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SAMPLE – Reappointment internal review letter

DATE
NAME
ADDRESS
Dear SALUTATION:

The College of Music at Michigan State University is considering the reappointment of FACULTY MEMBER’S NAME for an additional probationary period of three years as an Assistant Professor.  Our process asks for internal letters of evaluation.  I am hopeful that you will be able to provide a letter of evaluation in this case.  

A reappointment is made if the individual is making strong progress toward tenure in the areas of teaching, research and scholarship, and service.

The following language which speaks to issues of reappointment is taken from the MSU Faculty Handbook:  Unit criteria for appointment, reappointment, tenure, promotion, and merit salary recommendations (attached) must serve the objective of improving academic strength and quality, taking account of the mission and goals of the college and University, including the Guiding Principles.

Assessment of faculty performance should recognize the importance of both teaching and research and their extension beyond the borders of the campus as part of the outreach dimension.  Assessment should take into account the quality of outcomes as well as their quantity; it should also acknowledge the creativity of faculty effort and its impact on students, on others the University serves, and on the field(s) in which the faculty member works.  In many cases, faculty demonstrate excellence through individual scholarly and creative activities.  Collaborative scholarly efforts, cross-disciplinary activities, and the integration of scholarship into the creation, application and dissemination of knowledge are also recognized as relevant dimensions of faculty performance.

The College of Music, through the reappointment process, is charged to build an academic unit strong in scholarship, teaching capacity, and public service.  The College and the peer review process must apply rigorous standards in making reappointment, tenure, and promotion recommendations.  The achievement and performance level required must be competitive with faculties of leading research-intensive, land-grant universities of international scope.

An important part of this reappointment process is a written evaluation by colleagues in the College of Music who are knowledgeable in the candidate’s particular field and expertise.

For your information, I have enclosed the following information: a curriculum vitae and a reflective statement addressing research/creative activity.  

It would be helpful if you would evaluate Professor LAST NAME’s achievements to the extent possible by including your assessment of HIS/HER achievements in teaching, creative activities, and service.

Your letter of evaluation, as part of an official review file, will be kept in confidence and will not be disclosed to the faculty member under consideration or to the public except as required by law or university policy.  In such instances, the information made available will be provided in a form that seeks to protect the identity, privacy, and confidentiality of the evaluators.

It would be helpful if your response was received by DATE.  Thank you for your willingness to help us in this important matter.

Sincerely,
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James Forger
Dean
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