
THURSDAY, AUGUST 10 
 

TO TENURE AND BEYOND! 
Session Location:  400 Pitt-Ferry Building (Windsor Downtown Campus) 

Lunch Location (optional):  Mazaar, 372 Ouellette Ave. 
 

9:00–9:25  
 
9:25–9:35    
 
 
9:40–10:40 
 
 
10:40–10:55  
 
 
10:55–11:05  
 
11:05–11:35 
 
 
11:35–12:20  
 

Breakfast  
 
Introductory Remarks  
Jeff Berryman, Associate Vice-President, Academic   
 
Disciplinary Networking: Early-Career and New-Faculty Discussion 
Groups 
 
Whole Group Debrief  
Jeff Berryman & Bev Hamilton  
 
Break 
 
Tenure and Promotion: Timelines and Process 
Jeff Berryman 
 
Works in Progress:  Documenting Your Scholarly Development  
Brent Lee, Associate Dean, Research and Graduate Studies 
Faculty of Arts, Humanities, and Social Sciences  
Veronika Mogyorody, Teaching and Learning Senior Fellow, CTL, and 
School of Creative Arts (emeritus)  
Steven Rehse, Head, Department of Physics  
 

12:20–12:30  Closing Remarks: To Tenure—and Beyond!   
Jeff Berryman  
 

12:30– 
 
 
1:45– 
 

OPTIONAL: Lunch Downtown (spouses and partners welcome!) 
Mazaar, 372 Ouellette Ave.  
 

OPTIONAL: Walking Tour of Detroit (spouses and partners 
welcome!) 
Dale Jacobs (English) and Erika Kustra (CTL)  

 



Disciplinary	Discussion	Groups	
9:40-10:40		

	

	

Disciplinary	Network	Discussion	Questions	

Introduce	yourselves:			
BRIEFLY:		
What	does	your	research	focus	on?		
Who	was	your	most	inspiring	instructor,	and	why?		
	
Discussion:			
What	kinds	of	impact	do	you	want	to	make	in	your	discipline,	and	for	your	students?		
What	kinds	of	things	could	get	in	the	way?		
What	kinds	of	things	are	helping/could	help?			
How	have	your	priorities	or	direction	changed	in	the	last	five	years?			
	
Are	there	programs/initiatives/ideas	from	other	institutions	where	you’ve	been	that	you’d	like	
to	see	launched	here?			
	
Q&A	–	What	do	you	need	to	know	more	about?			

	 	



Break-Out Rooms 
 

Group 1: Room 400  

Jill Crossman Earth and Environmental Sciences 

Jeffrey Dason Biological Sciences 

Steven Ralph Biological Sciences 

Drew Marquardt Chemistry & GLIER 
Oliver  Love  Biological Sciences  

John  Trant  Chemistry and Biochemistry     

Group 2:  Room 218 

Dan Xiao Physics 

Saeed Samet School of Computer Science 

Sherif Saad Ahmed School of Computer Science  
Steven Rehse  Physics  

Mehdi Kargar School of Computer Science     

Group 3: Room 110  

Yong Hoon Kim Civil and Environmental Engineering 

Arezoo Emadi Electrical and Computer Engineering 

Balakumar  Balasingam  Electrical and Computer Engineering  

Ofelia Jianu Mechanical Automotive and Materials Engineering 
Jacqueline Stagner  Civil And Environmental Engineering 

Edwin Tam Civil And Environmental Engineering 

Kemal Tepe  Electrical and Computer Engineering  

Beth-Anne  Schuelke-Leech  Mechanical, Automotive and Materials Engineering  

   
  

Group 4: Room 103 

Terence Eddy Faculty of Human Kinetics 

Patricia Millar Faculty of Human Kinetics 

Sara Scharoun Faculty of Human Kinetics 

Paula van Wyk Faculty of Human Kinetics 
Jess  Dixon Faculty of Human Kinetics 
Nadia  Azar  Faculty of Human Kinetics 
 
Group 5:  Room 101  

Beverly Jacobs Faculty of Law 

Jillian Rogin Faculty of Law 

Lisa Trabucco Faculty of Law 
Sujith Xavier Faculty of Law    

  



Group 6:  Room 219 

Sheila Boamah Faculty of Nursing 

Jody Ralph Faculty of Nursing 
Kathryn  Edmunds  Faculty of Nursing 

Kathy  Pfaff  Faculty of Nursing  

 
Group 7:  Room 116  

Russell Evans Odette School of Business 

Minjie Zhang Odette School of Business 

Hongwei Xu Odette School of Business  

Brent Furneaux Odette School of Business  

Mahmood Mohebshahedin Odette School of Business  

Wren Montgomery Odette School of Business  

Bill Wellington Odette School of Business     

Group 8: Room 117 

Wayne Ambrose-Miller School of Social Work 

Jijian Voronka School of Social Work 

Jayashree Mohanty  School of Social Work  
Dana  Levin  School of Social Work  

Robin Wright  School of Social Work  

Emmanuelle Richez Political Science 

Michael Boroughs Psychology  

      

Group 9:  Room 220  

Jason Grossi School of Creative Arts  

Kelly Chiriquí Languages, Literatures and Cultures 
Bruce  Kotowich School of Creative Arts  

Vincent  Georgie  School of Creative Arts  

Kelly Daniels  School of Dramatic Art 

Michelle  Macarthur  School of Dramatic Art 

 
 

 
 
 
 
 
 
 
 
 
 

Full group sessions will resume in Room 110/116 after the discussion groups.  



OPTIONAL UCAPT TEACHING DOSSIER GUIDE 
 
 
 

“Education is a seamless web, and if we hope to have centres of excellence in research, 
we must have excellence in the classroom. It is the scholarship of teaching that keeps the 

flame of scholarship alive”. (Ernest Boyer, 1995) 

 

This guide is intended to be as comprehensive as possible, to provide you with a wide range of options 
for documenting your teaching.  You should not feel obliged to include in your documentation every item 
described in the guide.  Furthermore, if a particular activity has not been listed but you think it is relevant 
to your teaching responsibilities, you should include it.   

There is a common perception that teaching is not easily evaluated, whereas research achievements are 
fairly easy to assess.  This guide is designed to counteract that perception by providing suggestions for 
faculty who wish to provide the University Committee on Academic Promotion and Tenure (UCAPT) with 
more substantial evidence of their teaching accomplishments than is conveyed by traditional means, such 
as SOST scores.  Undoubtedly, documenting teaching requires significant effort and planning, and the 
inclusion of a teaching dossier in a UCAPT file is entirely voluntary. The act of not submitting a dossier 
will not be viewed negatively.  On the other hand, if you do submit one, you may increase your chances 
that your teaching will get the credit it deserves.   

The teaching dossier (or portfolio as it is called in the US and Australia) is a Canadian creation. It has its 
genesis in the 1985 CAUT publication “The CAUT Guide to the Teaching Dossier:  Its Preparation and 
Use” written by Bruce Shore, Chris Knapper and others.  It is now widely used in Canada, the US, 
Australia, the UK, and several countries in Europe.  At McGill University, for example, the teaching 
dossier is a mandatory component of a tenure and promotion application. 

The most effective teaching dossiers are concise, focused and brief, a limit of 5 pages is recommended 
by UCAPT.  Supporting documentation should be included in Appendices, with a summary provided at 
the end of the dossier, and individual items referenced within the dossier.  Appendices are in addition to 
you 5-page limit and should be available to UCAPT and your AAU Promotion, Renewal and Tenure 
Committee.   

 
A.  TEACHING APPROACH 
 
1.  Teaching Philosophy  

Write a brief narrative describing your teaching philosophy and your learning goals for students. In 
formulating your statement, you might find it helpful to ask yourself the following questions:  How do I 
think students learn in my subject area? What do I want students to know, to do, and to feel about my 
subject area? How do I go about facilitating this learning?  

Examples of statements of learning objectives from specific course descriptions might be included as 
an appendix.  

2.  Teaching Practices  

Outline your teaching approaches and the steps you have taken to evaluate your effectiveness. 
Include descriptions of any innovations you have introduced in the classroom, as they illustrate a 
scholarly approach to teaching.  

The following questions may stimulate thought and help you to describe your teaching practices: 

§ How do I motivate students to learn?  How do I help students achieve the learning goals? 
[examples might include lectures, small group discussions, group work, team work, problem 
solving, inquiry methods, critical thinking pedagogy, feminist pedagogy, project-based 
approaches, student presentations].  
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§ How do I ensure clear communication in all contexts? 

§ What do I do to evaluate student learning?  

§ What materials, resources or technologies have I designed that best illustrate my approach? 

§ How do I promote diversity and inclusivity in (and beyond) the classroom?  What arrangements 
have I made to accommodate students' special needs? [Include a description of any provisions 
you may have made to improve the classroom climate, or your teaching methods, in order to 
ensure free and open participation and comfort for all your students regardless of gender, race, 
class, sexual orientation, or disability of any kind.]  

§ How do I promote students’ academic pursuits and stimulate interest in continued study of the 
discipline? 

§ How often and under what circumstances am I available to my students? 

3. Teaching Development 

The following questions may help you describe the steps you take to develop your teaching: 

§ How have I responded to unexpected circumstances (for example, conflict between students, 
racist, homophobic or pejorative remarks, in a course?) 

§ How do I monitor and assess my teaching? [examples might include peer feedback, ongoing 
student feedback, videotaping a class, descriptions of changes resulting from feedback] How do I 
incorporate the feedback into my planning? 

§ What seminars, workshops and conferences on teaching and learning have I attended? How 
have they improved or informed my teaching? 

 

B.  SUMMARY OF TEACHING CONTRIBUTIONS  

This section supplements the tables required for the UCAPT form by allowing you to detail the full range 
of your teaching contributions.  It provides a context for assessing your contributions and should not 
duplicate information already provided in the UCAPT form. 

1. Teaching Assignment 

§ How would I describe the organizational features of my teaching assignment to someone outside 
my AAU?  Include for example: number of TAs, lab hours, training provided to assistants and/or 
sessional instructors etc. 

§ What courses have I developed or substantially revised. 

2. Student Supervision  

Supervision differs from classroom teaching in a number of respects, e.g. it is typically done on a 
one-to-one basis, there is no set curriculum, and it can be extremely time consuming. To allow for an 
assessment of the extent of your contribution in this area, you might wish to provide data describing 
the normal supervisory practices in your AAU.  

§ Undergraduate Supervision  

§ Honours thesis supervision, indicate whether supervisor or committee member.  

§ Supervision of undergraduate independent study and/or directed readings.  

§ Supervision of a research practicum, athletic coaching, field placement supervision and 
coaching in the performing arts, etc. 
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§ Graduate Supervision  

§ Ph.D. thesis supervision, indicate whether supervisor or committee member.  

§ Masters thesis supervision, indicate whether supervisor or committee member.  

§ Supervision of graduate independent study or directed readings.  

3. Teaching Awards or Nominations  

Document all teaching awards you have received.  Nominations for awards may also be included as 
they provide an indication of your reputation as a teacher. Where possible, provide information 
regarding the nature of the award (how many are given, the adjudication procedure, etc.).  

4. Teaching-Related Activities  

There are a variety of activities which do not take place in the classroom but which do provide 
important support for teaching within an AAU. Include here activities, which may contribute to 
strengthening teaching, and have not been listed in other areas of your dossier or on your UCAPT 
form.  

§ Membership on Senate, AAU and other committees related to teaching and learning (e.g. the 
President’s Action Plan working groups). 

§ Provision of teaching development for teaching assistants and/or faculty members.  List 
workshops, seminars or lectures on teaching and learning that you have presented. 

§ Provision of consultation and/or observing colleagues’ teaching as part of formal or informal 
evaluation of teaching effectiveness. 

§ Development of teaching resources (include description, where relevant, of the use that has been 
made of your teaching materials by instructors in other AAU’s or universities). 

§ Establishment, adjudication or administration of awards or honours for student achievement. 

§ Involvement in retreats, curriculum review and/or program reviews for your own AAU or for other 
teaching units. 

§ Development of widely-used course evaluations or other assessment instruments.  

5.  Teaching-Related Publications and Other Professional Contributions  

The following items document your achievements in developing the theory and practice of teaching.   

§ Curriculum Materials: List all published and unpublished curriculum materials, textbooks, 
workbooks, case studies, lab manuals and other classroom materials, which you have developed.  

§ Research and Professional Contributions: List books (including chapters in books, edited books, 
and special issues of journals); articles (indicate whether refereed, solicited or non-refereed); 
papers in conference proceedings (indicate whether refereed or non-refereed); bibliographies; 
newsletters; unpublished conference papers, workshop presentations, and unpublished 
professional reports.  

§ Funding: List internal and external research grants and teaching development grants and/or 
fellowships received.  
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C.  TEACHING FEEDBACK 

Include evaluations of your teaching that have been conducted outside of SOST scores, for example: 

§ Unsolicited signed letters from students, TAs and/or colleagues. 

§ Peer evaluations based on visits to the classroom  

§ Other appropriate material 

 
 

D.  APPENDICES 

List all supporting documentation provided to your AAU Committee. This material is not included in your 
5-page limit. 

 
 

E.  REFERENCES 

O’Neil, Carol and Wright, Alan (1992). Recording Teaching Accomplishments: A Dalhousie Guide to the 
Teaching Dossier. Dalhousie University Office of Instructional Development and Technology, Halifax.  

Ross, Dorene et al (1995). Guidelines for Portfolio Preparation: implications from an analysis of teaching 
portfolios at the University of Florida. Innovative Higher Education 20 (1), 45-62.  

Seldin, Peter and Associates (1993). Successful Use of Teaching Portfolios. Anker Publishing, Bolton, 
MA.  

Shore, Bruce M., et al (revised 1986, reprinted 1991). The CAUT Guide to The Teaching Dossier. Its 
Preparation and Use. Canadian Association of University Teachers, Ottawa, Ontario.  

Teaching Documentation Guide, (1993). Senate Committee on Teaching and Learning, York University, 
Toronto.  

Teaching Dossier: A Guide, (1996). University Teaching Services, University of Alberta, Edmonton, 
Alberta.  

Teaching Dossier Preparation: A Guide for Faculty Members at the University of British Columbia. 
http://www.cstudies.ubc.ca/facdev/services/dossier.html#supp  

Urbach, Floyd, (1992). Developing a Teaching Portfolio. College Teaching 40 (2), 71-74.  

Weeks, Patricia (1998). The Teaching Portfolio: a professional development tool. International Journal of 
Academic Development, 3(1), 70-74.  
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Adapted	  from	  Brookfield,	  Stephen	  (1995).	  	  Becoming	  a	  Critically	  Reflective	  Teacher.	  San	  Francisco:	  Jossey	  
Bass.	  1995.	  

What	  Supports	  your	  Teaching	  Claims?	  	  	  	  
Possible	  Data	  Sources	  from	  UWindsor	  Teaching	  Dossier	  Template	  
	  
Self	  

§ Teaching	  statement	  or	  philosophy	  	  
§ Teaching	  practices	  summary	  	  
§ Course	  outlines	  (showing	  assessment	  plans)	  
§ Course	  outlines	  (showing	  alignment)	  
§ Early	  course	  materials	  or	  welcomes	  including	  LMS	  use	  
§ Sample	  course	  material	  (activities	  and/or	  lessons)	  	  
§ Excerpts	  from	  Course/Course	  materials	  demonstrating	  the	  integration	  of	  case	  studies	  and/or	  industry	  

experience	  
§ Tools	  used	  in	  marking	  (e.g.	  rubrics)	  
§ Sample	  assessments	  
§ Sample	  feedback/comments	  to	  students	  
§ Professional	  development	  undertaken,	  duration,	  changes	  made	  as	  a	  consequence	  
§ Details	  of	  contribution	  to	  the	  professional	  development,	  mentoring	  of	  others,	  and	  outcomes	  

	  
Colleagues	  

§ Peer	  feedback	  	  
§ Peer	  review	  of	  curriculum	  &	  teaching	  materials	  
§ Peer	  review	  of	  classroom	  teaching	  	  
§ Peer	  review	  of	  assessments	  and	  student	  work	  
§ Peer	  review	  of	  professional	  /authentic	  experience	  
§ References	  and	  letters	  from	  peers	  
§ Evidence	  of	  Adoption	  of	  teaching/curriculum	  materials	  by	  others	  	  
§ Development	  of	  assessment	  tools	  used	  by	  others	  
§ Teaching	  awards	  or	  nominations	  	  
§ Details	  of	  teaching	  and	  learning	  grants	  (successful	  and	  unsuccessful)	  and	  outcomes	  
§ Generated	  record	  of	  CTL	  workshop	  and	  course	  engagement	  from	  CTL	  registration	  data	  base	  
§ Involvement	  in	  undergraduate/graduate	  supervision	  with	  evidence	  of	  successful	  completion	  (as	  

appropriate)	  
§ Impact	  of	  teaching	  and	  learning	  projects,	  grants	  and	  other	  initiatives	  for	  the	  university	  or	  (inter)nationally	  
§ Letters	  or	  surveys	  of	  industry	  satisfaction	  on	  preparation	  of	  students	  for	  service	  learning	  projects	  
§ Invitations	  to	  partner	  with	  industry,	  letters	  of	  support	  from	  industry	  
§ Feedback	  from	  industry	  partners	  indicating	  alignment	  between	  industry	  requirements	  and	  learning	  

outcomes	  
§ Feedback	  from	  industry	  partners	  indicating	  the	  efficacy	  of	  programs	  in	  preparing	  graduates	  for	  

professional	  practice	  
§ Feedback	  from	  staff	  mentored	  
• AAU	  Head’s	  evaluation	  regarding	  effectiveness	  in	  promoting	  students'	  academic	  pursuits	  and	  stimulating	  

interest	  in	  continued	  study	  of	  the	  discipline	  	  
§ AAU	  Head’s	  evaluation	  regarding	  day-‐to-‐day	  availability	  to	  students;	  and	  the	  "demands"	  placed	  on	  

him/her	  by	  students	  and	  the	  candidate's	  willingness	  to	  assist	  students	  outside	  of	  formal	  class	  hours	  	  
§ AAU	  Head’s	  statement	  regarding	  any	  investigated	  student	  complaints,	  unusual	  patterns	  of	  withdrawal	  

from	  candidate’s	  classes	  	  	  
	   	  

New Faculty Orientation 2016, 8



Adapted	  from	  Brookfield,	  Stephen	  (1995).	  	  Becoming	  a	  Critically	  Reflective	  Teacher.	  San	  Francisco:	  Jossey	  
Bass.	  1995.	  

Scholarly	  Teaching	  and	  Literature	  
§ Excerpts	  from	  course/course	  materials	  demonstrating	  incorporation	  of	  current	  T	  &	  L	  research	  into	  

teaching	  activities	  
§ Excerpts	  from	  course/course	  materials	  demonstrating	  the	  incorporation	  of	  current	  disciplinary	  research	  or	  

the	  inclusion	  of	  research-‐oriented	  tasks	  
§ Copies	  of	  teaching	  and	  learning	  publications	  and	  details	  of	  contribution	  and	  impact	  
§ Details	  of	  teaching	  and	  learning	  conferences	  and	  presentations	  (and	  feedback	  from	  these)	  
§ Collaborative	  teaching	  and	  learning	  grants,	  publications	  

Students	  
§ Student	  comments	  	  
§ Sample	  feedback/	  comments	  to	  and	  from	  students	  
§ Student	  responses	  to	  surveys	  
§ Student	  participation	  in	  conferences,	  presentation	  of	  papers	  and/or	  publishing	  
§ Receipt	  of	  prizes	  or	  awards	  by	  students	  supervised	  (as	  appropriate)	  
§ Extent	  of	  participation	  by	  students	  in	  industry	  or	  community	  service	  learning	  projects	  
§ Details	  of	  mentoring	  roles	  and	  outcomes	  
§ Evidence	  of	  changes	  in	  a	  student	  or	  group	  of	  students	  

Possible	  data	  found	  in	  UWindsor’s	  Student	  Evaluations	  of	  Teaching	  (SET):	  	  
A1.	  Presented	  material	  in	  an	  organized,	  informed	  manner	  	  
A2.	  	  used	  instructional	  time	  well	  	  
A3.	  explained	  content	  clearly	  with	  appropriate	  use	  of	  examples	  	  
A4.	  was	  a	  clear	  and	  effective	  speaker	  	  
A5.	  communicated	  enthusiasm	  and	  interest	  in	  the	  course	  material	  
A6.	  stimulated	  your	  interest	  in	  the	  subject	  and	  motivated	  your	  learning	  	  
A7.	  attended	  to	  students’	  questions	  and	  answered	  them	  clearly	  and	  effectively	  
A8.	  was	  open	  to	  students’	  comments	  and	  suggestions	  
A9.	  was	  sensitive	  to	  students’	  difficulties	  
A10.	  Was	  approachable	  for	  additional	  help	  	  
A11.	  Was	  accessible	  to	  students	  for	  individual	  consultation	  	  
A12.	  Overall	  effectiveness	  as	  an	  instructor	  
	  
B1.	  How	  effective	  was	  the	  course	  outline	  in	  communicating	  goals	  and	  requirements	  of	  the	  course?	  
Learning	  outcomes	  alignment	  	  
B2.	  How	  consistently	  did	  the	  stated	  course	  goals	  match	  what	  was	  being	  taught	  in	  the	  course?	  	  
B3.	  How	  appropriate	  was	  the	  course	  format	  for	  the	  subject	  matter?	  	  
B4.	  	  How	  	  well	  	  did	  	  the	  	  methods	  	  of	  	  evaluation	  	  (e.g.,	  	  papers,	  	  participation,	  	  assignments,	  	  tests)	  reflect	  
the	  	  subject	  	  matter	  
B5.	  How	  fair	  was	  the	  grading	  of	  work?	  	  
B6.	  How	  timely	  was	  the	  grading	  of	  student	  work?	  	  
B7.	  How	  helpful	  were	  comments	  and	  feedback	  on	  student	  work?	  
B8.	  How	  well	  did	  the	  instructional	  materials	  (readings,	  audio-‐visual	  materials,	  etc)	  facilitate	  your	  learning?	  
B9.	  How	  well	  did	  the	  instructional	  activities	  (lectures,	  labs,	  tutorials,	  practica,	  field	  trips	  etc)	  facilitate	  your	  learning?	  	  
B10.	  How	  reasonable	  was	  the	  level	  of	  difficulty	  of	  the	  course	  material?	  	  
B11.	  How	  reasonable	  was	  the	  volume	  of	  the	  work	  required	  in	  the	  course?	  
B12.	  The	  value	  of	  the	  overall	  learning	  experience	  was	  
B13/B14.	  Your	  level	  of	  enthusiasm	  for	  taking	  this	  course	  at	  the	  time	  of	  initial	  registration/at	  the	  conclusion	  of	  the	  
course	  
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TEACHING  

DOSSIER:  A GUIDE 
Rene Day, Faculty of Nursing; Paul Robberecht, Department of Modern Languages and Comparative Studies; and Bente 
Roed, University Teaching Services  
 

I n t r o d u c t i o n  
 
Faculty members at the University of Alberta are responsible as scholars “active in teaching, in research, and in service” and are 
evaluated in terms of their performance in these three categories (Faculty Agreement, Article 7.01 - 7.09).  In view of the University’s 
mandated multifaceted teaching evaluation policy (GFC Policy Manual, section 111.2) a Teaching Dossier may provide the basis for 
the category "input from self.”  This Guide, in conjunction with A Guide to Evaluate Teaching1, is designed to help document 
achievements in teaching and to present evidence of these in the form of a Teaching Dossier2. 
 

 What is a Teaching Dossier?   A typical Dossier will consist of four sections: 
  
 A Teaching Dossier is a document intended to facilitate the 
presentation of a faculty member's teaching achievements and 
major strengths for self-assessment and interpretation by others. 
The process of developing the Dossier contributes to good 
teaching by stimulating self-reflection, self-analysis, and self-
development.  The Teaching Dossier is a yearly record and a 
cumulative record of teaching activities results.  The yearly record 
is a key document designed to help faculty members review their 
teaching philosophy, goals, and strategies and organize material 
for inclusion in the Annual Report under the "teaching" section.  
Ultimately, yearly records become a cumulative record helpful for 
the preparation of documents requiring historical information 
(nominations for teaching awards, applications for research 
leaves, teaching development 

•  Approach to Teaching 
•  Teaching Contributions 
•  Reflections on and Assessment of Teaching 
•  Supporting Documentation. 

 

How to Proceed 
 
 

                                                     

The following offer a wide range of options for 
documenting your teaching and may be included in your 
Dossier1.  In making a selection appropriate to your own case, 
consider the unique elements of your teaching style, the 
subject matter you teach, and other concerns (such as the type, 
level, and number of students in your courses).  If a particular 
activity has not been listed but is relevant to your teaching 
responsibilities, include it. 

grants, positions, tenure, promotion, etc.). 
 
 The Dossier, a three to eight page document with 
appendices, reflects a number of related areas of inquiry.  These 
may vary according to the specific needs of individual teaching 
units, though research on dossier preparation agrees that because 
the accent of the Dossier is placed on a compilation of materials 
that make the case for the instructor's effectiveness, the following 
categories play a significant role:   

 
1. Ideally, you should begin gathering and retaining 

information which pertains to your teaching from the first 
day of your first teaching assignment.  When making 
decisions about what to retain and what to discard, 
remember that it is better to err on the side of saving too 

  
(a) a statement regarding the faculty member's teaching 

philosophy, goals, and strategies;  
1A Guide to Evaluate Teaching (1994) is available through the Campus Wide 
Information System (CWIS) and in the Resource Room, University Teaching 
Services. (b)  a description of teaching (planning, preparing, and teaching 

courses; assessing student learning; and giving feedback;  1In Britain and the United States a Teaching Dossier is often called a 
Teaching Portfolio. (c) an evaluation of teaching accomplishments; and 

(d) suggestions regarding possible changes for future teaching. 
 1University Teaching Services has a collection of materials detailing the 

development of teaching documentation as well as model Teaching Dossiers.  
These may serve as useful supplements to this Guide. 
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 much than destroying material that may later prove useful. 
 Teaching Contributions Keep copies of all items referred to in your teaching 

documentation such as examination outlines, original copies 
of course evaluations (unless they are kept by your unit), 
letters from chairpersons and students, samples of students' 
work, etc.  These materials will not necessarily be included in 
your Teaching Dossier but should be retained in case original 
evidence is required.  There should be a reference in your 
Teaching Dossier informing the reader that such materials are 
available. 

 
 Consider the following items for your Teaching 
Dossier.  To assist the reader of the Dossier, elaborate on 
selected items. 
 
2.1 Teaching Responsibilities 
 

See Appendix B for examples. 
  
2.2 Supervising and Advising Students You may wish to include as an appendix a few representative 

samples of materials that illustrate accomplishments referred 
to in your Teaching Dossier (e.g., an exemplary course 
outline, unsolicited letters from students, or an outline of a 
particularly innovative assignment).  A one-page reflection 
on the included samples enhances their value. 

 
To allow for an assessment of the extent of your 
contribution in this area, you might wish to provide data 
describing the average supervision load in your 
department.  See Appendix C for documentation. 

  
2.3 Activities undertaken to Improve Teaching and 

Learning 
2. It might be helpful to consul your department’s mission 

statement, the University's mission statement, the 
University's Academic Plan, the sections on teaching in the 
Faculty Agreement, the GFC Policy Manual, and other 
relevant documents, to identify the goals priorities, and 
expectations of the University concerning excellence in 
teaching. 

 
Professional development comprises all steps taken to 
improve an instructor's effectiveness.  See Appendix D 
for examples. 

 
2.4 Committee Service regarding Teaching and Teaching 

Issues 
 
3. Examine the Teaching Contributions in section 2 and select 

those areas, and items which are most applicable to your 
teaching; list accomplishments in each area. 

 
A variety of activities do not take place in classrooms 
but do provide important support for teaching.  Some of 
these departmental, faculty, and University-wide 
activities which contribute to strengthening teaching are 
described in Appendix E. 

 
4. Summarize your teaching contributions.  Include graduate 

and undergraduate teaching and your contributions to 
curriculum and course developments.  Highlight your 
teaching strengths.  

2.5 Publications and Professional Contributions  
 5. If you have an item that cuts across teaching and another 

category (e.g., service), select the one where it fits the best 
and cross reference it in the other category. 

This section includes your achievements in developing 
for a wider audience the theory and practice of 
teaching.  Publications on teaching, papers, seminars, 
and workshop presentations may be included.  See 
Appendix F for examples. 

 

Approach To Teaching 
  

1.1 Philosophy Reflections on & Assessment of 
Teaching 

 
It is useful to begin with a discipline-related statement 
outlining your teaching philosophy, your views about 
students, learning, and teaching.  Examples of statements 
of objectives from specific course descriptions may be 
included. You may choose to note the changes you expect 
or are trying to accomplish in your teaching, and how your 
courses contribute to the students' achievements in their 
university programs. 

 
3.1 Documentation of Results of Teaching 
 

See Appendix G for examples of the different types of 
documentation. 

 
3.2 Reflections on Teaching and Student Learning   1.2 Teaching Goals, Strategies, and Evaluation Methods You may provide summary statements that reflect your 

assessment of the effectiveness of your teaching and the 
resulting student learning.  Here you may include 
background information that provides the context for 
the previous section (e.g., 8 a.m. class, inappropriate 
classroom, too cold).  Teaching strategies that worked 

 
Self-reflection on the consistency among your teaching 
philosophy, goals, learning objectives, teaching strategies, 
and ways to evaluate students is helpful.  Examples of 
materials to include are found in Appendix A. 
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well and those that perhaps did not work out as well may 
be included.  Describe what changes, if any, you plan to 
make in your teaching. 

 
3.3 Future Plans 
 

Consider including both short-term (within one year) 
and long-term (two to five years) goals related to 
further development of your teaching skills (e.g., 
Short-term:  Over the next year I plan to convert my 
lectures in Course XYZ into case studies and to 
experiment with small group learning. Long-term:  
Over the next three years I plan to develop an 
interactive video program for first year students in 
Course ABC and develop a research project 
comparing two teaching strategies:  traditional lecture 
approach and problem-based learning). 

 

Supporting Documentation 
 
 Provide a table of contents of the documentation 
which you have selected to support your accomplishments. 
 
Appendix A 
 
1.2 Teaching Goals, Strategies, and Evaluation 

Methods 
 

< Course materials, special notes, handouts, problem sets, 
laboratory books, computer manuals, portfolio of student 
work, etc. relevant to your teaching methods. 

< Teaching methods (e.g., lecture, small group discussion, 
problem-solving, collaborative inquiry, critical thinking 
pedagogy, problem-based learning, case studies, project-
based, student presentations). 

< Procedures used to assess or evaluate student learning.  
Arrangements made to accommodate needs of special 
students. 

< Teaching developments undertaken (course design, curricular 
changes to include gender issues, student diversity, subject 
matter, methods of presentation, evaluation procedures, 
specially designed assignments, teaching methods geared to 
developing critical skills, as well as developments involving 
teaching resources such as films, computer materials, and 
other audio-visual material), and, where possible, evidence of 
the effectiveness and impact of the teaching developments 
you have undertaken. 

< Research activities related to teaching and student learning. 
 
Appendix B 
 
2.1 Teaching Responsibilities 
 
< Titles and numbers of courses taught, including graduate, 

undergraduate, and reading courses.  Indicate with an asterisk 
courses you have developed or substantially revised. 

< Number of students in each course.  Describe your workload 

including, where appropriate, the number of teaching 
assistants assigned to assist you in the course and the 
nature of their involvement. 

< Details of other teaching activities such as seminars, 
advising students, supervision of a teaching or research 
practicum, athletic coaching, field placement supervision, 
and coaching in the performing arts. 

< Teaching which has contributed to the achievement of 
awards, honours, and employment for students. 

 
Appendix C 
 
2.2 Supervising and Advising Students 
 
 Documentation of supervision activity includes 

names of those supervised and the nature and the 
extent of the supervisory activity.  It is also useful to 
indicate the outcome of the supervision (e.g., the 
thesis title and acceptance date, the citation 
information of a student publication, or the date and 
venue of a public performance). 

 
< Ph.D. thesis supervision (indicate whether supervisor or 

committee member). 
< Master's thesis supervision (indicate whether supervisor 

or committee member). 
< Honour’s thesis supervision (indicate whether supervisor 

or committee member). 
< Supervision of graduate and undergraduate independent 

study or directed readings. 
< Advisement on program of study, courses, or career and 

professional advice. 
< Supervision which has contributed to publications, 

exhibitions, performances, and conference presentations 
by students. 

 
Appendix D 
 
2.3  Activities Undertaken to Improve Teaching and 

Learning 
 
< Steps taken to assess and respond to general problems 

arising in a course, which may necessitate re-design or re-
focus of course content. 

< Results of student ratings or questionnaires designed by 
you to solicit assessments of your teaching effectiveness. 

< Description of efforts made to improve the classroom 
climate or your teaching methods. You may wish to 
consider items such as steps taken to ensure free and open 
participation and the comfort of all learners regardless of 
gender, ethnic origin, class, age, sexual orientation, or 
ability. 

< Seminars, lectures, workshops, and conferences on 
teaching and learning approaches and techniques (internal 
and external) attended. 
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Appendix F Appendix E 
  
2.5 Publications and Professional Contributions 2.4 Committee Service regarding Teaching and Teaching 

Issues  
 It is helpful to include information about the nature of your 

audience and your contribution.  It may be useful to include details such as names of 
committees, dates, and the nature of your contributions.  

 < Curriculum materials.  Details of published and 
unpublished curriculum materials, textbooks, workbooks, 
case studies, class notes, lab manuals, and other 
classroom materials which you have developed. 

< All activities concerned with teaching that you have 
undertaken as a member of a faculty, department, or cross-
disciplinary committee, sub-committee, ad hoc committee, or 
task force.  Consider membership on General Faculties 
Council and its sub-committees; Senate; Board of Governors; 
AAS:  UA; Library committees, University service units; 
Teaching and Scholarship committees; Presidential 
committees; Advisory boards (examples: Academic Planning 
Committee, Council on Student Life, Committee for the 
improvement of Teaching and Learning, Special Sessions 
Committee, Undergraduate Awards and Scholarship 
Committees, Undergraduate Teaching Awards Committee, 
University of Alberta Preview Days, and other committees, 
working on academic policy, curriculum, review, planning, 
and implementation topics). 

< Research and professional contributions related to 
teaching.  Books (including chapters in books, edited 
books, and special issues of journals); articles (indicate 
whether refereed, solicited, or non-refereed); papers in 
conference proceedings (indicate whether refereed or non-
refereed); bibliographies; newsletters; unpublished con-
ference papers; workshop presentations; and unpublished 
professional reports. 

< Funding related to teaching.  Internal and external 
teaching development grants, fellowships, and research 
grants received. 

 
Appendix G < Professional training, orientation, or development for 

teaching assistants.  
< Professional training, orientation, or development sessions 

for faculty, such as orientation sessions for new faculty, and 
sessions that introduce or raise consciousness about teaching 
techniques or technological developments. 

3.1 Documentation of Results of Teaching 
 
< Results of the multifaceted teaching evaluations (GFC 

Policy Manual, section 111.2). 
< Mentor Program. < Results (statistics) and student comments from the GFC 

Universal Student Ratings of Instruction as well as the 
results of questions selected by your department, faculty, 
and you. 

< Peer Consultation Program. 
< Teaching awards committees for full- and part-time 

instructors and teaching assistants. 
< Involvement in establishing, adjudicating, or administering 

awards or honours recognizing and celebrating student 
achievement. 

< Unsolicited letters from students; and solicited letters 
from students and teaching assistants. 

< Feedback which has been initiated by groups of students. 
< Observing others teach as part of formal or informal 

evaluation and feedback regarding teaching effectiveness. 
< Objective indicators of student progress, where available 

(e.g., proficiency tests; examples of students' work 
"before" and "after"; students' standings on nation-wide 
tests). 

< Accreditation committees. 
< Curriculum planning/review committees or task forces. 
< Program revision committees. < Peer evaluations or reviews based on visits to your 

classroom or on scrutiny of your course materials. < Organization of retreats and strategic planning sessions. 
< Development of department teaching resources such as a 

computer instruction project, a teaching materials resource 
centre, a reference map collection, and a visiting scholar 
program. 

< Teaching awards received by you including departmental, 
faculty, and University of Alberta awards, and external 
awards (professional association, civic groups, nation-
wide, and international teaching awards). Nominations for 
awards also indicate your reputation as a teacher. < Coordination of multi-section, sequenced, or inter-related 

courses.  
< Other cross-University committees, standing or ad hoc, 

which examine teaching and learning matters. 
< Use of your teaching materials by instructors in other 

departments, faculties, colleges, or universities. 
< Involvement in program review of other teaching units. 
< Workshops, seminars, or invited presentations within and 

outside of the University. 
< Involvement in providing consultation or review to 

instructors in other units in improving teaching effectiveness. 
< Development of widely-used student ratings of instruction or 

other assessment instruments. 
< Teaching involvement outside your unit. 
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In the preparation of this Guide we have consulted the following 
Canadian publications and wish to acknowledge their works: 
 
Recording Teaching Accomplishments:  A Dalhousie Guide to the Teaching 
Dossier 
Carol O'Neil and Alan Wright, Office of Instructional Development and 
Technology, Halifax, 1992. 
 
Teaching Documentation Guide 
Senate Committee on Teaching and Learning, York University, Toronto, 
December 1993. 
 
The CAUT Guide to The Teaching Dossier:  Its Preparation and Use 
Bruce M. Shore et al., Canadian Association of University Teachers, revised 
1986, reprinted 1991. 
 
 
University of Alberta Edmonton 
 
© 1996 Teaching Dossier:  A Guide 
is published and distributed by University Teaching Services, University of 
Alberta, Edmonton, Alberta  T6G 2GL 
 
If you have comments on the Guide or suggestions for future revisions, 
please contact the director at (403) 492-2826 or by e-mail:  
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Survival manual for new faculty 
Seasoned faculty members around the country offer 
tips for new professors. 
By ASHLEIGH VANHOUTEN | University Affairs, September 9, 2015 
http://www.universityaffairs.ca/features/feature-article/survival-manual-for-new-faculty/ 
 
Your first term as a full-time professor can be overwhelming, to say the least. The 
demands for your time and attention from different quarters may seem never-ending. No 
doubt there will be some areas of responsibility where you feel inadequate. 
So, we turned to faculty and staff who are known for their expertise in teaching, research 
and service for advice. Their responses were thoughtful, diverse and rich with experience. 
We’ve collected them into categories of teaching, research and service as well as 
relationships and work-life balance. We hope this advice will help get you off to a 
smooth start. 
Teaching 
Seek feedback. One useful technique to refine your teaching approach is known as 
“Stop, start, continue.” Ask students to write one or two ideas under each heading – 
things they would prefer you to stop doing, start doing and continue doing in support of 
their learning. Collect their input and report back during the next class on the common 
themes. This will provide an early indicator of your effectiveness and an opportunity to 
adjust your approach before the end of the semester’s course evaluations (which will 
inevitably be higher as a result). Students appreciate faculty who seek their input and 
demonstrate, in concrete ways, their willingness to adapt.  – Julia Christensen Hughes, 
dean of the college of business and economics at the University of Guelph 
Develop and nurture your lab groups. Know that what your graduate students do and 
say reflects on you. Help them understand that you are committed to their success, both 
in their graduate program and beyond. As a junior faculty member, one of your important 
roles is to be an idea generator: you must inspire and motivate your graduate students. Put 
their success first. You will always win with that formula. –Jeffrey McDonnell, professor 
in the school of environment and sustainability, University of Saskatchewan 
Be willing to take risks. Full-time academic faculty members are given an unusual 
degree of security. We have a great deal of latitude in our teaching, relatively little 
supervision by the administration and a lot of good will from our students. In this context 
we can afford to take risks, try new teaching techniques, address challenging materials 
and reveal our real passions. We can take risks to reform the university environments in 
which we work, both in our classrooms and in the institution as a whole. Over the long 
term, risk-taking innovations lead to healthy, creative universities. –David Creelman, 
professor of English in the department of humanities and languages, University of New 
Brunswick 
Be a mentor for the next generation. Our potential for direct or indirect impact on our 
students is hard to measure, but it is easy to underestimate. At the risk of sounding 

New Faculty Orientation 2016, 15



nostalgic, in an era of continuous electronic connectivity it is the human connection we 
make with students through our teaching and mentoring that has the potential to be life-
changing. A kind word of encouragement or well-informed advice dispensed at the right 
time can have a profound impact on the decisions and life trajectory of many students, as 
they try to gain a foothold in an increasingly competitive and complex world. – Zopito A. 
Marini, professor of child and youth studies in the faculty of social sciences and a 3M 
National Teaching Fellow, Brock University  
Research 
Carve out uninterrupted research time. Set at least one day aside per week to work, 
uninterrupted, on your research.  Avoid email and immerse yourself in your 
writing.  Welcome the peer review process; it will inevitably strengthen your work. 
Present your ideas at departmental research seminars; ask your peers for feedback.  When 
you do get a publication accepted, work with communications experts at your university 
to prepare a press release or write an article for the opinion pages of a newspaper.  (We 
all need to do a better job of demonstrating the relevance of our scholarly pursuits to the 
public.)  And, share your research with your students.  Finding ways to effectively 
combine all of your scholarly interests — research, teaching and disseminating 
knowledge — will help get maximum benefit from your efforts.  –Dr. Christensen 
Hughes, U of Guelph 
Develop a clear research focus, mission and identity. This research brand identity 
should be the umbrella for all your work. Have a few key questions that can define you 
and your work, ones that will sustain you for years or even decades (mine have been the 
same for 25 years). Then seek to lead the field on these questions with journal 
commentary, journal papers, editing books and special issues, invitations to give talks 
and conference sessions. At tenure time, you’ll  be ”known” for something, and this focus 
will help you through your entire career. – Dr. McDonnell, U of S 
Learn about the culture and politics of your department and university. Every 
department is different, and you will be interacting with many members and staff of the 
department over time. Learn how department decisions are made. Find out which people 
are good resources for you. Gauge the interests and strengths of various people in the 
department. Beyond the department, discover, explore and exploit the university’s 
services, particularly in the area of grant-writing support and teaching. –Marty Wall, 
teaching consultant, University of Victoria 
Service 
Volunteer. Strategically volunteer for a service assignment that fits well with your 
teaching or research and that will give you some profile.  This will help you connect with 
others and learn more about the functioning of your discipline, department, the university 
or your community.  You will also establish yourself as someone who wants to help make 
a difference. But be sure to choose something that is not too onerous because the bulk of 
your time must go towards establishing your teaching and research. Try to choose 
something that is high-profile and valued, and say no to other service engagements. – Dr. 
Christensen Hughes, U of Guelph 
Be an engaged, organizational citizen. By becoming actively involved, I learned a lot. 
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For example, I learned more about the assessment process from serving on the 
assessment committee early in my career than I ever could have from reading the 
collective agreement. My service on various committees also helped me integrate quickly 
into the department, faculty and institution. Of course, you have to be prudent about how 
much service you commit to, but social integration into the life of the institution is key to 
winning allies and advocates, and it helps you understand the institutional culture. This is 
especially important for members of various minority groups who might be overlooked if 
they remain unknown.  –Joy Mighty, associate vice-president (teaching and learning), 
Carlton University 
Deliver.   You must seek to excel. And it is the effort that counts even more than the 
results. If you say you will do something, get it done. You will become known as 
someone who delivers.  Delivering applies to every aspect of your role as a faculty 
member. It means giving 100 percent in your teaching, your research and your service 
responsibilities. Let’s see –that’s 300 percent. Wow! Welcome to academia. – Dr. 
Mighty, Carlton 
Be a mentor. Meet new professors in other departments and faculties so that you can 
learn from each other and break the isolation. In your first year, find a mentor-buddy 
inside your department who can show you the ropes. Later, you can seek a mentor 
outside your department and faculty. – Françoise Moreau-Johnson, manager of the 
Centre for Academic Leadership, University of Ottawa 
Relationships 
Surround yourself with good people. Three or four senior colleagues provided 
tremendous support to me when I was starting out. Only one of them was even close to 
my field of specialization, but they allowed me to vent, showed me the ropes and offered 
blunt and targeted advice. A couple of them found ways to co-author with me, one helped 
me design my first grad course, another sat in on my first undergrad classes and critiqued 
and critiqued (and drew caricatures of me while I lectured). Other “good people” are 
those from outside the university who conduct research with me; they open doors for me 
and my students. Good people might be fellow academic collaborators who complement 
your style, are reliable, energize you, challenge you and encourage you to do your best. – 
Maureen G. Reed, professor and assistant director with the school of environment and 
sustainability, University of Saskatchewan 
Be good to others. Academia is a small world. As time goes on, you will come across 
people in your field all over the world who know you, know of you, know someone who 
knows you. What goes around will come around. So being a good citizen and finding 
ways to pay forward or pay back will also reap rewards down the road. If you surround 
yourself with good people, be sure to be a good person in that virtuous circle. –Dr. Reed, 
U of S 
Be mindful of becoming isolated. Even though academic pursuits remain largely 
individualistic, it is worthwhile, even necessary, to make the effort to become an active 
contributing member to various communities.  Academics can simultaneously belong to 
many communities, each with its unique culture, norms and values, ranging from one’s 
department and university to national and international professional organizations. 
Remaining connected to these communities can have both personal and professional 
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benefits. – Dr. Marini, Brock 
Accept that your colleagues and students won’t always like you. When I started as an 
assistant professor, a longtime mentor said to me: “Learn how to say no.” Great advice. 
But by saying no — to students demanding higher marks, to administrators wanting you 
to apply for more and bigger grants, to colleagues looking for administrative help — 
people will inevitably be disappointed and sometimes angry with you. Learning how to 
say no also requires learning how to accept that people won’t always like you. – David R. 
Smith, assistant professor in the biology department, Western University 
Don’t continually compare yourself to others. In today’s world of academic metrics 
and faculty websites, it is easy to compare yourself to your colleagues, peers and former 
supervisors. But continually doing so can lead to a sense of inadequacy or an inflated 
ego, neither of which is a productive or healthy mindset. Know where the bar is set – for 
your department, institute and field of study – but then focus on your own goals and don’t 
get distracted by rankings. –Dr. Smith, Western 
Work-life balance 
Take a moment each day to appreciate the university campus where you 
work.  These campuses hold some of the most majestic and historic buildings, and care 
has been put into their layout.  We build grand, edifying things for grand, edifying 
ideas.  Higher education is one of these ideas that matter, and the campuses by and large 
reflect this belief. –Theodore Christou, assistant professor of social studies, graduate 
faculty, Queen’s University 
Say no.  Practice in the mirror if you must, but say no.  You need not supervise every 
student who asks you to do so.  You need not serve on every committee that has an open 
space.  You need not take on every collaboration in writing.  Say no once a day, at least, 
and follow this up with ”thank you.” –Dr. Christou, Queen’s University 
Develop coping skills early. This will get you through the first few years where work-
life balance is difficult. It will get easier with time as you become faster and more 
efficient at tasks that now consume enormous amounts of time (paper reviews and 
committee work, for example). In fact, it gets easier with each passing year. Book what’s 
important to you first. Then book around those things. Rank the items on your daily to-do 
list to best serve your most important needs (e.g. writing and submitting research papers). 
Learn how to say no with great diplomacy. Delegate where possible, set realistic 
deadlines and give yourself permission to take (some) evenings or weekend days off. –
Dr. McDonnell, U of S 
Organize and manage your time. The first few months are crucial and it is easy to 
spend too much time on some things and too little on other things. Establish an orderly 
routine that takes into account deadlines and responsibilities, and establish some 
discipline in meeting your short- and long-term commitments in good time. –Dr. Wall, 
UVic 
Foster relationships and interests outside academia. Academic jobs can be all-
encompassing: my work, which is my passion, spills into every aspect of my life and at 
times can make my life feel unbalanced. Consequently, I’ve tried hard to foster 
friendships, hobbies and interests outside academia. It’s amazing how refreshing it is to 
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spend an evening or weekend with someone who could care less about genome evolution 
and university politics.  –Dr. Smith, Western 
Make time for yourself. This sounds obvious, but we can become so busy “doing” –
researching, teaching, serving and home-making – that we don’t take enough time to 
reflect on what we are doing, how and why. A president once advised me to schedule 
time for myself every week. I took that advice seriously and ever since have dedicated 
one day a week (typically Friday) as my work-at-home day. It allowed me to reflect on 
what I was doing and why. I could catch up on things I’d been planning to do all week, or 
plan ahead, slow down and breatheI created a sign for my door that said My Maintenance 
Day and if I had to go into the office for some reason, everyone understood that I was not 
really there.  People humoured me and respected it. –Dr. Mighty, Carlton	  
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Felder,	  Richard,	  "Things	  I	  Wish	  They	  Had	  Told	  Me."	  
Chem.	  Engr.	  Education,	  28(2),	  108-‐109	  (Spring	  1994).	  	  

THINGS	  I	  WISH	  THEY	  HAD	  TOLD	  ME	  

Richard	  M.	  Felder	  
Department	  of	  Chemical	  Engineering	  

North	  Carolina	  State	  University	  
Raleigh,	  NC	  27695-‐7905	  

Most	  of	  us	  on	  college	  faculties	  learn	  our	  craft	  by	  trial-‐and-‐error.	  We	  start	  teaching	  and	  doing	  research,	  make	  lots	  
of	  mistakes,	  learn	  from	  some	  of	  them,	  teach	  some	  more	  and	  do	  more	  research,	  make	  more	  mistakes	  and	  learn	  
from	  them,	  and	  gradually	  more	  or	  less	  figure	  out	  what	  we're	  doing.	  

However,	  while	  there's	  something	  to	  be	  said	  for	  purely	  experiential	  learning,	  it's	  not	  very	  efficient.	  Sometimes	  
small	  changes	  in	  the	  ways	  we	  do	  things	  can	  yield	  large	  benefits.	  We	  may	  eventually	  come	  up	  with	  the	  changes	  
ourselves,	  but	  it	  could	  help	  both	  us	  and	  our	  students	  immeasurably	  if	  someone	  were	  to	  suggest	  them	  early	  in	  our	  
careers.	  For	  whatever	  they	  may	  be	  worth	  to	  you,	  here	  are	  some	  suggestions	  I	  wish	  someone	  had	  given	  me.	  	  

• Find	  one	  or	  more	  research	  mentors	  and	  one	  or	  more	  teaching	  mentors,	  and	  work	  closely	  with	  them	  for	  at	  
least	  two	  years.	  Most	  faculties	  have	  professors	  who	  excel	  at	  research	  or	  teaching	  or	  both	  and	  are	  willing	  
to	  share	  their	  expertise	  with	  junior	  colleagues,	  but	  the	  prevailing	  culture	  does	  not	  usually	  encourage	  such	  
exchanges.	  Find	  out	  who	  these	  individuals	  are,	  and	  take	  advantage	  of	  what	  they	  have	  to	  offer,	  if	  possible	  
through	  collaborative	  research	  and	  mutual	  classroom	  observation	  or	  team-‐teaching.	  	  

• Find	  research	  collaborators	  who	  are	  strong	  in	  the	  areas	  in	  which	  you	  are	  weakest.	  If	  your	  strength	  is	  
theory,	  undertake	  some	  joint	  research	  with	  a	  good	  experimentalist,	  and	  conversely.	  If	  you're	  a	  chemical	  
engineer,	  find	  compatible	  colleagues	  in	  chemistry	  or	  biochemistry	  or	  mathematics	  or	  statistics	  or	  
materials	  science.	  You'll	  turn	  out	  better	  research	  in	  the	  short	  run,	  and	  you'll	  become	  a	  better	  researcher	  
in	  the	  long	  run	  by	  seeing	  how	  others	  work	  and	  learning	  some	  of	  what	  they	  know.	  

• Whenever	  you	  write	  a	  paper	  or	  proposal,	  beg	  or	  bribe	  colleagues	  to	  read	  it	  and	  give	  you	  the	  toughest	  
critique	  they're	  willing	  to	  give.	  Then	  revise,	  and	  if	  the	  revisions	  were	  major,	  run	  the	  manuscript	  by	  them	  
again	  to	  make	  sure	  you	  got	  it	  right.	  THEN	  send	  it	  off.	  Wonderful	  things	  may	  start	  happening	  to	  your	  
acceptance	  rates.	  

• When	  a	  paper	  or	  proposal	  of	  yours	  is	  rejected,	  don't	  take	  it	  as	  a	  reflection	  on	  your	  competence	  or	  your	  
worth	  as	  a	  human	  being.	  Above	  all,	  don't	  give	  up.	  Take	  a	  few	  minutes	  to	  sulk	  or	  swear	  at	  those	  obtuse	  
idiots	  who	  clearly	  missed	  the	  point	  of	  what	  you	  wrote,	  then	  revise	  the	  manuscript,	  doing	  your	  best	  to	  
understand	  and	  accommodate	  their	  criticisms	  and	  suggestions.	  	  

If	  the	  rejection	  left	  the	  door	  open	  a	  crack,	  send	  the	  revision	  back	  with	  a	  cover	  letter	  summarizing	  how	  you	  
adopted	  the	  reviewers'	  suggestions	  and	  stating,	  respectfully,	  why	  you	  couldn't	  go	  along	  with	  the	  ones	  you	  
didn't	  adopt.	  The	  journal	  or	  funding	  agency	  will	  usually	  send	  the	  revision	  back	  to	  the	  same	  reviewers,	  who	  
will	  often	  recommend	  acceptance	  if	  they	  believe	  you	  took	  their	  comments	  seriously	  and	  if	  your	  response	  
doesn't	  offend	  them.	  If	  the	  rejection	  slammed	  the	  door,	  send	  the	  revision	  to	  another	  journal	  (perhaps	  a	  
less	  prestigious	  one)	  or	  funding	  agency.	  	  

• Learn	  to	  identify	  the	  students	  in	  your	  classes,	  and	  greet	  them	  by	  name	  when	  you	  see	  them	  in	  the	  hall.	  
Doing	  just	  this	  will	  cover	  a	  multitude	  of	  sins	  you	  may	  commit	  in	  class.	  Even	  if	  you	  have	  a	  class	  of	  over	  100	  
students,	  you	  can	  do	  it-‐-‐-‐use	  seating	  charts,	  labeled	  photographs,	  whatever	  it	  takes.	  You'll	  be	  well	  
compensated	  for	  the	  time	  and	  effort	  you	  expend	  by	  the	  respect	  and	  effort	  you'll	  get	  back	  from	  them.	  

• When	  you're	  teaching	  a	  class,	  try	  to	  give	  the	  students	  something	  active	  to	  do	  at	  least	  every	  20	  minutes.	  
For	  example,	  have	  them	  work	  in	  small	  groups	  to	  answer	  a	  question	  or	  solve	  a	  problem	  or	  think	  of	  their	  
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own	  questions	  about	  the	  material	  you	  just	  covered.(1)	  In	  long	  class	  periods	  (75	  minutes	  and	  up),	  let	  them	  
get	  up	  and	  stretch	  for	  a	  minute.	  

Even	  if	  you're	  a	  real	  spellbinder,	  after	  approximately	  10	  minutes	  of	  straight	  lecturing	  you	  begin	  to	  lose	  a	  
fraction	  of	  your	  students-‐-‐-‐they	  get	  drowsy	  or	  bored	  or	  restless,	  and	  start	  reading	  or	  talking	  or	  
daydreaming.	  The	  longer	  you	  lecture,	  the	  more	  of	  them	  you	  lose.	  Forcing	  them	  to	  be	  active,	  even	  if	  it's	  
only	  for	  30	  seconds,	  breaks	  the	  pattern	  and	  gets	  them	  back	  with	  you	  for	  another	  10-‐20	  minutes.	  

• After	  you	  finish	  making	  up	  an	  exam,	  even	  if	  you	  KNOW	  it's	  straightforward	  and	  error-‐free,	  work	  it	  through	  
completely	  from	  scratch	  and	  note	  how	  long	  it	  takes	  you	  to	  do	  it,	  and	  get	  your	  TA's	  to	  do	  the	  same	  if	  you	  
have	  TA's.	  Then	  go	  back	  and	  (1)	  get	  rid	  of	  the	  inevitable	  bugs	  and	  busywork,	  (2)	  make	  sure	  most	  of	  the	  
test	  covers	  basic	  skills	  and	  no	  more	  than	  10-‐15%	  serves	  to	  separate	  the	  A's	  from	  the	  B's,	  and	  (3)	  cut	  down	  
the	  test	  so	  that	  the	  students	  have	  at	  least	  three	  times	  longer	  to	  work	  it	  out	  than	  it	  took	  you	  to	  do	  it.	  	  

• Grade	  tough	  on	  homework,	  easier	  on	  time-‐bound	  tests.	  Frequently	  it	  happens	  in	  reverse:	  almost	  anything	  
goes	  on	  the	  homework,	  which	  causes	  the	  students	  to	  get	  sloppy,	  and	  then	  they	  get	  clobbered	  on	  tests	  for	  
making	  the	  same	  careless	  errors	  they	  got	  away	  with	  on	  the	  homework.	  This	  is	  pedagogically	  unsound,	  not	  
to	  mention	  unfair.	  	  

• When	  someone	  asks	  you	  to	  do	  something	  you're	  not	  sure	  you	  want	  to	  do-‐-‐-‐serve	  on	  a	  committee	  or	  chair	  
one,	  attend	  a	  meeting	  you're	  not	  obligated	  to	  attend,	  join	  an	  organization,	  run	  for	  an	  office,	  organize	  a	  
conference,	  etc.-‐-‐-‐don't	  respond	  immediately,	  but	  tell	  the	  requester	  that	  you	  need	  time	  to	  think	  about	  it	  
and	  you'll	  get	  back	  to	  him	  or	  her.	  Then,	  if	  you	  decide	  that	  you	  really	  don't	  want	  to	  do	  it,	  consider	  politely	  
but	  firmly	  declining.	  You	  need	  to	  take	  on	  some	  of	  these	  tasks	  occasionally-‐-‐-‐service	  is	  part	  of	  your	  
professorial	  obligation-‐-‐-‐but	  no	  law	  says	  you	  have	  do	  everything	  anyone	  asks	  you	  to	  do.(2)	  	  

• Create	  some	  private	  space	  for	  yourself	  and	  retreat	  to	  it	  on	  a	  regular	  basis.	  Pick	  a	  three-‐hour	  slot	  once	  or	  
twice	  a	  week	  when	  you	  don't	  have	  class	  or	  office	  hours	  and	  go	  elsewhere-‐-‐-‐stay	  home,	  for	  example,	  or	  
take	  your	  laptop	  to	  the	  library,	  or	  sneak	  into	  the	  empty	  office	  of	  your	  colleague	  who's	  on	  sabbatical.	  	  

It's	  tough	  to	  do	  serious	  writing	  or	  thinking	  if	  you're	  interrupted	  every	  five	  minutes,	  which	  is	  what	  happens	  
in	  your	  office.	  Some	  people	  with	  iron	  wills	  can	  put	  a	  "Do	  not	  disturb!"	  sign	  outside	  their	  office	  door,	  let	  
their	  secretaries	  or	  voice	  mail	  take	  their	  calls,	  and	  Just	  Do	  It.	  If	  you're	  not	  one	  of	  them,	  your	  only	  
alternative	  is	  to	  get	  out	  of	  the	  office.	  Do	  it	  regularly	  and	  watch	  your	  productivity	  rise.	  	  

• Do	  your	  own	  composing	  on	  a	  word	  processor	  instead	  of	  relying	  on	  a	  secretary	  to	  do	  all	  the	  typing	  and	  
correcting.	  If	  you're	  a	  lousy	  typist,	  have	  the	  secretary	  type	  your	  first	  draft	  but	  at	  least	  do	  all	  the	  revising	  
and	  correcting	  yourself.	  	  

Getting	  the	  secretary	  to	  do	  everything	  means	  waiting	  for	  your	  job	  to	  reach	  the	  top	  of	  the	  pile	  on	  his	  desk,	  
waiting	  again	  when	  your	  job	  is	  put	  on	  hold	  in	  favor	  of	  shorter	  and	  more	  urgent	  tasks,	  waiting	  yet	  again	  for	  
the	  corrections	  on	  the	  last	  version	  to	  be	  made,	  and	  so	  on	  as	  the	  weeks	  roll	  merrily	  by.	  If	  a	  job	  is	  really	  
important	  to	  you,	  do	  it	  yourself!	  It	  will	  then	  get	  done	  on	  your	  time	  schedule,	  not	  someone	  else's.	  	  

• Get	  copies	  of	  McKeachie[1]	  and	  Wankat	  and	  Oreovicz[2].	  Keep	  one	  within	  easy	  reach	  in	  your	  office	  at	  
school	  and	  the	  other	  in	  your	  home	  office	  or	  bathroom.	  You	  can	  open	  either	  book	  to	  any	  page	  and	  get	  
useful	  pointers	  or	  answers	  to	  troubling	  questions,	  and	  you'll	  also	  get	  research	  backing	  for	  the	  suggestions	  
presented.	  	  

• When	  problems	  arise	  that	  have	  serious	  implications-‐-‐-‐academic	  misconduct,	  for	  example,	  or	  a	  student	  or	  
colleague	  with	  an	  apparent	  psychological	  problem,	  or	  anything	  that	  could	  lead	  to	  litigation	  or	  violence-‐-‐-‐
don't	  try	  to	  solve	  them	  on	  your	  own.	  The	  consequences	  of	  making	  mistakes	  could	  be	  disastrous.	  
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There	  are	  professionals	  at	  every	  university-‐-‐-‐academic	  advisors,	  trained	  counselors,	  and	  attorneys-‐-‐-‐with	  
the	  knowledge	  and	  experience	  needed	  to	  deal	  with	  almost	  every	  conceivable	  situation.	  Find	  out	  who	  they	  
are,	  and	  bring	  them	  in	  to	  either	  help	  you	  deal	  with	  the	  problem	  or	  handle	  it	  themselves.	  	  

That's	  enough	  for	  starters.	  If	  you	  feel	  moved	  to	  try	  any	  of	  these	  suggestions,	  I'd	  be	  grateful	  if	  you	  let	  me	  know	  
what	  happens...and	  if	  you've	  been	  on	  a	  faculty	  for	  a	  year	  or	  more,	  I	  invite	  you	  to	  send	  me	  some	  additional	  ideas-‐-‐-‐
tips	  you	  wish	  someone	  had	  given	  you	  when	  you	  were	  starting	  out.	  When	  I	  get	  enough	  of	  them	  I'll	  put	  them	  in	  
another	  column	  with	  appropriate	  attribution.	  
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Footnotes	  	  

1.	  Many	  other	  ideas	  for	  active	  learning	  exercises	  are	  given	  in	  References	  1	  and	  2.	  Return	  to	  text	  	  

2.	  However,	  if	  your	  department	  head	  or	  dean	  is	  the	  one	  doing	  the	  asking,	  it's	  advisable	  to	  have	  a	  good	  reason	  for	  
saying	  no.	  Return	  to	  text	  	  
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