDS hospice, teaching in a prison, and helping 

rehabilitate child abusers are all forms of Christian service, even if they are done under the auspices of a community 

program with no specific religious purpose. 

                                       
2 Ernest Boyer, Scholarship Reconsidered: Priorities of the Professoriate. Princeton, N. J.: Carnegie Foundation for the 

Advancement of Teaching, ©1997, p. 22. 
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Sabbatical Project and Timeline 
Sabbatical Cover Sheet 

This part of the application form is essential in determining the criteria by which your application will be 

judged and should be filled out carefully, so that the percentages you assign to scholarship and to teaching 

accurately fit your project. You should not assume that scholarly projects are privileged over teaching 

projects.   

 
Proposed Program of Study 

You should state your basic sabbatical proposal in simple, clear language here and include any general 

background information which will make it easy for the committee to place this study in a context within 

the general body of knowledge and within the current state of knowledge in your specific discipline. Since 

you will be expanding on the project’s connection to other knowledge and specific utility further on in your 

application, you should only provide a brief overview. 

 

Personal interest and previous involvement 

You need to offer some narrative explanation of the connection between this project and work you have 

already done. The project may, for example, be a new direction suggested by your previous work or an 

obvious continuation of that work. The project may, on the other hand, involve a hitherto unexplored area 

whose absence from current research or pedagogy your previous work has made apparent. The project may 

even involve the acquisition or continued development of skills that will be vital to you in both research and 

teaching. You can also suggest here some of the ways in which this project connects to currently available 

knowledge. It should be noted, however, that sabbaticals are not to be used for retooling. Other university 

funds are available for such purposes and if this is your purpose, you should consult with your area dean 

about available support.  

 

Benefits to the institution 

Benefit to the institution can include the creation of information or of a study that will be important in the 

institution’s mission. It can also be a deepening of the skills that you use in teaching students. Your project 

may even have direct relevance to a specific class that you teach. Finally, your project may also involve 

students in ways that will directly benefit student learning. 

 

Relation to past and future research 

Another potential benefit of a sabbatical project can be its connection to further long-term study. This 

connection should be pointed out here.  

 

Time schedule 

You need to provide a specific time schedule for your study. Failure to do so or providing a schedule that is 

vague or unrealistic will suggest that you have not done enough background work to have a precise idea of 

what your study will involve or even that your actual study may not be realistic within the time frame given. 

 

Ancillary needs (course work, languages, travel, etc.) 

Should your project require course work, a foreign language (including computer languages or software 

capabilities), foreign travel or specific capabilities with machines, you need to indicate your ability to acquire 

the necessary skill in a timely manner or your current competence in the necessary skill. 

 

Bibliography 

A bibliography should be provided for your project. This bibliography may include works already read and 

works that you plan to read. You should probably distinguish between the two. This bibliography will again 

show that you have done some solid preparation for the sabbatical project and that you have some realistic 

assessment of the work that you can do during the sabbatical period. 
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Documents Recommended 
PORTFOLIO ITEM PROMOTION TENURE SABBATICAL 

General Overview    

    Philosophy of teaching Optional Yes No 

Scholarship    

    Scholarship of discovery Yes Yes As appropriate 

    Scholarship of integration Yes Yes As appropriate 
    Scholarship of application Yes Yes As appropriate 
    Scholarship of teaching Yes Yes As appropriate 
Vita    

    Vital Statistics Yes Yes Yes 
    Education Yes Yes Yes 
    Work history Yes Yes Yes 
    Research completed and in progress  Yes Yes Yes 
    Conferences attended Yes Yes Yes 
    Papers given Yes Yes Yes 
    Publications Yes Yes Yes 
    Continuing education Yes Yes As appropriate 

    Classes taught Yes Yes As appropriate 

    Professional organizations    

    Awards and honors    

    Service to church Yes Yes Optional 
Service    

    Service to department Yes Yes Optional 
    Service to university Yes Yes Optional 
    Service to professional discipline Yes Yes Optional 
    Service to community  Yes Yes Optional 
Religious Life    

    Spiritual life Yes Yes Optional 
Art of Teaching    

    Ongoing apprenticeship Yes Yes Optional 
    Personal effort Yes Yes Optional 
    Student evaluation Yes Yes No 

    Peer evaluation Yes Yes No 

Letters of Recommendation    

    Chair recommendation Yes Yes Yes 
    Dean recommendation Yes Yes Yes 
    Faculty recommendation Yes Yes Yes 

    Off-campus colleague recommendation Optional No Yes 

Sabbatical Proposal    

    Cover letter No No Yes 

    Topic No No Yes 
    Personal interest  No No Yes 
    Benefit of project No No Yes 
    Relation to past and future research No No Yes 
    Time schedule  No No Yes 
    Ancillary needs (course work, languages,  

    travel, etc.) 

No No Yes 

    Bibliography No No Yes 
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Preparing Portfolio Records 
Basic record keeping.  

Eventually professors apply for promotion, for sabbatical and for tenure. You can substantially reduce the 

work of preparing these applications by a simple process of record keeping. You will want to keep and file 

some items; in other cases you will simply wish to keep certain lists updated. If you keep these lists on your 

computer, be sure to backup your files. Some of these lists involve substantial time to compile and you do 

not want to risk losing information that you might not be able to reconstruct and that would take much time 

to rewrite even if you could remember it all. In addition you will wish to have materials on hand to 

provide as hard-copy verification to be included in an appendix with your application. 

 

Quantity and quality.  

Supportive data are most convincing if provided in both quantity and quality. You may decide to list specific 

qualifications (like articles published), but you may refer to others in more global fashion. Even then, 

however, you can provide some quantification, as illustrated by the following:  

 Spent 200 hours researching new material on course XYZ 123 

 Presented 6 papers and attended 17 conferences in my field from 1998 to 2004 

Over #___ years students have repeatedly (45x) written of their enthusiasm for my course XYZ 123. 

 

Frequency of record keeping.  

It is probably easiest to summarize and update your records once a year, perhaps at the end of the spring 

semester when information is still fresh. Keep a file for each academic year and, during the year, drop into 

the file any item to be included in your portfolio. Make brief notes of significant events and store these in 

your file. At the end of the academic year, you can organize these and update your store of information. A 

solid habit of record keeping will greatly facilitate your application for tenure, sabbatical and promotion as 

well as your application for grants and your faculty review process.   

 

Material to be collected. 

Research and professional activities 

Speaking engagements 

Articles published 

Papers delivered 

Conferences attended—theme, time, place, participation 

Professional organizations belonged to—any position held or jobs done 

Participation in campus discussion programs: Wesley, Science and Religion, Social Issues, CTL  

Further study or self-development, including study grants from PLNU or elsewhere 

Internships 

 

 Scholarship of teaching 

Activities you engage in to keep current in your field  

Interdisciplinary efforts; innovation efforts 

Progress in student evaluation areas, including overall evaluation 

Efforts made to improve teaching  

Student comments on evaluations: note recurrent themes and # of recurrences 

Unsolicited student notes: themes and # ____ of recurrences 

 

Service activities 

Committee assignments—any leadership taken, special charge of the committee, if any 

Special jobs—reports, studies, consultations 

Community organizations belonged to—positions held or jobs done 

Church involvement 

Mentoring activities for both students and faculty 
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What the committee looks for 
  

General guidelines. This particular aspect of PLNU policy is currently being worked on so that in the future 

it will be more clearly articulated than is currently the case. Nonetheless, there are some general guidelines 

that the Faculty Status Committee and the Faculty Resource Committee follow.  

 

When considering faculty for promotion or tenure, the Faculty Status Committee is looking for individuals 

who can show that they are actively pursuing excellence in teaching, in scholarship, in spiritual formation 

and in community service. 

 

The Faculty Resource Committee shares this vision of the ideal PLNU faculty member, but is particularly 

concerned with the value of the proposed sabbatical project for either scholarship or teaching. 


