Checklist for Candidate Review Process

I. Day 1-3

_____ Send Memo #1 to candidate asking for the ten listed items.

In Memo #1, part 2 (Schedule of Appointments) fix the following dates:

_____A. Deadline for the submission of the urgent items #5-10 (3-5 days)

_____B. Deadline for the balance items (7-10 days)

_____C. Interview date and time (in 14 days).  Do not interview candidate until you have a profile of the candidate from student evaluations, curriculum vitae etc.

_____D. Set dates for class visitations; 2-3 visits within 14 days

_____ Inform immediately the departmental secretary of the forthcoming workload:

A.  Setting up and coordinating interviews with:

_____1.  Departmental faculty

_____2.  Candidate selected faculty

_____3.  Staff

_____4.  Students and advisees

B.  Assisting in tabulations

C.  Typing and editing the report

Send memo #2 to solicit written input and/or interviews on candidate’s performance in the relevant areas:

_____A. All faculty and staff members of the Candidate’s Department (interviews and written input)

_____B. Registrar (written input)

_____C. Dean of Student Life (written input)

_____D. Director of 1st year students (advisee evaluations)

Generally, new faculty in their first year may not be interviewed (Day 1-3)

II. Day 6-9

_____A. Receive items 6-10 from the candidate.  Follow-up by phone/e-mail if there is any delay.  

_____B. Send requests for written information and/or interviews to faculty, and to a group of faculty, advisees, and students selected by the candidate.  For advisees and students half are from the list suggested by the candidate and the other half from your own selection.  On average a total of five to seven students I sufficient and could be increased later if necessary.

III. Day 8-14

Read, study, and take systematic notes on:

_____A. a model review; develop a format of usual topics/titles of the review.

_____B. in the faculty handbook the required standards of promotion or tenure applicable to the candidate.

_____C. curriculum vitae of the candidate.

_____D. course evaluations; numerical tables and answers to open ended questions.  Take notes under review categories of classroom teaching, faith & learning, etc.

_____E. assign secretary to prepare 

___1. the evaluation tables from the evaluation sheets

___2. bio-data, education and employment history etc. from the C.V.

___3. professional development data after you have formatted the information according to the categories required for the review.

IV. Day 8-18

_____A. Conduct faculty, student interviews

_____B. Make classroom visits

_____C. Interview the candidate

_____D. Follow-up interviews, class visits, etc. whenever necessary

_____E. Write up report under review categories

V. Day 19-21

_____A. Second interview when necessary

_____B. Edit and print report

_____C. Prepare contents page

_____D. Append personal statement of candidate to the report and any other relevant material

_____E. Make seven (7) copies and arrange to hand deliver the copies to committee 

members, under confidential cover

VI. Prepare to present a 15-20 minute summary of the report to the committee.                                

Memo. # 1.

To:
George Ayoub

From:
Thomas D. Jayawardene ( Faculty Personnel Committee)

Re: 
Promotion to Full Professor Review

Date:
9.22.00.

Dear  George,

I thought it might be good to give you a list of the materials and information that I would need in order to prepare for your review on October 19.

PART 1.

1. Copy of your current curriculum vitae, including publications, etc.

2.  A summary (a personal assessment) of your professional accomplishments to date,

using the categories of the faculty review  as a frame of reference (the familiar "eight" 

standards listed in the faculty handbook).  Include everything that comes to mind and that might strengthen your review.  

3. A personal statement/essay on your philosophy of a Christian liberal arts education.

4. A personal statement/essay on the relationship between your Christian faith and your academic discipline.

5.  Ask  all external referees to direct their submissions to me via e-mail or regular mail.

6. A list of courses (including times and places) that you teach this semester.  I need to visit a couple of your classes at a mutually convenient time.  

7. The course evaluations from the most recent four semesters.

8. The names of several students (majors and non-majors) with whom you would like 

me to interview.

9.Class rosters for  this semester's classes. I will need to select a few more students at 

random to interview.

10.    Names of some internal references (list of faculty to whom you want me to send information requests, or whom I should interview).

Thanks so much for your help, George.

PART 2.

I have made a short schedule of  appointments/tasks. Please let me know immediately if there are any problems with this schedule.

(a) Please provide me with the last five items (6-10) of the above materials by 

 September 29thth  or before. 

(b) The remaining materials by October 2nd. 

(c)  Permission to visit two of your classes within the next two weeks. 

(b) I would like to interview you on October 6th  Friday  in the morning or afternoon if that date & time is convenient to you.  Please let me know if you have any concerns. With best wishes.

important memo #2

September 27, 2000
Professor Heather Speirs,

Department of English and Modern Languages,

Dear  Heather,

 As you may know, Dr. Marilyn McEntyre is been reviewed for tenure. I have been assigned by the Faculty Personnel Committee to coordinate Marilyn’s review. It is essential that we receive peer evaluations from her faculty colleagues. I understand that you have knowledge of her work at Westmont. Therefore, I am suggesting that you submit in writing any comments that you wish to make on the enclosed forms and return those comments to me no later than Friday, March 17.  

Please comment on any aspect of Marilyn’s  performance at the college ( and/or in related off-campus activities) that you have personal knowledge of.  Specific information is more helpful than general conclusions since the Personnel Committee will need to put together an overall composite picture in order to make its own recommendation.  The attached criteria will help you to organize your evaluative comments. Finally, but very importantly your comments will be kept fully confidential by the Personnel Committee. Be sure to sign and date your statement.

With thanks in advance,

Sincerely,

Thomas D. Jayawardene,

Faculty Personnel Committee.

Department of sociology/Anthropology, Westmont College,
