
Timeline for Promotion Packages for Assistant Professors
NOVEMBER

1. Meet with Assistant Professor, discuss general expectations for process


(a) personal statement, provide examples by previous Asst Profs


(b) timeline


(c) potential internal review committee members

2. Name review committee.

JANUARY

1. Meet with Assistant Professor, begin formal process

(a) Ask for first draft of personal statement from candidate by February 10
(b) Ask to think about potential external reviewers
FEBRUARY

1. Assistant Professor, Department Chair, and Review Committee Chair discuss potential external reviewers

MARCH

1. Assistant Professor finalizes personal statement by March 25
APRIL

1. Candidate supplies 1 photocopy of all research materials (articles, chapters, books) on April 1

• Dept staff keeps master copy, makes one copy for dept review committee


• Dept staff make copies for external reviewers. 

• Dept buys any needed book copies for external reviews

2. Candidate supplies 1 photocopy of all teaching materials (classes taught,  peer and student evaluations, syllabi). 


• Dept staff keeps master copy, makes one copy for dept review committee


• Dept staff make copies for external reviewers. 

3. Candidate supplies 1 photocopy of additional materials: personal statement, CV, YARs. 

4. All materials go to the internal review committee, with deadline of initial response to chair May 10  

5. Contact possible external reviewers by email (contact 5; need 3) 


• Packets to them by May 15 and would need to hear back by September 1

• This is query letter, not formal letter dictated by the College


• If all 5 don’t say yes, then take next names from lists

MAY

1. On May 15, send out official letters of review request, research materials, candidate’s personal statement, and candidate’s CV to external reviewers.  Request letters by September 1.

AUGUST
1. On August 10, send email checking in, remind external reviewers of letter return by September 1.  

2. When letters arrive, keep original in dept materials, give copies to the review committee chair.

SEPTEMBER
1. On September 15, final report received from review committee (with references to external reviews)

2. Provide review report to candidate (with references to external reviewers redacted).

3. Candidate has one week to respond. Some response is required  -- anything from got it, read it, thank you, to offering corrections, responses, clarifications.


• Candidate’s response included in package for full faculty and College Council

SEPTEMBER-OCTOBER
1. Faculty have 10 days to review full package. 

2. Faculty meet, discuss, vote.
3. Synopsis of this discussion provided to candidate.

4. Candidate has one week to respond. Some response is required  -- same as earlier

• Candidate’s response included in package for College Council

5. Chair writes letter: includes faculty discussion and vote, and own assessment

OCTOBER
1. All materials assembled, copies made, delivered to the College (usually by October 15).


• Master copy retained in dept.
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