DEO Responsibilities Checklist for the Promotion of Faculty
Internal Departmental Review of Candidate 

· Inform the faculty member in writing prior to August 1 of the material that will be required, and of the September 1st deadline for receipt of these materials

· If the number of either publications or teaching evaluations is unmanageably large, assist the candidate in identifying representative portions 

· Add to the appendix of the Promotion Record any student teaching evaluations solicited by the department

· Appoint a faculty committee to perform the internal peer review of:

· Teaching  

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Scholarship or professional productivity

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Service

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

External Review of Candidate
Develop a list of reviewers:

· Ask the candidate for a list of at least 5 external reviewers 

· Add your own suggestions to the list.

· From this list, compile a draft list of external reviewers 

· Consult with the Departmental Consulting Group

· Consult the candidate and remind him/her that they may submit a written objection to any name(s) on the list.  

· Select the final names to be contacted and solicit the letters using a standard letter (e.g. Appendix A).

· Keep a record of these transactions for each candidate that includes

(i)
the list of suggested reviewers,

(ii)

the names of persons invited to review,

(iii)
the names of actual reviewers,

(iv)
comments submitted by the candidate, the Departmental Executive Officer, and the internal faculty reviewers,

(v) correspondence and other communications between the Departmental Executive Officer or Dean and invited reviewers and actual reviewers.


Enter into the Promotion Record
· A copy of the letter of solicitation to external reviewers

· All letters received from external reviewers 

· If a letter was solicited over the candidate's written objection, include the candidate's written objection 

· An annotated list of all invited reviewers to include:

· A brief description of each external reviewer's qualifications

· A brief statement of how the reviewer knows the candidate's work, if it is not obvious from the reviewer's letter; and

· An explanation of why the reviewer was chosen, if the reviewer is not from a peer institution but from an institution where the corresponding department or individual evaluator is of peer quality.

Following the Internal Department Review 

· Provide the candidate a copy of the internal peer evaluations of the candidate's teaching, scholarship or professional productivity, and service 

· Advise the candidate that, if desired, he or she has 10 working days to provide a written correction of errors in these reports

· Place any written response of candidate in the Promotion Record

· Verify that all required materials have been placed in the Promotion Record

· Notify the Departmental Consulting Group that the Promotion Record is ready for review

· Convene the Departmental Consulting Group after a reasonable period of time has been allowed for review of the record.

· Receive the vote and summary report of the Departmental Consulting Group, and place these in the Promotion Record.

· Prepare a letter to the Dean which includes:

· your own recommendation  

· if the recommendation is to promote,  include any negative aspects of the Promotion Record

· if the recommendation is also to give tenure, describe how the criteria for tenure have been met

· if your recommendation differs from the DCG, give your rationale

·  Give the candidate a copy of

· your letter to the Dean

· the DCG vote and summary report

· Inform the candidate that she/he has 10 working days to review the Promotion Record, and to prepare a written letter of response and additional information

· Does the candidate wish to review the Promotion Record?  If yes, :

· The external letters may be read only if all three criteria are met: 

· either the DCG or the DEO has made a negative recommendation

· the candidate asks to see the letters

· the letters are properly redacted to remove identifying information

· The entire Promotion Record must be redacted to exclude identifiable references to external reviewers

· The student evaluations added by the DEO originally may be read only if:
· either the DCG or the DEO has made a negative recommendation

· the candidate asks to see the evaluations

· the evaluations are properly redacted to remove identifying information
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