CHECKLIST OF DOCUMENTS

Below are three checklists of all documents required for eligibility and further consideration of applications.
1. Checklist A is a list of all documents required to complete the initial nomination file of the candidate.  These two documents are to be sent to the CTL Office as soon as the candidate decides to accept the nomination, but not later than March 5, 2012.
2. Checklist B is a list of all documents required to complete the file of the nominee. It is the responsibility of the nominee to provide the CTL with these documents by April 20, 2012.

3. Checklist C is a list of all supporting documents needed to complete the candidate's file. It is the responsibility of the CTL to make sure that these documents have been received. 

Please check the appropriate boxes across each item on Checklist B.  If you think that a certain question does not apply to you, indicate so under additional comments.
	CHECKLIST A 

[Candidate should provide the CTL with all these information by March 5, 2012]

	Item
	Available
	Additional Comments, if any

	1. Candidate’s personal statement accepting the nomination


	
	

	2. Candidate’s letter identifying at most three reference persons who are acquainted with the candidate’s teaching activities (e.g., professors, current students, and/or alumnus)  
	
	


	CHECKLIST B 

[Candidate should provide the CTL with all these documents by April 20, 2012]

	Item
	Available
	Additional Comments, if any

	1. A copy of the candidate’s updated CV 
	
	

	2. Evidence that the candidate has taught at AUB for the past six semesters
	
	CTL Solicits information from concerned departments

	3. A list of all graduate and undergraduate courses taught at AUB by semester including credit hours and student enrollment (if possible)
	
	

	4. A count of the number of graduate and undergraduate students advisees by semester
	
	

	5. A count of the number of projects/theses supervised research 
	
	

	6. Copies of all course evaluation forms including ICE forms for at least the past six semesters at AUB
	
	

	7. A completed self-scoring sheet 
	
	

	8. A copy of the candidate’s Teaching Portfolio. 

     The portfolio should include:
A statement of teaching philosophy.
A statement of teaching pedagogy.

A sample of various course syllabuses (including   Newly Developed courses).
A sample of various course exams.
A sample of various course assignments.
A sample of handouts, problem sets and lecture outlines. 
A sample of students' graded exams and assignments     (including samples of the exams of good and poor students).
A sample of measures of student learning.
Statistics of grades distribution in various courses.

	
	

	9. 
	
	

	10. 
	
	

	11. 
	
	

	12. 
	
	

	13. 
	
	

	14. 
	
	

	15. 
	
	

	16. 
	
	

	17. Any additional supporting materials deemed relevant (each supporting item should be accompanied by up to one-page explaining how the submitted item supports a specific claim of excellence in a teaching area. For instance, a candidate might include material for one course accompanied by a brief explanation on how these contents reflect the latest trends in the field of study.)
	
	


	CHECKLIST C
 [CTL contacts the references, Deans and Chairs]

	Item
	Available
	Additional Comments, if any

	1. At most three recommendation letters from the list of reference persons provided by the candidate  


	
	

	2. Supporting letter from the department chair; unless the chair is a candidate her/himself 


	
	

	3. Supporting letter from the Dean 
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