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COSM OneDrive Electronic Submission Instructions for  
Non-Tenure Track Faculty (Promotion) 

 

Use these instructions for the following 
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 o All SOI reports generated that include all questions and 
student comments from the period under review 
combined into a single pdf document 

�x The pdf should be titled:  3-CompleteSOIReports 
B. Peer Evaluations Subfolder contains 2 files: peer evaluations 

and peer evaluation departmental policy  
o Combine all peer evaluation files into one PDF file, which 

should be named: 1-PeerEvaluationsOfTeaching.pdf 
o If there is a departmental peer evaluation policy and/or 

form, please place in this subfolder with name:  
2-DEPTNAMEPeerEvaluationPolicy.pdf    
(e.g.PAGETPeerEvaluationPolicy.pdf)  

C. Evidence of Student Learning Subfolder contains evidence of 
student learning (e.g., pre-post assessment data and analysis, 
student portfolios, performance evaluations, capstone 
projects, etc.) 

o The number of files depends on materials submitted; 
please use appropriate filenames consistent with the file 
naming convention adopted so far.  

o Within the summary or analysis of evidence of student 
learning, the candidate can include copies of 
assessments, assignments, portfolios, etc., or can refer to 
documents uploaded into Folder D. Support Documents 
for Teaching. 

D. Support Documents for Teaching Subfolder contains three 
subfolders to organize additional evidence of teaching and 
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consistent with the file naming convention 
adopted so far. 

o 3. Teaching Development Activities Subfolder 
contains supporting documents or evidence for 
teaching development activities (e.g., teaching 
workshops or conference attended, participation in 
CELT Session, learning new pedagogy, etc.) 

�x The number of files depends on materials 
submitted; please use appropriate filenames 
consistent with the file naming convention 
adopted so far.
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