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Be Mindful of Deadlines
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Preparing your File
The Handbook treats the Personal Statement 
as optional
Do not treat this as optional

Best Practice: Write a personal statement with 
in-text or parenthetical citations that link 
directly to documents and folders within Box 

Best Practice: Write your personal statement 
following the order of your Unit RTP Guidelines
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Preparing your File
Best Practice: Organize your Master Index

Best Practice: Address every RTP criterion, 
every time, even if you’re not going up for 
tenure and promotion
 If you make a claim of achievement, you put a 
certain level of responsibility on the Unit RTP 
Committee and Dean to address it

Best Practice: Obtain clarification from 
Committee Members and Chair, in writing
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Preparing your File
Be mindful of the University Handbook and 
recent updates

Make the review process easy for the Unit 
Committee
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Rebuttals/Responses
You have the right to write a rebuttal or response. Use 
it.

Rebuttals or responses are placed into the RTP file 
and sent to all previous levels of review. 

Use this as an opportunity to correct the record. Be 
polite and respectful, but clear. 

If you made a claim, reinforce it. 

Do not introduce new evidence, but highlight evidence 
that you provided.

https://www.calfac.org/faculty-rights-tip-writing-
rebuttals-to-evaluations/
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Grievance Process 
We hope the grievance process is not necessary, but if it is, then 
a strong file and strong preparation now will help you later.
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Questions?
FACRIGHTSCHAIR.BA@CALFAC.ORG
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