PROMOTION AND TENURE REVIEW LETTER REQUEST: AN EXAMPLE
Re:  Promotion of Faculty, Mark Smith, Ph.D., MPH, at Dept. XYZ (name changed)

Dear Reviewer:

Thank you for agreeing to write a letter of assessment for Dr. Mark Smith’s tenure review package.  We are currently preparing the file that will be used in the review of Dr. Smith from the rank of assistant professor to associate professor with tenure.  As an external reviewer, you are requested to comment, to the extent possible, on the candidate’s record of achievement from the perspective of the quality standards and productivity norms of his academic discipline.  In general, the criteria for promotion in the School of Public Health at University ABC require that a successful candidate demonstrate excellence in either scholarly practice or research, plus display merit in teaching.  Dr. Smith is being promoted on the merits of his research impact first (pages 10-11, Appointments, Promotions, and Tenure Manual), although outstanding contributions in scholarly practice or other indicators of leadership will also be considered by all committees.

Following up on our telephone conversation, I am writing to confirm your agreement to serve as an outside reviewer to assist the full professors in the Department of XYZ, and the Appointments, Promotions, and Tenure Committee (APT) of the School of Public Health, with this important process regarding Dr. Smith.  To help inform your assessment, I have enclosed copies of Dr. Smith’s:  curriculum vitae; personal statement of major research themes; reflective philosophy on teaching required of all School of Public Health faculty; and several published articles comprising a sample of Dr. Smith’s scholarship.  Please note, however, that the various review committees are seeking an overall assessment of the candidate in relation to his field, not simply an evaluation of the particular works supplied to you.

In your evaluation of Dr. Smith’s scholarship, please comment as specifically as possible on the following matters:

1. Dr. Smith’s reputation nationally and the possible future impact of specific aspects of his research on others.

2. Dr. Smith’s areas of specialization and the potential impact of his contributions on programs, policies and practices.

3. The quality and quantity of Dr. Smith’s published and submitted work, in comparison with other individuals at a similar career level in his discipline, including the quality or standing of the journals in which his work has been published.

4. Any knowledge you have, and/or assessment you can make, of Dr. Smith’s teaching.

5. The nature of past personal interactions, if any, you have had with Dr. Smith.

6. Whether Dr. Smith would likely be promoted to associate professor with tenure at institutions you are, or have been, affiliated with.

Your letter of assessment will be treated as confidential; it will not be shared with the candidate unless you explicitly indicate in writing that you have no objections to our sharing it.

I would like to submit the complete file to the Appointments, Promotions, and Tenure Committee by March. 8th. In order for us to meet this schedule, it would be ideal if we received your written assessment no later than March 2nd. May I also request that you include a copy of your own curriculum vitae with your letter.  This will assist me in describing to the APT the qualifications of Dr. Smith’s outside reviewers.

The full professors in XYZ department, the School of Public Health, and the faculty and administration of University ABC are indebted to you for your willingness to serve as an external reviewer.  As you well know, the recommendations and decisions to be made regarding Dr. Smith’s review for tenure are vitally important to all concerned.  We are aware that you are likely to receive many requests for letters of evaluation and we deeply appreciate your participation in the process in this particular case.

Sincerely,

Name of Chair

Professor and Chair

Encl:
Appointments, Promotions, and Tenure Manual


CV

Research statement (this statement would focus on practice if he were going up for practice)


Teaching portfolio


Four publications

**Note:  This letter would be similar for a faculty going up on practice but in the first paragraph the terms “research” and “practice” would be reversed (i.e. if he’s going up on practice but might be considered equally strong on research).
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