Put on Heller Letterhead

To:
xx yy 

cc: 
Center/Institute/Program Director(s)
From:
aa bb
Associate Dean, Academic Personnel

Date:


Re:
Your proposed promotion
As you know, you have been proposed for promotion to (new title).  I am writing to initiate the process to consider the promotion.  According to our policy (attached), I will be working with a committee of (for scientists and fellows: senior researchers and faculty members ) (for faculty: senior faculty members) from your Division to review the materials noted below, as well as other supporting materials. 

To conduct this review, I will need the following information at your earliest convenience – preferably within 60 days.  You can email the material to me. 

a. Updated CV

b. List of courses taught since appointment to your current position (Include in the memo if the candidate has taught)
c. Most recent syllabi for courses taught during the last three years (Include in the memo if the candidate has taught)
d. A personal statement covering the topics below (3-5 pages).  The statement should summarize your accomplishments since your appointment as (state current faculty or researcher title):

i. Teaching and advising (Include in the list if the candidate has taught)

ii. Research, including grants/contracts
iii. Scholarship - summary of reports, publications, presentations, etc. with reference to CV
iv. Program administration
v. Other service to School and/or University
vi. Other relevant professional activity, e.g., outside roles and pubic engagement
vii. Professional goals in your new position
e. Copies of publications since appointment as (state current faculty or researcher title).  Electronic versions are easiest if available.
f. The names, positions, addresses, and emails for 8 references outside of Brandeis who should be able to comment on your professional accomplishments.  For each person state your professional relationship.  They may be collaborators but not individuals with whom you are doing extensive current work.  In assembling the names it is not appropriate to contact them to ask if they will write a letter.  The review committee will choose from your names and also add names.  You will have a chance to review the people they add and ask to have them excluded with cause. (NB: 1. Include the reference request only for candidates in the Professor, Scientist, and Fellow titles. Outside letters are not required for promotion to Senior Lecturer.  2. If the promotion is for one of the Professor titles include the following: “At least six of the references should be professors at or above the rank of your proposed promotion.”)
I will obtain copies of student evaluations of your courses for the last four years (Include in the memo if the candidate has taught). I will also obtain a written recommendation from the Director of your Center/Institute/Program.
The attached document (Heller Reappointment Procedures for Contract Positions 10 30 14.docx) outlines the steps in the review process.  Also attached are criteria and descriptions of your proposed new position (Reference document as appropriate).  As explained in the policy, once I receive these materials, I will convene the review committee to begin considering your materials.  I would be pleased to meet with you, if you wish, to discuss this process. 
Thanks very much.
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