[Insert Department Letterhead]
INTERNAL INSTRUCTIONS – REMOVE HIDDEN TEXT BEFORE SENDING:
· Departments must use this approved template or obtain prior approval from QHS Staffing before distributing alternate wording.
· Replace all bracketed sections before sending.
· Remove any instructions/highlighted text prior to distribution.
· Departments may issue one combined notice listing all applicants.
· If an individual submits an assessment regarding more than one applicant, a separate letter is required for each applicant. 
· Ensure deadlines align with applicable promotion timelines and internal departmental processes.
· Departments are responsible for ensuring distribution of requests is reasonable, appropriate, and reflective of the applicant’s teaching, supervision, and/or academic responsibilities.
· If an applicant has applied for both reappointment and promotion, departments should ensure that only one assessment request is issued to each student, or trainee. The assessment should address the applicant’s contributions relevant to both processes.
Click or tap to enter a date.
Re: Request for Student/Trainee Assessments – Promotion
Dear Students and Trainees,
The following faculty member(s) are applying for promotion within the Department of Choose an item. at Queen’s University. 
	Faculty Member
	Application Type

	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.


As part of the promotion process, the Departmental Promotion Committee is seeking feedback from current and former students and trainees who have worked with, been taught by, or been supervised by the applicant(s). Where an applicant is also being considered for reappointment, a single assessment should address the applicant's suitability for both promotion and reappointment. A separate assessment is not required for each application. 

Student and trainee input is an important component of the review process. Assessments may address areas such as:
· quality of teaching;
· supervision and mentorship;
· professionalism and collegiality;
· educational leadership; and/or
· overall contributions to the learner experience.

If you wish to provide an assessment, please submit your response no later than Click or tap to enter a date. to:

[Click or tap here to enter text.]
[Click or tap here to enter text.]
[Click or tap here to enter text.]

Please address letters to:
[Click or tap here to enter text.]
Chair, Departmental Promotion Committee
[Click or tap here to enter text.]

Please note:
· Submission of an assessment is entirely voluntary.Assessments should be based on the writer’s direct educational experience with the applicant.
· Written assessments should focus on the applicant’s effectiveness as a teacher, supervisor, mentor, and/or educational leader and should not take the form of personal testimonials.
· Applicants may have access to all materials contained within their file.
· To support confidentiality, identifying information (including name, trainee status, training program and level of trainee) will be removed from student/trainee submissions prior to inclusion in the file.	Comment by Martina McAllister: As per DL’s comments in the Reappointment drafts and whats been uploaded to website
· Please continue to identify your affiliation (e.g. undergraduate student, graduate student, resident, fellow, former trainee, etc.). While personal identifying information will be removed, affiliation information will be retained as part of the assessment.
· If you choose to provide assessments regarding more than one applicant, a separate submission is required for each applicant. 

Thank you for your assistance with this process.

Sincerely,

