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TO:	Dean [Name]

FROM:	[Name of School/College Committee/Subcommittee] on Rank and Tenure, [School or College name]
	
RE:	[Candidate’s Full Name], [current rank] of the Department of [Name], candidate for [tenure and promotion to the rank of Associate Professor/tenure/promotion to the rank of Professor]

DATE:	

RECOMMENDATION:

This committee recommends by individual votes of x, x, x, x, x that Professor Name be/not be [granted tenure and promoted to the rank of Associate Professor/granted tenure/promoted to the rank of Professor].  

[In the College of Arts & Sciences, the Leavey School of Business and the School of Engineering, if a member of the committee is also a member of the candidate’s department, the following wording must be added: In accordance with Faculty Handbook 3.4.4.4, Professor [Committee member’s name] did not participate in the review of this case because, as a member of Professor Name’s department, she/he had already participated fully at the department level.]

[In the School of Education and Counseling Psychology, if a member of the committee is also a member of the candidate’s department, the following wording must be added: In accordance with Faculty Handbook 3.4.4.4, Professor [Committee member’s name] did not vote on this case because, as a member of Professor Name’s department, she/he had already voted at the department level. However, Professor [Committee member’s name] did review all case materials available to the committee and participated in discussions.]

NATURE AND TIMING OF THE PETITION

Professor Name was hired by the xxx Department at Santa Clara University in (year) as Assistant Professor. [For a promotion case, the following wording is added: She/he was granted tenure and promoted to the rank of Associate Professor in (year).] 

PROCEDURE

The members of our committee have considered the following:

1. Professor Name’s petition, curriculum vitae, and supporting materials related to teaching (including course syllabi, writing assignments, exams, and the reports prepared by the Provost Office on the candidate’s SET scores, copies of individual course SET reports submitted by the candidate, and copies of the narrative evaluations used by the XYZ Department), scholarly and creative work, service, and the discipline specific standards developed by the XYZ Department.

2. Letters from the following tenured members of the Department: x, x, x, x, as well as the chair Name. Professor Name drafted the summary of the department’s meeting on the candidate’s petition. (Hereafter, Professor (Chair’s name) letters will be distinguished by the title appended, i.e., “Chair XYZ” will be used in reference to the Chair’s context letter, and “Professor XYZ” in refererence to her/his individual letter.)

3. Letters of Evaluation from Professor Name’s solicited referees: 

Professor A [title, institution]. Professor A is a specialist in XXX. Professor A’s publications include ............. ]Insert two or three sentences about the qualifications of each letter writer, and any necessary comments about their relationship.]

Professor B [same format as for Professor A]
	
4. Letters of Evaluation solicited by the xxx Department from:

Professor C [same format as above]
Professor D [same format as above]

5. Letters of Evaluation solicited by this committee from:

Professor E [same format as above]
Professor F [same format as above]
	
Each of the evaluators was sent the following materials selected by Professor Name: (indicate number of each; delete if not applicable)

Book(s):	LIST

Papers, Articles, Chapters Article(s):	LIST

Artistic Works

The Dean’s Office also sent each reviewer a copy of the discipline-specific scholarship standards developed by the XYZ Department.

ACADEMIC BACKGROUND

Professor Name received her/his B.A. degree in [discipline] in [year] from [university]. She/he received an M.A. in [discipline] in [year] from [university] and a Ph.D. from University X in [discipline] in [year]. Professor Name joined the faculty of Santa Clara University in [year] as an Assistant Professor. [If this is a promotion case, add: and was granted tenure and promoted to Associate Professor in [year].] [If this is a tenure case and the candidate did not begin on the tenure track at SCU directly after graduate school, indicate intervening positions held, and institutions.]

TEACHING

[Discuss quality of syllabi and assignments, curriculum development and innovation, integration of teaching and scholarship, student evaluations, quality of advising and mentoring, evidence of reflective and iterative growth.]

[Short paragraph with overall conclusions about teaching, including assessments by the candidate’s colleagues.]  

On the basis of the evidence before it, this committee judges that Professor Name [has/has not] met the criteria for [tenure and promotion to the rank of Associate Professor/tenure/promotion to the rank of Professor] set forth by the Faculty Handbook in the area of teaching.

SCHOLARSHIP

[Describe the publications/creative productions/presentations on the basis of the CV. Summarize the judgments of quality from department peers and external referees.]

[Short paragraph with overall conclusions about scholarship/creative activity, including assessments by the candidate’s colleagues.]  

On the basis of the evidence before it, this committee judges that Professor Name [has/has not] met the criteria for [tenure and promotion to the rank of Associate Professor/tenure/promotion to the rank of Professor] set forth by the Faculty Handbook in the area of scholarship/creative activity.

SERVICE

[Describe and evaluate service to the Department, College, University, and Profession.  Include comments by colleagues as appropriate.]

[Short paragraph with overall conclusions about service, including assessments by the candidate’s colleagues.]  

On the basis of the evidence before it, this committee judges that Professor Name [has/has not] met the criteria for [tenure and promotion to the rank of Associate Professor/tenure/promotion to the rank of Professor] set forth by the Faculty Handbook in the area of service.

SUMMARY

[Short paragraph with overall conclusions.]

After a careful review of the evidence before it, this committee judges that Professor Name [has/ has not] met the requirements of excellence in the areas of teaching, scholarship, and service required by the Faculty Handbook for [tenure and promotion to the rank of Associate Professor/tenure/promotion to the rank of Professor]. The committee, therefore, recommends that Professor Name [be/not be] [granted tenure and promoted to the rank of Associate Professor/ granted tenure/promoted to the rank of Professor].

Respectfully submitted,

[Signatures. They may be in handwritten, digital, or image form, with the name, rank and department typewritten beneath the line (e.g. Osgood Smulkoff, Professor of Physics)]	

[Reminder: if a member of the committee is recused, then that committee member’s name is not included here for a signature.]
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