TEMPLATE LETTERS TO BE SENT TO REFEREES CONCERNING RENEWAL, TENURE, OR PROMOTION (OR A COMBINATION) 

Faculty Member _____________ is under review this year for [renewal/tenure/promotion to the rank of ______] at Queen’s University.  External evaluations of a candidate's work are  particularly important, and I thank you for agreeing to provide such an assessment. [add for teaching focused faculty]: Please note that although Professor <<NAME OF MEMBER>> has a full range of academic responsibilities, the appointment letter specifies that they will hold a Teaching-focused appointment. Accordingly, Professor xx is responsible for research and service activities, but the majority of the applicant’s academic responsibilities (xx%) includes teaching at the undergraduate and graduate level. [add for Continuing Adjuncts]: Please note that although Professor [name of member] currently holds an Adjunct academic appointment with the University (i.e. no dedicated research/scholarly activity responsibility), to be granted promotion they must satisfy the same criteria and expectations as Tenured and Tenure-track applicants for promotion, except when considering the length of time it may take the adjunct member to develop their record of scholarly activity, i.e. we take into consideration any evidence as to the effect of the nature of the academic appointment held on their ability to engage in research/scholarly activities.

In order to preserve confidentiality related to the candidate’s documents, this evaluation must be formulated without the use of Generative AI tools (e.g., ChatGPT). Specifically, confidential materials contained within the promotion package should not be uploaded to AI tools.

The candidate’s current curriculum vitae, a teaching dossier (if provided by the candidate), and copies of the candidate’s significant scholarly works or examples of creative work (selected by the candidate) are available on a secure online storage space, which can be accessed using the following link: _________. Note that you will be prompted to sign-in using your email address and password (non-Microsoft users may be prompted to enter a verification code; ensure you check your spam folder). You may request copies of any additional pieces of work that are listed in the curriculum vitae if you feel you need these materials to make an informed evaluation. If relevant, the Professor XX will provide a description of their contributions in the case of collaborative scholarly/creative work, including co-authorships. [add sentence if applicable]: Prior to reviewing the candidates file, please review the document attached titled “Notice to Assessors and Referees”.

[Choose the appropriate option from the following...]

For Renewal… 
Additionally, Article 30 (Renewal, Tenure and Promotion for Tenure-Track and Tenured Faculty) of the Collective Agreement between Queen's University and the Queen's University Faculty Association is also available through the web link.  I draw your attention to Article 30.6.2 [include Article 30.6.11 for teaching focused faculty] in particular:

30.6.2 Renewal for Tenure-track faculty shall be granted when there is clear evidence of a commitment to academic excellence, some demonstrated professional growth, and the prospect (based on the record of accomplishments to date) of future development, as reflected in the following, which may include any information provided per Article 24.1.6: 

(a) A record as a good teacher; and 

(b) Clear evidence of high quality scholarly or creative work which is normally, but not necessarily, demonstrated by presentation or publication in a suitable academic or artistic forum. Writing and research with respect to pedagogy and innovative teaching shall be assessed as scholarly activity. The diverse backgrounds of Members and the type of scholarship appropriate to their research areas, as well as the diverse range of scholarly methodologies and ways of measuring impact, shall be taken into account when assessing the quality of scholarly or creative work. 

24.1.6: In any evaluative process, Members may include activities that advance I-EDIAA (defined as Indigenization- Equity, Diversity, Inclusion, Anti-Racism and Accessibility), and such information will be considered in the evaluation.

We would be grateful if you could review this material and provide your assessment of the candidate's qualifications for renewal. In particular, we would appreciate receiving the following: 

1) An assessment of the quality of the candidate’s scholarly and/or creative work
[bookmark: _Hlk204862497]Writing and research with respect to pedagogy and innovative teaching shall be assessed as scholarly activity. 
2) A comparison of this candidate’s research contributions against standards/norms for others at the same career stage within the discipline. 
3) Comment on the candidate’s demonstrated professional growth and prospect of future development, including any feedback as they transition to the next stage of their career 
4) If you have first-hand knowledge of their record as a teacher, you may provide an assessment of that as well 
5) Any additional comments on the candidate’s teaching, research, or service contributions, or their activities that advance I-EDIAA, translation of knowledge, and/or the impact of their scholarship 

For Tenure & Promotion to Associate Professor

Additionally, Article 30 (Renewal, Tenure and Promotion for Tenure-Track and Tenured Faculty) of the Collective Agreement between Queen's University and the Queen's University Faculty Association is also available through the web link. The candidate is required to show that evidence favours granting of tenure and promotion. Promotion is the recognition by academic peers and the University of increased status of the Member in their discipline. I draw your attention to Articles 30.6.4 (Tenure) and 30.6.8(b) (Promotion) [include Article 30.6.11 for applicants who hold teaching focused Tenure track or Tenured appointments]:

30.6.4 Tenure as defined in Article 25.1.2.3 shall be granted when there is clear evidence of demonstrated professional growth and the promise of future development as reflected in the following, which may include any information provided per Article 24.1.6: 

(a) A record as a very good teacher committed to academic and pedagogical excellence; 

(b) A record of high quality and expert peer-assessed scholarly or creative work which is normally demonstrated by presentation or publication in a suitable academic or artistic forum; writing and research with respect to pedagogy and innovative teaching shall be assessed as scholarly activity; the diverse backgrounds of Members and the type of scholarship appropriate to their research areas, as well as the diverse range of scholarly methodologies and ways of measuring impact, shall be taken into account when assessing the quality of scholarly or creative work; and 

(c) A record of professional, University or community service which has contributed to the Department, Unit, Faculty, University or broader academic community. 

We would be grateful if you could review this material and provide your assessment of the candidate's qualifications for tenure and promotion. In particular, we would appreciate receiving the following: 

1) An assessment of the quality of the candidate’s scholarly and/or creative work. Writing and research with respect to pedagogy and innovative teaching shall be assessed as scholarly activity.
2) A comparison of this candidate’s research contributions against  standards/norms for others at the same career stage within the discipline.   
3) Comment on evidence that the candidate has demonstrated professional growth and the promise of future development, including any feedback as they transition to the next stage of their career 
4) If you have first-hand knowledge of their record as a teacher, you may provide an assessment of that as well 
5) Any additional comments on the candidate’s teaching, research, or service contributions, or their activities that advance I-EDIAA, translation of knowledge, and/or the impact of their scholarship 

Promotion only 

Additionally, Article 30 (Renewal, Tenure and Promotion for Tenure-Track and Tenured Faculty) of the Collective Agreement between Queen's University and the Queen's University Faculty Association is also available through the web link. The candidate is required to show that evidence favours granting of promotion. Promotion is the recognition by academic peers and the University of increased status of the Member in their discipline. I draw your attention to Articles 30.6.6 and 30.6.8  [include Article 30.6.11 for teaching focused faculty; include 32.6.2 for Continuing Adjuncts]:

30.6.6 Promotion is the recognition by academic peers and the University of increased status of the Member in their discipline. A faculty Member will be assessed for Promotion on their contributions to teaching, research and scholarship, and service to the Department, Unit, Faculty, University, and the broader academic community. In their assessment, the Committee shall consider the diverse range of scholarly methodologies and ways of measuring impact.

30.6.8 Subject to Article 30.6.6, the normal expectations for Promotion to the following faculty ranks are as follows, which may include any information provided per Article 24.1.6: 

(a) Assistant Professor: The Member must be a good teacher. In those disciplines where a Ph.D. is usually required, the Member normally will have completed the doctorate. Otherwise, evidence of the successful initiation of research and scholarly work or comparable professional or creative work is required. Writing and research with respect to pedagogy and innovative teaching shall be assessed as scholarly activity. The Member’s participation in the operation of the Department, Unit, Faculty or University or contributions to their profession may be taken into consideration. Any tenure track Member who was initially appointed with the rank of Lecturer because they had not yet obtained their Ph.D. shall be appointed with the rank of Assistant Professor upon obtaining this degree without the need to apply for promotion under this Article. 

(b) Associate Professor: For Members in Tenure-track appointments the criteria for the granting of Tenure shall apply. Article 30.6.4 outlines the expectations for Tenure. 

30.6.4 Tenure as defined in Article 25.1.2.3 shall be granted when there is clear evidence of demonstrated professional growth and the promise of future development as reflected in the following, which may include any information provided per Article 24.1.6: 
(a) A record as a very good teacher committed to academic and pedagogical excellence; 

(b) A record of high quality and expert peer-assessed scholarly or creative work which is normally demonstrated by presentation or publication in a suitable academic or artistic forum; writing and research with respect to pedagogy and innovative teaching shall be assessed as scholarly activity; the diverse backgrounds of Members and the type of scholarship appropriate to their research areas, as well as the diverse range of scholarly methodologies and ways of measuring impact, shall be taken into account when assessing the quality of scholarly or creative work; and 

(c) A record of professional, University or community service which has contributed to the Department, Unit, Faculty, University or broader academic community.

Article 30.6.8… 

(c) Professor: The Member must either combine: 

(i) scholarly or creative work judged to be distinguished with very good teaching; or 
(ii) continuing high quality scholarly work with exceptional contributions in teaching; or 
(iii) scholarly or creative work judged to be distinguished with exceptional contributions in teaching. 

The Member is also expected to have made a contribution to the successful operation of the Department, Unit, Faculty or University via their administrative service responsibilities. Contributions to their profession and community also are relevant. Writing and research with respect to pedagogy and innovative teaching shall be assessed as scholarly activity. 

Any positive recommendation with regard to promotion to the rank of Professor shall clearly indicate whether the recommendation is made on the basis of the criteria described at Article 30.6.8 (c)(i) or 30.6.8 (c)(ii) or 30.6.8 (c)(iii).

We would be grateful if you could review this material and provide your assessment of the candidate's qualifications for promotion. In particular, we would appreciate receiving the following: 

1) An assessment of the quality of the candidate’s scholarly and/or creative work  Writing and research with respect to pedagogy and innovative teaching shall be assessed as scholarly activity.
2) A comparison of this candidate’s research contributions against standards/norms for others at the same career stage within the discipline.  
3) Comment on evidence that the candidate has demonstrated professional growth and the promise of future development, including any feedback as they transition to the next stage of their career 
4) If you have first-hand knowledge of their record as a teacher, you may provide an assessment of that as well 
5) Any additional comments on the candidates teaching, research, or service contributions, or their activities that advance I-EDIAA, translation of knowledge, and/or the impact of their scholarship 


FOR TEACHING FOCUSED FACULTY: 

30.6.11 In cases where the applicant’s required responsibilities in scholarship/research (as noted in the letter of appointment) are minimal, primary emphasis shall be placed on teaching. Scholarship/research that is undertaken shall be assessed on the basis of whatever information as to quality is available.

The relevant section of the appointment letter of Professor <<NAME>> specifies:

[include paragraphs from appointment letter relevant to the applicant’s teaching, research and service responsibilities] 

For Continuing Adjuncts:
Also please note that as per Article 32.6.2 (b): “the criteria set out in Article 30.6.1 through Article 30.6.9 shall apply to the same extent and in the same way that they apply to Tenured and Tenure-track faculty Members, except that when considering the length of time over which an Adjunct has developed their record of scholarly activity, the RTP Committee shall take into consideration any evidence as to the effect of the nature of the academic appointment(s) held by the Adjunct on their ability to engage in those scholarly activities…”

Under the terms of the Collective Agreement, the candidate may see all of the material in their file.  If you wish your identity as a referee to remain confidential, you may so request and the report or assessment shall be masked by deleting the letterhead and signature block to maintain anonymity.

As we are working within timelines provided by the Collective Agreement, it will be most helpful to receive your assessment by [date] {late September/early October is suggested}   Please note that your letter must be submitted directly to the Unit Head’s office staff at: [include contact information].  Should you be unable to meet this deadline, or if you are unable to provide an assessment, please advise at your earliest convenience by phone or email [include telephone and e-mail address]

Thank you for your assistance in this review.

Yours sincerely,

Dean/Head/Chair/Director


Encl.
