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Appendix B
MODEL LETTER
Dear ________________;


The Department of _________________ and the University Committee on Personnel are considering  _______________ for (reappointment, tenure, promotion). As part of our personnel process, we solicit outside experts in the candidate’s field for their assessment of the candidate’s scholarly and/or creative work.  I am writing to ask if you would be willing to serve as an outside reviewer in this personnel case.

[Some departments may wish to include a description of their department and its academic focus.]


The personnel process at Clark is a three-stage process. The academic department recommends to the Committee on Personnel, which in turn recommends to the President. The Committee on Personnel is an elected faculty committee, constructed in a manner to exclude any members of the candidate’s department from deliberations regarding the Committee’s formal recommendation. Letters from external reviewers are extremely important for faculty personnel cases, and they are used to help establish the quality and impact of the research or creative activity of the candidate. 

In your letter, please tell me whether you know the candidate and if so, in what capacity, so that the Committee can be assured of your qualifications as an impartial reviewer.  Since standards vary across institutions, we ask that you focus on evaluating the quality and impact of Dr. ______'s scholarly and/or creative activity and not offer an opinion regarding whether or not s/he should be reappointed/tenured/promoted.  Please include a copy of your current curriculum vitae with the evaluation.

Dr. _____________’s area of research is ______________, with a specialty in ___________.  We are particularly interested in your evaluation of her/his work in ___________, with emphasis on the quality and impact of this work in this field. You should be aware that the faculty members who serve on Clark’s committee on tenure and promotion will not be experts in your and the candidate’s field of study. It would be particularly helpful if your letter was written in such a way as to be meaningful to this audience.

Under current policies and practices at Clark University, the identities of outside reviewers are, within limitations imposed by law, regarded as confidential.  Following a suggestion of the American Association of University Professors, candidates will have access to outside letters in a form redacted solely to delete any reference that would compromise the anonymity of the outside reviewer. You may wish to alert us to any special features of your letter that might need to be deleted or modified to protect your anonymity. The unredacted letters are 
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for limited use within the University. However, various governmental agencies may have a legal right to such evaluations, and it is possible that future federal or state law may afford the person being evaluated full access to the evaluations.


We hope that you will be willing to serve as an external reviewer in this reappointment/tenure/promotion case. Along with the Curriculum Vitae, the specific materials we would like you to review would include ___________________.


These will be sent to you as soon as you agree to serve.  In order to meet our deadline, we will need a report from you by ______________.  

If you have any questions about this request, please call me at _____________.

I hope you will be able to assist us in this important task, and look forward to hearing from you.

Enclosures [Please list these so that COP can see what was sent to reviewers]

