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Guidelines and Dates for Tenure and Promotion Materials-2012
Please turn all materials to the Associate Dean’s Office, Albany 201, or hunter@lclark.edu (before July 1) and reiness@lclark.edu thereafter. 

April 2 
Very short research description and annotated list of 8-10 appropriate reviewers
Our guidelines say that we should consult with you and your chair to discover “recognized scholars” within your discipline. Please supply us with a line or two about what brought you to a particular reviewer, also indicating the nature of your relationship with that person (if any). For example, edits a journal that has published a paper of mine; an expert in the subfield; met the reviewer at a conference; reviewed a book of mine; or never met the person. We especially appreciate having at least one reviewer who is not a professional acquaintance, but is nonetheless qualified to comment on your work. 
Chairs, thank you for adding names with similar suggestions about why you think this person might be appropriate. We would welcome eight to ten suggestions from the tenure candidate and chair. If your work spans several areas, it would be useful to know which reviewers would be good for which parts of the file. We’ll work with this list, and with other names that emerge as we begin conversations with people in your field.  
We urge you to find reviewers from several settings. We want to hear from “the experts” on the quality of your work. We also want to hear from scholars in liberal arts settings like the College. In lining up reviewers, we will be working to achieve some balance (we cannot use assistant professors). 
If there is someone who you would request we not consult (for whatever reason), you’re welcome to give us those names too.  
At the time you submit this list, it would help us as well to have a short description of your research area, and a ballpark sense of what we will be asking the referee to review. For the former, please give us several sentences so that we can describe the work, and hopefully interest reviewers in seeing it. We’d also like to have some sense of the quantity of material we’ll be asking them to read. Reviewers will be assessing the amount of time they'll need to spend; we don't want them to misjudge things too badly so they can't get the work done for us when we need it.

July 6 
Scholarship and creative file including introductory statement, c.v. and all scholarly and creative materials that will be part of the final file

We would be happy to have you write your introductory statement on scholarship for colleagues from across the College—i.e., the Committee on Promotion and Tenure itself (this saves you from having to craft two such statements). If you do,  we will make sure to let outside readers know that your statement has been designed for this general audience. At the same time, such statements are likely to be harder to write, and may be a bit longer than statements for specialists. We can therefore imagine that some of you may find yourselves writing to the external reviewers for the July deadline.  We don't need to know which kind of statement you intend to write until you submit the materials. Please do let us know if you'd prefer that we leave out the second of the following sentences: "I enclose the candidate's statement providing the context and trajectory for his or her scholarly [or creative] work. You should know that this statement has been designed to introduce our all-college tenure committee to the candidate's work, and has not been designed for specialists in the field."

We are increasingly supplying materials on CDs (we request 5), though we would like one printed set for any reviewer who requests that format.   One advantage of using a disc is that graphics, photographs, colored charts, maps, and such are much better displayed in color on a computer monitor than in a black and white Xerox copy. 
If you'd like to submit reprints or materials in irregular sizes, please give us five copies. Also, it's much easier if the material is either all double-sided or all single-sided. If you will be supplying copies of books, we are able to help you with the purchase price, but would like you to get your author's discount. Please work with our office early enough to give us time for that.

August 20 

Complete tenure file

This file should include separate sections on teaching, scholarly or creative work and service,

and should include a reflective introductory statement providing appropriate context for the

members of the Committee on Promotion and Tenure. Since members are unlikely to be specialists in your field, please write for an educated general audience. You may write one cover letter addressing all three areas, or introduce the separate section with separate statements.  Please also include a copy of your dissertation.  We do not send this out to reviewers, but like to have a copy for reference.  (We’ll take either hard or electronic copy.)
October 7 

(By one week after you receive the departmental letter)

Please send the Associate Dean a response to the departmental letter, indicating that you have seen it, and providing any comments you care to make on the substance.  We welcome a letter as soon as possible after you receive the letter, but you have up to a week to get something to us.   We need to hear from you all, whether or not you have anything to say; simple errors of fact may be clarified between the chair and the candidate without burdening the paper trail.
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Once your acknowledgment of the departmental file is in, you should not expect to hear anything for a long time. The CPT customarily handles all the files before it sends letters. You will receive a letter from the CPT and another from the Dean. The final letter will come from the President thereafter.
