                                                            
SANTA CRUZ: Baskin School of Engineering

                                                              
                         Computer Engineering Department

May X, 2008

Candidate

Department
RE:  2008-09 ACADEMIC PERSONNEL ACTION

Dear Candidate:

Your name is listed on the 2008-09 CALL for Academic Personnel actions to be reviewed for reappointment/merit/mid-career or promotion effective July 1, 2009.   The period under review for this action begins from your appointment through summer 2008.  To process this action in a timely fashion, please submit the following items to dept mgr.
No later than Friday, May 30, 2008:  

1. Read, initial and date numbers 1 - 5 on the Checklist to Assure Fairness: http://www2.ucsc.edu/ahr/forms_and_data/orignal_docs_and_pdfs/APPN8-1.pdf and return to dept. mgr..  Your initials do not necessarily indicate that you have completed each item, but that you have been informed of your right to do so. To comply with #1, Sections 160, 210 and 220 of the Academic Personnel Manual are available on-line at: http://www.ucop.edu/acadadv/acadpers/apm/welcome.html
No later than Friday, Sept. 12, 2008 (earlier is appreciated; if not submitted by 9/14, will be considered deferred): http://www2.ucsc.edu/ahr/academic_policies_and_procedures/cappm/400220.htm
1.
Updated bio-bibliography.  Please use the online BiobibNet to enter or update your bio-bibliography, (https://ledge.ucsc.edu/biobibnet/). If you are a first time user please contact Nancy Degnan degnan@ucsc.edu or 459-4702, at Academic Human Resources.  Nancy is willing to provide assistance either in your office or over the phone. Attached is the biobib user guide for your reference. The BiobibNet system will download your teaching automatically.  If any of your teaching has been shared with other faculty, please identify your contribution to, and responsibility for, the joint effort.  Please make all other necessary updates, revisions, and corrections and return the final copy to Patricia.  If you have questions on how to complete your biobib, please refer to the guidelines for preparation of biobibliographies at the following link: http://www2.ucsc.edu/ahr/academic_policies_and_procedures/cappm/appen9.htm.  Also, Professor Anujan Varma has graciously offered his assistance with preparing biobibs.  Please contact him at varma@soe.ucsc.edu. 

2. 
Personal Statement.  The Computer Engineering Department requests that candidates submit a Personal Statement (typically 3-5 pages).  This is a written description of your recent research, teaching, and service and indications of future directions.  This statement will go forward with other review materials unless you specifically request that it be for internal use only.  If you need assistance on putting the statement together please contact Professor (faculty mentor?) and s/he will guide you.

3.
Publications.  For this action, we will need one copy of all publications since your appointment.  If there is any joint-authored work, please indicate what your contribution was to the shared work.  Please number the publications you are submitting as reflected in your biobib. These publications will become part of the file submitted to the Dean.  Please indicate on each publication you submit with the corresponding number listed on your biobib (i.e. conference paper listed as number 1 on your biobib, indicated on hard copy as CP-1).  If you prefer submitting publications on CD you may do so, but please list them as above.

4.
Outside Professional Activities.   Please review the Conflict of Commitment and Outside Activities of Faculty Members APM 025 and complete and submit the Annual 

Report Category I and II Compensated Outside Professional Activities and Additional Teaching Activities form (http://www.ucop.edu/acadadv/acadpers/apm/apm-025-07-01.pdf).

5. 
External Reviewers.  

A.  Names of individuals who can provide an evaluation of your service and/or teaching contributions.  Please briefly note your relationship to the individuals.  Please also provide contact information and a brief bio for each individual.

B.  Names of any individuals (internal or external) whom you feel may be unable to evaluate your work objectively, with a brief explanation of the reasons.

6.
Sabbatical Leave Report.  If you took sabbatical leave during the period of this review, please submit a copy of the written report of your sabbatical.  If you have not yet submitted a report, guidelines are available in section 740-97 of the Academic Personnel Manual: http://www.ucop.edu/acadadv/acadpers/apm/apm-740.pdf
7.
Optional Material.  You may submit any additional optional material you feel is important for the file.

You should be aware that the department is required to provide a statement indicating your timeliness in the Narrative Evaluation process.  In addition, we submit all student evaluations of your teaching for the period under review.  If you have not read your evaluations, I encourage you to do so before submitting your materials.  Please see Patricia or Meredith to review these files.

The department may approve extensions for submission of review materials in unusual circumstances.  If necessary, please request an extension by September 1, 2008.

I will be happy to meet with you to discuss this action if you wish.  If you have any other questions, please do not hesitate to ask dept mgr or me.

Sincerely,

Name, Chair

XXX Department

Attachment: Biobib template

