

Evaluator Guidelines for Associate Professor/Professor
Tenure Promotion Candidates

Associate Professor with tenure - Provost requires a minimum of 8 letters to be submitted with your packet (6 of which must be external and the remainder may be external or internal).

Professor with tenure - Provost requires a minimum of 8 letters to be submitted with your packet (6 of which must be external and 2 of which must be internal).

Requirements for ALL evaluators:
· Your Chair must approve your list of proposed evaluators.
· Evaluators are expected to be full Professors; however, uniquely qualified *Associate Professors may be included if explained (*only for candidates seeking promotion to Associate Professor).
•	No mentor/mentee or supervisor/supervisee relationship.
•	No close family or friend relationship.
· No coauthorship or collaboration in past 7 years (except large working groups).
· Emeritus faculty are discouraged, but a maximum of two are allowed. They must be currently active in research.
· You may reuse evaluators you have previously used. On your evaluator list, indicate them with an asterisk.

*We ask for at least  twice the required number of evaluator names as the letter return rate ≤50%. *
	Category
	Requested Number         
	Required Criteria (in addition to the list above)

	
External Evaluators
	
12
	· Half of your external evaluators must be suggested by you, and half must be suggested by your Department Chair, Division Director, promotion committee, or the like. You are not supposed to know the recommendations made by others in this process.
· No shared department or program, at same institution/time
· Cannot have received a graduate degree from the same program at the same time and cannot have trained with you
· Can be a Senior Investigator (or higher rank) from the National Institutes of Health or similar 
· [bookmark: _Hlk129596317]Can be a high-level administrator (i.e., President or CEO) in the private sector as long as they were previously a full Professor at a university  
· Should represent variety of institutions

	Internal Evaluators
	4
	· Cannot be SOM Department Chairs or on SOM Faculty Committee on Appointments and Promotions
· Cannot be from your primary, joint, or secondary department
• Cannot have a secondary or joint appointment in your department
• Should represent variety of departments



Effective Evaluator Selection Strategies and Pro-tips
· Served on a committee with you or member of same professional society
· Heard you present at a conference 
· Served on peer review panel with you
· Expert in field who is familiar with your work
· Appeared on a panel at a conference with you 
· Authored an article in a journal or a chapter in a book edited by you 
· Presented a paper at a conference held at the university where you are or were located 
· Was present when you delivered a guest lecture at the evaluator’s university or vice versa 
· Invited you to present at a conference organized by the evaluator or to write a chapter in a book edited by the evaluator 

Pro-tip: Make sure they know you in some capacity. This will help with getting a response to our request.
Pro-tip: Reach out ahead of time to ensure availability. This must be a neutral request. Once your list is submitted, you should not have any more interaction regarding your promotion with the potential reviewers.

Evaluator List Template: Associate Professor/Professor - Tenure

Your Full Name, Degrees(s)- Click or tap here to enter your full name and degrees.
Department of Click or tap here to enter text.
External Evaluators

*Complete all slots per instructions on page 1.*

External Evaluators 

1. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

2. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

3. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

4. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

5. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

6. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

7. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

8. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

9. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

10. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

11. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

12. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Institution Click or tap here to enter the evaluator’s institution.
Street Address Click or tap here to enter the street address of the institution.
City, State, Zip Code  Click or tap here to enter the city, state, zip code of the institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.




(scroll down for Internal Evaluator section)


Your Full Name, Degrees(s)- Click or tap here to enter your full name and degrees.
Department of Click or tap here to enter text.
Internal Evaluators

*Complete all slots per instructions on page 1.*

Internal Evaluators (internal to Emory but OUTSIDE your department) 

1. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Department  Click or tap here to enter the evaluator’s institution. 
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

2. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Department  Click or tap here to enter the evaluator’s institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

3. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Department  Click or tap here to enter the evaluator’s institution.
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.

4. Full Name, Degree(s) Click or tap here to enter the evaluator’s full name and degree(s).
Academic Rank, Title/Administrative Role if applicable Click or tap here to enter rank, title/role.
Department  Click or tap here to enter the evaluator’s institution. 
Telephone: Click or tap here to enter in the following format: ###-###-###.
Email: Click or tap here to enter the email.

Bio: Click or tap here to enter a brief description of the evaluator’s expertise and how their research is related to your own. (2-3 sentences).

Notes of Interest: Click or tap here to enter your relationship statement. Describe your connection with the evaluator. Ex: Dr. Smith and Dr. Jones serve on XYZ committee, but they have not collaborated or published together within the past seven years.
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