TCNJ Promotions and Reappointment Document 

APPENDIX IV: 
External Review of Scholarly/Creative/Professional Activity for Promotion to the rank of Professor

Effective as of Fall 2011 for applications for promotion to Professor
Background
External review of scholarly/creative/professional activity provides the Department Promotion and Reappointment Committee (PRC), deans, College Promotion Committee (CPC), and Provost with a viewpoint on the candidate’s scholarly/creative/professional activity provided by an expert in the candidate’s field.  According to the TCNJ Promotions and Reappointment Document, “Promotion to Professor requires a sustained pattern of achievement since attaining the rank of Associate Professor, with evidence indicating the maturation of the scholarly/creative/professional record” (p. 6).  External reviewers are uniquely qualified to describe how the candidate has made scholarly/creative/ professional contributions and evaluate how the candidate’s scholarly/creative/professional record has matured.   The PRC, deans, CPC, and Provost are expected to use the external reviews as only one piece of their evaluation of the candidate’s scholarly/creative/professional activity.  The letters are meant to inform, not determine, the promotion decision.  

Process 
1. Selection of two appropriate external reviewers

a. Characteristics of appropriate external reviewers

External reviewers are selected by both the candidate and PRC (below) and will have a variety of different characteristics.  Although this list is not exhaustive, some appropriate characteristics might include faculty who work at primarily undergraduate institutions, individuals with a distinguished record of scholarship, members of appropriate professional organizations, and individuals with appropriate professional credentials.  

Appropriate reviewers should not be in a position to benefit from the promotion of the candidate.  In keeping with standard professional principles regarding conflict of interest, no reviews may be made by relatives or household members of the candidate; former thesis advisors or thesis students of the candidate; individuals with whom the candidate has collaborated within the past four years; individuals with whom the candidate has a financial relationship; individuals for whom the candidate’s spouse, parents, or dependent children work; or individuals who have employed  the candidate within the past 12 months. 
b. Candidate’s responsibilities
On or before March 1 of the calendar year in which the faculty member intends to apply for promotion, he or she creates a list of names, titles, affiliations, and the bases for the selection of three to five potential reviewers. 

c. PRC responsibilities
On or before March 1, the PRC creates a list of names, titles, and affiliations of three to five potential reviewers.  Reviewers may be found in various ways, for example through conversation with those on the list or with a co-author of the candidate or an appropriate journal editor.

d. Compilation of the final list

The candidate may remove any name on the PRC list if he or she provides a detailed rationale that describes why the particular reviewer could not provide an objective review of the candidate’s scholarly/creative/professional activity. The final list used to select external reviewers will therefore be produced through a collaborative process between the candidate and the PRC, although the candidate will not be involved in the ranking of the list.
Either the PRC or the candidate may ask the Dean to resolve any disputes concerning the composite list (i.e., candidate and PRC lists) of potential reviewers.

2. Contacting the Reviewers
On or before April 1, the PRC selects and writes to two reviewers from the composite list of potential reviewers to determine whether these individuals are willing to serve as reviewers. The template for the letter to be sent to the reviewer appears later in this section. 
If a reviewer declines to perform the evaluation, the PRC will contact another reviewer from the composite list until two reviewers agree to perform the evaluation of the candidate’s scholarly/creative/professional activity.  If the list of reviewers is exhausted, then the candidate and the PRC will generate additional contacts (following the procedures described earlier) until two reviewers agree to conduct the evaluation.  If the PRC is unable to obtain commitments from two reviewers by June 1, then the PRC must ask the Dean to resolve the issue.
3. Sending Materials

On or before June 1, materials will be sent to the reviewers.  The candidate’s curriculum vita, a brief (two pages maximum) interpretative statement/scholarly description prepared by the candidate (optional), and representative samples of the candidate’s scholarly/creative/ professional activity will be sent to the external reviewers.  The candidate will identify and select the representative samples of his or her scholarly/creative/professional activity.  
4. Charge to the External Reviewers

Reviewers will be asked to examine the candidate’s scholarly/creative/professional record and describe how the candidate has established a sustained pattern of achievement and evaluate how the candidate’s record has matured.

5. Reviewers' Evaluations 
Reviewers submit their reports to the chair of the PRC on or before August 15 of the calendar year of the candidate's application (the PRC and candidate can set an earlier deadline if both parties agree that an earlier deadline will facilitate the external review process).  If external reviews are not received by that date, the reviewer will be contacted by the PRC to request immediate submission of the report.  Copies of reviewers' reports shall have the name and any other information identifying the reviewer removed, after which the report is provided to the faculty candidate for review and response.  Should a reviewer fail to submit a report or submits a report too late for the candidate to have 14 days in which to make a response prior to the PRC's meeting to make its recommendation, the committee will treat the candidate's application as complete and non-submission of the outside review will not be deemed prejudicial to the candidate.
All external reviewer reports dated within a period of three years prior to the application should be included in the candidate’s promotion application materials; however candidates may submit more than two external reviews in subsequent promotion cycles.
6. Candidate's Response to the Reviewers' Reports 
By September 15th or within 14 days of the receipt of each reviewer's report (whichever date is later), the candidate may respond in writing.  Any such response becomes part of the candidate's promotion application.  

7. Use of Reviewers’ Reports

The PRC, deans, CPC, and Provost must evaluate the entire body of the candidate’s scholarly/creative/professional activity.  The letters are meant to inform, not determine, the evaluation of the candidate’s scholarly/creative/professional activity.  More specifically, the letters should describe the evidence that suggests the candidate has established a sustained pattern of achievement and evaluate how the candidate’s scholarly/creative/professional activity has matured.
  The PRC, deans, CPC, and Provost should consider the reviewers’ report as only one piece of evidence when determining whether or not the candidate has satisfied the criteria for promotion.
LETTER TO EXTERNAL REVIEWER 

Note. Text offset by brackets in the letter must be customized for each candidate. 

Dear [external reviewer name],

[Name] has applied for promotion to the rank of Professor in the Department of [Department name] at The College of New Jersey.  The Department Promotion and Reappointment Committee requests your evaluation as a peer reviewer of the scholarly/creative/professional activity of this candidate.  The contents of the reports of the peer reviewers are shared with the candidate, although the identity of the reviewer is kept confidential; the candidate has the right to respond to the reports as part of the promotion application.  If you are willing to serve as a peer reviewer, your review must be received no later than August 15, [year].

The College of New Jersey (TCNJ) is an exemplary comprehensive institution with the mission of offering a quality education to high-achieving students in a residential setting where teaching and scholarly/ creative/professional activity are essential priorities. The current standard teaching load is three courses per semester; prior to the 2004-2005 academic year, the standard teaching load was four courses per semester. Regarding faculty scholarly accomplishments, TCNJ embraces the model of a professor as teacher-scholar in which a serious and continuing commitment to scholarship complements and enriches one’s teaching.

For promotion, faculty members are expected to demonstrate accomplishments in the three areas of teaching, scholarly/creative/professional activity, and service. Your review will assist us in evaluating the second area, the candidate’s scholarly/creative/professional activity. Promotion to Professor at TCNJ requires that a faculty member “demonstrate a sustained pattern of achievement since attaining the rank of Associate Professor, with evidence indicating the maturation of the scholarly/creative/ professional record.” As the external reviewer, please describe how the candidate has established a sustained pattern of scholarly/creative/professional achievement and evaluate how the candidate’s record has matured. Please do not indicate your opinion about whether or not the candidate merits promotion to the rank of Professor or if the candidate would be likely to be promoted in your department or institution.
 If you are willing to serve as a peer reviewer for the scholarly/creative/professional activity of [name], please let us know by [date]. If you agree to provide a peer review for this candidate’s promotion application, we will send you the candidate’s relevant application materials.

Thank you.
LETTER TO EXTERNAL REVIEWER FOR PROMOTION TO ASSOCIATE PROFESSOR ONLY

Note. Text offset by brackets in the letter must be customized for each candidate. 

Dear [external reviewer name],

[Name] has applied for promotion to the rank of Associate Professor in the Department of [Department name] at The College of New Jersey.  The Department Promotion and Reappointment Committee requests your evaluation as a peer reviewer of the scholarly/creative/professional activity of this candidate.  The contents of the reports of the peer reviewers are shared with the candidate, although the identity of the reviewer is kept confidential; the candidate has the right to respond to the reports as part of the promotion application.  If you are willing to serve as a peer reviewer, your review must be received no later than August 15, [year].

The College of New Jersey (TCNJ) is an exemplary comprehensive institution with the mission of offering a quality education to high-achieving students in a residential setting where teaching and scholarly/ creative/professional activity are essential priorities. The current standard teaching load is three courses per semester; prior to the 2004-2005 academic year, the standard teaching load was four courses per semester. Regarding faculty scholarly accomplishments, TCNJ embraces the model of a professor as teacher-scholar in which a serious and continuing commitment to scholarship complements and enriches one’s teaching.

For promotion, faculty members are expected to demonstrate accomplishments in the three areas of teaching, scholarly/creative/professional activity, and service. Your review will assist us in evaluating the second area, the candidate’s scholarly/creative/professional activity. Promotion to Associate Professor at TCNJ requires that a faculty member demonstrate “continuing scholarly/creative/professional achievement since initial appointment.” As the external reviewer, please describe how the candidate has demonstrated continued scholarly achievement. Please do not indicate your opinion about whether or not the candidate merits promotion to the rank of Associate Professor or if the candidate would be likely to be promoted in your department or institution. 
If you are willing to serve as a peer reviewer for the scholarly/creative/professional activity of [name], please let us know by [date]. If you agree to provide a peer review for this candidate’s promotion application, we will send you the candidate’s relevant application materials.

Thank you.
� In special circumstances, candidates may request to use external review for promotion to Associate Professor.  See Recommendation 3 of the April 10, 2009 Report from CFA on the Use of External Review in the Promotions Process.





� Candidates for promotion to Associate Professor, who are requesting use of external review under special circumstances, must write a letter to the PRC requesting to use external review in the promotion process, on or before February 15 of the calendar year in which the faculty member intends to apply for promotion.  The letter should also provide a clear rationale that describes why an external review will inform the evaluation of the candidate’s scholarly/creative/professional record.   In these cases, the charge to the external reviewer will differ from the charge given to reviewers for promotion to the rank of Professor (see item 4 later in this document).





� When using external review for candidates applying to the rank of Associate Professor: Reviewers will be asked to examine the candidate’s scholarly/creative/professional record and describe how the candidate has established continued achievement since the initial appointment at the College.


� For external review of candidates applying to the rank of Associate Professor, reviewers only describe how the candidate has established continued achievement since his or initial appointment at the College.








Appendix IV: External Review
April 10, 2009 
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