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(Candidate's Name)
PROPOSED ACTION:  Promotion to Full Professor, effective July 1, 2009
CURRENT RANK AND STEP: Assistant Professor, Step 4 off-scale
PERIOD OF REVIEW:  XXXXX - June 30, 2008
Between now and Friday, June 6, 2008
Initial meeting with the department chair

Due on or before Friday, May XX, 2008
(1) Submit recommended names of persons externally to be solicited for letters of evaluation.  Include a brief commentary on the academic standing of each proposed reviewer and relationship, if any, to you (see attached sample).  You may propose as many names as you wish (but it is recommended that you not propose more than six) and the department will select some of your recommendations, and add some additional names. A minimum of five letters are solicited.  (The list you provide will go forward with your file.)  Special considerations may apply for faculty advancing from Associate Professor, Step 3. Please refer to CAPM 407.690, 803.620, and 400.220-H.

(2) Submit names of persons internally (and if appropriate from the community) to be solicited for letters of evaluation regarding service work done outside the department.  (This list will go forward with your file.) 

(3) Submit names of persons (internal or external) who, for reasons set forth in writing by you, might not objectively evaluate your qualifications or performance.  (This list will go forward with your file.)

(4) Optional: Submit names of current and/or former students to be solicited for comments on your teaching and/or research and/or research mentoring (grad students and postdocs)  (This list will go forward with your file.)

Due by Friday, July X, 2008
(1) Update the attached draft cumulative bio-bibliography and return to Department Manager.  You will be able to make changes/updates until the external letters go out--the end of the first week in September.

(2) Review the student evaluations of all your courses since your last review. This must be done in the Sociology Department Office.  If you have taught any courses outside Sociology during this period, please let Department Manager know the details.

(3) Complete any delinquent narrative evaluations, and turn in your Spring 2008 evaluations by July 3.

(4) If you have taken a sabbatical leave since your last personnel action, turn in a copy of your report to Department Manager.

Due by Friday, August 29, 2008
(1) Give Department Manager at least two copies of all your publications (or like material), since your last personnel action. (Attached is the list of publications you submitted for that review.)  You should be selective and submit your most important publications for this review. All publications will go forward with your file.  Tell Department Manager which publications you wish sent to outside reviewers.  Also give Department Manager copies of manuscripts in press that you wish to submit for review by the department.  (Tell Department Manager if any manuscript in press should also go to your outside reviewers.)  Also due is your updated vitae (or the final version of your biobib), which will be sent to your outside reviewers.

(2) Your statement -- see attached guidelines.  Please let Department Manager know if you want this version of your statement to be sent to your external reviewers.
(3) If you have coauthored publications during this review period, please be clear in the research portion of your personal statement about your role in the joint effort. (see attached for some sample wording)

(4) Give Department manager any unsolicited material you wish included in your file.

NOTE:  Faculty who do not submit a complete file by the department deadline will be considered deferred and a subsequent action will not be retroactive.  This deadline is firm!  For assistant professors and mandatory reviews (mid-career appraisals fall in this category), the department has been instructed to review whatever material they have on the candidate by the deadline.

