CV template instructions

This template is meant to streamline the CPE evaluation process.  A standardized format for the organization of the CV should simplify the review process and enable better feedback in CPE evaluations.  
The CPE CV should be cumulative for your time at UCF and any credited years of service.  Activities completed in the current year of evaluation should be presented in blue font.  Cumulative activities from previous years should be in black font.  If you have years of credited service from a previous position, activities from those credited years should be presented in green font.  Dr. White and Ka Yam can be consulted if you are unsure of your current year of service and when your "tenure clock" started.
CPE evaluations are based on activities in the previous year, with the exception of the third year cumulative review.  You are asked to provide a cumulative CV so the committee can track the trajectory of your year-to-year performance, including your responsiveness to previous CPE evaluations.  Maintaining a cumulative CV also benefits the candidate, as you will not need to compile your entire dossier at once for the third year review and the tenure/promotion application.  Faculty are encouraged to update their CV and binder as soon as an applicable event has occurred (i.e., committee assignments, student awards, accepted manuscript, invited talk, etc.).
All activities in the CV should be listed in reverse chronological order.  Because of the delay between SPI reports for the spring term and the deadline for submission of the CPE dossier, the CPE committee will review teaching assignments for the current year (2013-1014) but will likely review SPI reports for the fall term of the current year (fall 2013) and the spring term of the previous year (spring 2013).
If you have questions about the organization or content for the CPE CV, contact the committee chair.
Name
Rank
start date at UCF:  

xxx years of service at UCF  

xxx years of credited service 
xxx year evaluation (e.g. 1st, 2nd, 3rd …)
RESEARCH

Publications

1.
List all authors for each publication

Designate your name in bold
Designate UCF graduate student authors with red font

Designate UCF undergraduate authors with green font
Designate high school students with orange font
Designate co-first authors with two asterisks (**)
Book Chapters

1.

List all authors for each publication

Use the coding system under “Publications” to denote your name and student contributions

Invited Talks
1.  

Provide the name of the meeting

Provide the title of the talk

Provide the date and location of the meeting 

Poster Presentations

1.  
List all authors for the presentation

Provide the title of the poster

Provide the name of the meeting

Provide the date and location of the meeting

Use the coding system under “Publications” to denote your name and student contributions
Funded Grants

1.

List the funding agency, grant number, and time frame of the grant

List the total costs as well as the direct costs to your lab
List your role on the grant and the title of the grant

If you are not PI on the grant, list your percent effort

Grants funded in the previous year should be in blue font; all other current or completed awards should be in either black or green font.

Submitted Grants

1.

List the funding agency, grant number, and time frame of the grant

List the total direct costs requested
List your role on the grant and the title of the grant

If you are not PI on the grant, list your percent effort

If the grant has been reviewed, provide the score
     Summary statements and other evaluations should be provided in the CPE binder

Only list detailed information for submitted grants from the previous year.  
The total number of submitted grants for the duration of service can be listed at the end of this section.

Patents
Designate the status of the application (provisional, awarded, etc.), the title of the application, and all inventors.  Use the coding system under “Publications” to denote your name and student contributions.  

Research Honors and Awards
List the name and date of the research-related award (UCF RIA, etc.)
TEACHING

Courses

1.  
List the term, course number, and course title

List the number of enrolled students

Note if the course was team taught, and your effort for team-taught classes
Provide the SPI number for Overall assessment of instructor and the n value of the evaluation


Sample test questions from your final exam should be provided in the CPE binder
Voluntary teaching assignments should be denoted with the course number in bold
New courses you developed should be denoted with two asterisks (**) for the first class offering
Mentoring:  Ph.D. Students
1. 
List the name of the student

Current year of the student

     If the student has graduated, list his/her next position after graduation

Title of dissertation or thesis

Awards or honors won by the student (travel grants, best poster presentation, etc.)

Student activities from the previous year should be in blue; older activities should be in black

Mentoring:  Ph.D. Student Rotations

1.

Provide the name of each student

Mentoring:  Master's Students

1.  
Provide the same information as requested for Ph.D. students
Mentoring:  Undergraduate Students
List the name of the student
List any UCF programs the student is involved with (HIM, PURE, MCB 4912, etc.)

If the student has graduated, list his/her next position after graduation

Awards or honors won by the student (travel grants, best poster presentation, etc.)

Student activities from the previous year should be in blue; older activities should be in black
Mentoring:  High School Students

List the name of the student

Awards or honors won by the student (travel grants, best poster presentation, etc.)

Student activities from the previous year should be in blue; older activities should be in black

Mentoring:  Other Categories
This section can include mentoring activities involving functions other than the standard one student-one mentor model of mentoring undergraduate researchers (LEARN apprenticeships, GEAR students, National Merit Scholars, Microbiololgy Club sponsor, etc.)  List the type of mentoring activity and the names of participating students if applicable.
This section can also include post-doctoral fellows and visiting scholars.
Thesis/Dissertation Committees

List each student, the type of student (Ph.D., M.S., or undergraduate HIM) and if the student has graduated.  Do not list your own students in this section.  Committees you have joined in the past year would be in blue font; older or completed committees would be in black font.
Other Teaching / Scholarship of Teaching and Learning (SoTL) Activities:    

List teaching-related publications

List attendance or participation in teaching conferences

     Your role at the conference (attendance, workshop panelist, poster presentation, speaker, etc.)

     Name of the presentation (if applicable)

     Name of conference, dates and location

Teaching Honors and Awards

List teaching and mentoring awards (TIP, etc.)

SERVICE

Professional Service

Grant reviews

     List the Funding agency and name of panel

Standing membership on grant review panels

Ad hoc journal reviews (provide the name of each journal)
Journal editorial boards

Conference organization

Executive board membership for professional organizations

Etc.

University Service
Activities performed for the benefit of UCF as a whole
College / School / Department Service

Committee assignments

Seminar series coordinator
Commencement Grand Marshall

SURE or graduate student symposium judge

Etc.

Community Service
Outreach activities such as judging off-campus science fair competitions, presentations about research or UCF to off-campus organizations, etc.
