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## COVER SECTION
A complete educator’s promotion packet (professional dossier) can be long and
confusing to inexperienced reviewers. To simplify the review process for local reviewers
(e.g. department, college, and university levels), consider adding a very short cover
section.
Components you might include to place at the front of your promotion packet:

 Title page: with your name, title, institutional affiliation, and appointment
description (1 page)

 A short introductory letter/statement that explains the format and scholarly
basis of the packet: You are welcome to just insert the boiler plate introductory
letter to reviewers provided by the regional teaching academy. This letter is
posted online in the Applicant’s Toolbox – under Additional Applicant Resources.

 Executive Summary: a 1-2 page document (no more) that highlights for the
reviewers what you consider your key achievements as an educator and/or
educational leader – typically no more than about 5. Consider bulleted headings
and short text descriptions for each item, rather than lengthy sections of
uninterrupted text.
Alternatively, just use the template/fillable form that is posted in the Applicant’s
Toolbox/Teaching Portfolio/Educator’s Reflective Statement section – under
TEMPLATES. This template is replicated FYI as an image on the following page.

 Table of Contents (TOC): ideally with hyperlinks that allow reviewers to easily
jump to the indicated areas of your CV and/or Educator’s CV, Teaching Portfolio,
and Appendix.
PACKET NAVIGATION: We recommend (if possible) that applicants also insert internal
hyperlinks to allow reviewers to quickly move between related sections:
e.g Domain 1a links between documents or parts of the document:
TOC  Educator’s CV Reflective Document (TP) Appendix for 1a
Hyperlinks within your packet will facilitate review. e.g. link to TOP of this document
How to insert internal hyperlinks in MS Word HERE or YouTube Video

https://teachingacademy.westregioncvm.org/initiative_eprt/
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Executive Summary form (from Teaching Portfolio / Educator’s Reflective Document)

A fillable WORD version of this form is posted in the Applicant’s Toolbox/Teaching
Portfolio/Educator’s Reflective Statement section – under TEMPLATES.
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