THE EXTERNAL EVALUATION 

Instructions and sample letters for the Adjunct track (non-tenured, 0-50% fte)
In evaluating a candidate's scholarship, the department should obtain a written evaluation from no fewer than 3 but no more than 5 members of the relevant profession(s) or discipline(s).  All letters received in response to a solicitation from the department must be included.  

Letters may be solicited from individuals with a direct knowledge of the candidate's teaching performance, quality of patient care and professional reputation.  Letters from individuals who have a real or apparent conflict of interest in advocating the candidate (i.e. financial partners, subordinates or anyone who could directly benefit from the candidate’s promotion) are not appropriate.  Referees should be at or above the academic rank for which the candidate is being proposed.

IMPORTANT NOTE:  For appointment or promotion of salaried adjunct track faculty, two of the letters must be from external referees at the professorial rank with no direct professional association with the candidate.  These referees should be chosen so that they will provide, and be seen to provide, evaluations that are as detailed and objective as possible.  They should not have served as thesis advisor with the candidate, or collaborated with the candidate, nor have some other past or current close relationship with the candidate that would interfere with their objective assessment of the case, nor one that gives them a stake in the outcome of the case.

Candidates may submit a list of referees who they believe are inappropriate, along with the reasons for their proposed exclusion. Though such a list is not binding, the executive officer making the final choice should take the proposed exclusions into account.  Candidates are not allowed to submit a list of potential referees to the department.  

The solicitation of referees 

 It is recommended that this be done in two stages: 

The first contact, which may be by e-mail, should inquire about the availability of the potential referee and willingness to serve, and must ask specifically whether the referee has been an advisor or collaborator with the candidate, or for any other reason might be seen as less than impartial.  More than 8 potential referees may need to be contacted until a pool of at least 5 willing, objective, referees is assembled.  A list of all such contacts, with the responses (or lack thereof) is to be included with the papers.   

Please see Sample A on the following page for an example of the first contact letter.

For the Adjunct track
Solicitation Letter
Sample A

Dear Dr. ___________:

The Promotion and Tenure Committee of the Department of _______ is preparing to consider Dr. _______ for promotion to the rank of __________.   This track denotes a faculty member whose major time commitment is not at the University and/or who has credentials in a field other than the primary discipline of the appointing department. Such a faculty member is generally salaried 50% or less for University-related activities or participates on a non-salaried basis.  To assist us in evaluating his/her work, we would very much like to have your appraisal of his/her professional qualifications.
Please be aware that, according to UIC policies, all correspondence connected with a promotion case becomes part of the record, including responses to a letter such as this one. Therefore, I ask you, please, to confine your response to the two issues of (a) your willingness/availability to serve as a referee and (b) any possible conflict-of-interest.  If you have any past or current relationship with the candidate, please describe this in your letter, even if you believe it does not pose a conflict of interest.   

Every effort will, of course, be made to maintain the confidentiality of your report. Dr. ______ will not see even an edited version of your letter. The members of our unit’s promotion and tenure committee will have access to your letter, as will university committees and administrative officers involved in the promotion process. However, I should add that in light of a Supreme Court decision (EEOC vs. University of Pennsylvania), such reports may be subject to involuntary disclosure in legal proceedings.

Please let me know at your earliest convenience if you are willing and able to prepare an evaluation.  The material that we shall ask you to review comprises a current curriculum vitae, recent publications, and the criteria for advancement in this track.  We shall need your report by _____________________ .

We expect to be able to mail the documents for review by ______. Please, therefore, provide us with a mailing address at which we shall be able to reach you at that time, and please send me a recent curriculum vitae, since we are required to submit a biographical sketch of each referee. The members of our institutional review committees represent diverse interests, and this information is useful to them. Information of the sort needed is not always easy to acquire from standard sources.

Your evaluation is critical to the promotion process for Dr. ______.

We appreciate your help in this regard.

name, Department of ___________
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The second contact is the official letter.  Please see Sample B on the following page.

Information that should be sent to referees in the second letter: All external referees should be sent copies of the candidate's updated curriculum vitae and a sample of recent publications where applicable. 

Solicitation of Letters: The solicitation of letters of evaluation should come from the executive officer or senior colleague who has been charged with preparing the documentation, never from the candidate. It should be clear that the purpose of the letter is to obtain a candid assessment of the candidate's scholarly accomplishments and standing in the field. Letters should indicate the rank and track for which the candidate is being considered and whether or not the award of tenure is involved. The tone of the letter should be neutral and should not indicate the desired outcome of the process. Solicitation letters to referees should NOT include language to suggest that the candidate can see the letters with the name and institution removed. 

It is important to give adequate time for the referees to write their letters. All external evaluations of the nominee that were solicited by the department for the review must be included in the candidate's file even if the reviewer’s letter is a simple statement of inability/unwillingness to review. 

E-Mailed Letters of Reference:  Since external letters of evaluation must be signed by the author, reviewers should be encouraged to submit their evaluations in letter format with their ink signature.  However, there are times when this is not possible.  Therefore for those communications sent electronically, there are two ways that will be allowed:
1.
a letter on letterhead with a signature; this letter can either be sent as an attachment in an email either in PDF format or, if the signature is embedded electronically, in WORD format.

2.
if the reviewer chooses to send an email containing the evaluation/comments, the email must contain an electronic signature along with their title and institutional information (name of institution, address, phone numbers, etc), and preferably from an institutional email account.

For the Adjunct track
Solicitation Letter

Sample B
Dear Dr. ___________:

Thank you for your willingness to evaluate the work of Dr. _______, and for sending us a copy of your curriculum vitae.  We enclose with this letter Dr. __________’s curriculum vitae and copies of recent publications.  Dr. __________ is being considered for promotion from Adjunct Assistant Professor of _______ to Adjunct Associate Professor of _______________ without tenure.  In our College of Medicine, appointments in the Adjunct track are used primarily for faculty whose major time commitment is not at the University and/or who has credentials in a field other than the primary discipline of the appointing department. Such a faculty member is generally salaried 50% or less for University-related activities or participates on a non-salaried basis.
Progression in rank in the Adjunct Track tends to parallel the level of professional development achieved by the faculty member in his or her own field. The minimum requirement of a doctoral degree at the instructor level may be met by a relevant non-doctoral degree. Attached is an overview of criteria for advancement in this track.

It is our policy to request critical reviews for all candidates under consideration for promotion to __________ (proposed rank).  I would appreciate receiving your opinion of Dr. ________’s professional qualifications based upon an evaluation and critique of the enclosed materials.  In addition, please specify in your letter your current or past relationship with the candidate if any.

As I mentioned in my previous letter, we need the report itself by  __________________________(date).  

Again, let me thank you for your help with this important task.

Sincerely, 

name, Department of ___________
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