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PROMOTION REVIEW NOTIFICATION MEMO – Name of Candidate
Date:
  DATE 

To:
  Candidate’s Name/Department
From:
  PC Chair
Subject: Review for Promotion to the Rank of Associate/Full Teaching Professor 

I have scheduled your review for promotion to the rank of Associate/Full Professor by the Personnel Committee for Time, Date and Location. 
[If 20-day waiver needed add this paragraph]
Since you have agreed verbally to waive your right to have twenty days’ notice of this meeting, would you please send me a memo in writing confirming this, with a copy to the Secretary of the Faculty and Staff for your personnel file.]

To remind us all of the guidelines to be followed with respect to evidence, I quote from point "d" under 3.10 (6) of the Faculty Handbook.

The review of the faculty member shall be based upon the promotion and merit file, and oral evidence introduced by members of the Reviewing Committee.  However, no new evidence reasonably expected to affect negatively the outcome of the review should be introduced unless the candidate has prior knowledge of such evidence.  The faculty member's promotion and merit file will be open to the faculty member, the reviewing committee, and the reviewing offices only.  During an open review, and only during an open review, the faculty member's promotion and merit file is open.

At the beginning of the meeting, you will be invited to clarify materials in your file for the Personnel Council. In addition, you will be able to answer questions from the Council before it deliber​ates.  

Please contact me or the Secretary of the Faculty and Staff if you have any questions regarding the conduct of the review. 

ec:
Secretary of the Faculty and Staff


Name of Dean, Dean, Name of College
