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April 3, 2008
To:
College Chairs and Directors
From:
Joseph E. Steinmetz, Dean

Subject:
Promotion and Tenure
It is time to initiate the process of promotion and tenure review for candidates who will be considered for promotion and/or tenure during FY09.  We realize there may be faculty members considering applying for promotion and/or tenure prior to their mandatory year and/or for promotion to professor.  
If you anticipate recommending faculty colleague(s) for promotion or tenure in the next cycle, now is the time to begin the process by soliciting letters from external evaluators.
External Evaluators  

Six (6) external letters from scholars and professionals in the same discipline should be solicited in accordance with College and University policy.  Ultimately, three (3) external evaluators will be selected by the unit and three (3) by the candidate.  External evaluators must not include dissertation advisors, postdoctoral supervisors, former professors, graduate school colleagues, co-authors, KU faculty, personal friends or one’s own former students. Candidates whose specialized research requires drawing on such persons must make a special case to the Dean for approval and should anticipate doing so for the appropriate department committee, the College Committee on Appointments, Promotion, and Tenure (CCAPT), and the University Committee on Promotion and Tenure (UCPT) as the process unfolds.  

a. At the outset of the review process, the unit chair/director shall ask the candidate to provide six (6) names of potential external evaluators.  This prioritized list should include brief explanations of why the individuals were named.  The candidate may also supply the names of no more than two (2) individuals who should not be used as referees; no explanation is required.  

The unit is responsible for using its judgment in the creation of its list of external evaluators.  The list should compile a primary list of six (6) prioritized referees generated by the unit and six (6) prioritized referees generated by the candidate.  In the case of a candidate on a joint appointment, three (3) external evaluators will be provided by the primary unit and three (3) from the secondary unit. Consultation between units is encouraged when the reviewer lists are created. The list of 12 external evaluators (from the unit and the candidate) shall be provided to the Dean for review and approval.  In the case of joint appointments, the College will share the respective lists of reviewers with the units involved for comments.  The list of external referees from the unit(s) and the candidate, including brief explanations of the selection criteria (e.g., identification of reviewer’s discipline area, institutional affiliation, and testament to stature in the field), shall be provided to the Dean prior to the time the solicitations are made, and no later than May 15, 2008.  External reviewers may be contacted only after approval from the Dean has been received.

Candidates must not themselves solicit recommendations, nor must they provide recommendations or evaluations for themselves.  The criteria and process for selection of external evaluators must be communicated to the candidate, however, the candidate is not to be informed of the final selection for referees nor should they see the letters that are obtained on behalf of the candidate.

b.
Following approval of the list of evaluators, the department will contact the six referees selected.  If any of the selected referees declines, the next approved external evaluator may be contacted as needed.  There should be no more than six requests active at any one time.  However, units may proceed to the next name on the approved list if a reviewer fails to respond positively within seven (7) days.  The unit will be expected to supply copies of all mail and/or e-mail solicitation communication with outside evaluators.

c.
External evaluators should be sent an appropriately representative body of the candidate’s work to review.  The candidate should have input into the selection of work to be sent.  Evaluators should be requested to review and evaluate the quality of the candidate’s work, including published materials and any work submitted for publication or completed and ready for submission.  

All letters to external evaluators must contain the following:  College confidentiality statement, a request for a short form of the individual’s CV, and identification of the following evaluation areas which must be addressed by the evaluator at a minimum: 

· Length and capacity of his/her association with the candidate;

· The quality of the candidate’s work;

· The significance of the candidate’s work to the discipline/profession;

· The pattern of productivity reflected in the candidate’s record compared to discipline characteristics;

· The level of state, regional, national and/or international stature of the candidate 
as a result of this work;

· Any special distinction achieved by the candidate.

d. The following materials should be submitted as part of the candidate's file:  


Original signed letters on official letterhead of all responses (including declinations or explanations of non-response) to requests for external evaluators;
A copy of the letter sent to evaluators;
list of materials sent to the evaluators; 
brief biographical statement concerning the qualifications of the evaluators indicating stature in the field and identification of the relationship to the nominee, if any; and,
Evaluator’s vita.
Confidentiality Policy

Please note that the College’s confidentiality policy regarding soliciting external reviewers for the promotion and tenure review process, is as follows, and must be included in all solicitations:

“As a part of the promotion and/or tenure review process, we are soliciting assessments of Professor ____’s research contributions from academic colleagues and distinguished professionals.  These letters will become part of the candidate’s promotion and tenure dossier and are treated as confidential by the University to the extent we are permitted to do so by law.”
For additional information, please refer to:
(
University Promotion and Tenure Guidelines 
http://www.provost.ku.edu/faculty/evaluation.shtml  (The blue form and guidelines will be updated in late May.)
(
College Guidelines for Faculty Appointments, Promotion, Tenure, and Salary http://www.clas.ku.edu/faculty/policies/  
