
Preparing the Purple Book—FAQs

1.
What is the Purple Book?

a.
The Purple Book is the local campus name for your professional performance portfolio. 
b.   The professional performance portfolio is a synthesis of materials that report and document key performance elements across a faculty member’s career development. A simple binder holds these materials.

c.
Probationary faculty members present the portfolio during consultations, reappointment, and tenure reviews.  
d.   Tenured faculty members present the portfolio during promotion reviews. 

e.
Faculty members assure the currency of the portfolio when they present their materials for review.  Continuously update records.



2.
What do I need to do before actually preparing the Purple Book?

a.
Keep your vita current. When you give a conference presentation, add it to your vita. When you’re appointed to a new committee or a new office, add it to your vita. Avoid delaying the date when you update your vita. Keep your vita current.   
b.
In a file or a box, save any document that you have produced in fulfilling your responsibilities, much like the file you maintain for storing financial records used to prepare your income tax report. Also include any document you have received such as confirmation notices of appointments to committees, acceptances of manuscripts for publication, acceptances of conference presentations, etc. in this file or box. 

c.
You may wish to establish file folders that correspond to the divisions of the Standard Classification of job performance,, which is explained below.  

3. How do I prepare the Purple Book?
a.
 Organize the contents for the Purple Book according to the Contents and    

       Organization which is included at the beginning of this section.

         b.    Use 12 point Times New Roman typeface.

         c.    In order to conserve space in the Purple Book binder, use the two-sided option 

                to print or copy multiple-paged documents. 

         d.    Do not use plastic sheet protectors or sleeves.

    4.  What materials do I place in the Purple Book prior to each review?
         a.   Behind the curriculum vita divider, place a copy of your updated vita.
b.
Behind each year’s divider, place the Faculty Reappointment, Promotion and Tenure Routing Form.
c.    Following the faculty reappointment, Promotion and Tenure Routing Form, 

       place the signed Document of Intent for the Review period.

d.    Following the signed Document of Intent for the Review period, place the 

       Narrative statement which is explained below.

e.    Following the Narrative Statement, place the Annual List of Performance Data, 

       which is explained below.

f.     Behind the appendices divider, remove the Table of Contents and all 

       appendices from any previous review.

g.    Behind the appendices divider, place the Table of Contents listing the 

       appendices supporting the current review.

h.    Following the Table of Contents, place the appendices which are explained 

       below in the order indicated on the table of contents.

    5.  Where do I place the updated vita?


                Behind the curriculum vita divider.


6.
What is the goal of the narrative?

      The goal of the narrative is to establish the connection between your performance during the last year and the goals and missions of the Department, College, and University as well as to the University’s Strategic Plan. 

7.  What is expected in the narrative?
a.
Because the Department goals and mission are consistent with those of the College and University as well as the University’s Strategic Plan, concisely describe your 

i.
Approach to teaching and how it is consistent with or helps implement the goals and mission of the Department;

ii.
Research agenda, current projects, and accomplishments and in what way this agenda and the projects are consistent with the goals and mission of the Department; and

iii.
Service activities and how they help support the fulfillment of the goals and mission of the Department.
b.
The narrative must be completed in three single-spaced pages using 12 point Times New Roman typeface. 

    8.  What is the Annual List of Performance Data?

                The Annual List of Performance Data serves the function of an executive 

                 summary of professional activity during the time since the last consultation or 

                 review.  The Annual List of Performance Data is based on the Standard 

                 Classification of Performance data, which is a tool to indicate in which 

                 category to place various documents or achievements and is not intended to 

                 suggest that you should have entries in all categories.

                  The Annual List of Performance Data includes a section in which course 

                  evaluation scores are listed.  Include a copy of the course evaluation form or 

                  an explanation of the scale used in the course evaluation ratings. Copies of the 

                  Peer Review of Teaching are also included in this section.


9.
What is the difference between the Annual List of Performance Data form and the updated vita? 
The Annual List of Performance Data form includes some details that would not be included in a traditional vita format.   The updated vita is a comprehensive listing of career performance. The reason for asking for the updated vita is to reinforce the importance of viewing one’s professional performance as a whole rather than as a set of parts. 


10.
What is the difference between the Annual List of Performance Data form and the narrative?
The Annual List of Performance Data form is a simple listing of data while the   narrative is an essay describing how your performance fits within a larger picture—the Departmental goals and missions, your long range plans, etc. 
  11.
What do I include as appendices? 

Appendices should be limited to evidence that would demonstrate the quality of your work.  More detailed information, if necessary, should be kept in a separate file and should remain at the department unless specifically requested.
  12.  What do I do with the portfolio when I have finished preparing it?
Submit it to the Department office.  It should be at least two weeks prior to the 

 date on which the department is scheduled to perform your review.  

13.
When do I get the portfolio back?
In the case of consultations, the Department Chair will return it when he or she has finished with it.  In the case of reviews, after you receive the letter of decision from the Chancellor, the Office of the Vice Chancellor for Academic Affairs will deliver your Purple Book to the department’s office. 

  14.   How do I determine my year status on the tenure clock?

               Your year status should be indicated for the first year on the Cover Page for Probationary Faculty behind the cover page divider at the front of the Purple Book, or by reviewing the charts regarding consultations and/or decisions with and without years of credited service in the Purple Book.


15. 
Do I prepare the annual materials of the portfolio when scheduled for a consultation in the same way that I would had I been scheduled for a review?
Yes.

16.
I was hired ABD, but I finished my terminal degree before the beginning of the contract year. Do I prepare my portfolio differently from other faculty members? 

No.  

17.
I was hired ABD and did not finish my terminal degree before the beginning of the contract year. Do I prepare my portfolio differently from other faculty members?

No.  However, if you were hired as a tenure-track faculty but have not completed the terminal degree, your first review will be a performance review with decision, not a consultation.
  18.  If I have been credited for prior years of experience when coming to UW-W and am starting my Purple Book, where do I put the information from the credited years?





   Place a copy of your contract that confirms the award of experience credit 

               behind your vita and include a written statement signed by your department 

               chair and Dean which indicates the performance data for the credited years.

  19.  What materials does the department place in the Purple Book prior to each review?
               If not included by the faculty member, the department will place the Summary of Evaluation of Instruction for all courses taught during the review period, and Peer Reviews of Teaching during the Review Period in the Purple Book.

20.  Who reads my Purple Book?

The tenured faculty in your department read your Purple Book every year. In some departments, all tenured faculty and the department chair read your Purple Book only on decision years though on consultation years only your committee members and the Department Chair read the purple book. On decision years, the Constituency Dean, the Vice Chancellor for Academic Affairs, and the Chancellor read your Purple Book. On decision years 4 and 6, the Constituency Standards Committee also reads your Purple Book.   Section III, Appendices tables 1 and 2 of the UW-W Faculty Personnel Rules explain the general sequences of decision years and consultation years and is included earlier in this section. Your specific sequence of decision years and consultation years may be listed on the Cover Page for Probationary Faculty behind the cover page tab at the front of the Purple Book.

  21.   What materials does the department place in the Purple Book following each review?

 a.  Summary of Consultation following a consultation.
 b.  Report of Decision following a performance review and decision.
 c.  Reconsideration Report of Decision following a reconsideration of a 

      negative decision, if applicable.

 22.  May I place anything in the Purple Book following the review(s) by the Department?

                     Yes, you may submit a written rebuttal to any and all Reports of Decision and such rebuttals should be placed in the Purple Book behind the Report of Decision being rebutted.

 23.  What materials do the Constituency Dean, Constituency Standards Committee, and the Provost and Vice Chancellor for Academic Affairs place in the Purple book following a decision by the department?

              a.  The Constituency Dean places a Report of Recommended Actions 
                   following all decisions by the department.

                       b.  The Constituency Standards Committee places a Report of 

                            Recommended Action following decisions by the department in years 

                            four and six.
                       c.  The Provost & Vice Chancellor for Academic Affairs places a Report of 

                             Recommended Action following all decisions by the department.
 24.    May I place anything in the Purple Book following the placement of Reports of Recommended Action by the Constituency dean, Constituency Standards Committee, and or the Provost & Vice Chancellor for academic Affairs?

                     Yes, you may submit a written rebuttal to any and all Reports of 

                      Recommended Action and such rebuttals shall be placed in the portfolio 

                      behind the Report of Recommended Action being rebutted. 
 25.  Where can I locate sample portfolios?

Check with your Department Chair or at the University Library.
16. To whom do I speak if I have questions? 

Department Chair, Constituency Standards Committee Chair, Faculty Senate Chair, Faculty Personnel Rules Committee Chair
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