SAMPLE LETTER OF INQUIRY for

New Appointment at Professor Rank OR

New Appointment at Associate Professor with Tenure Rank


Date 

Name

Address

City/State

Dear _____,

We are considering appointing ______ to a position of Professor (or Associate Professor) in the Department of ___. This appointment would confer tenure. We would very much appreciate your candid assessment of the stature and quality of ___’s work and its general importance to the field of ___. Would you be willing to advise us whether, in your view, the candidate’s career has progressed to the point where such an appointment is appropriate? To help in your evaluation, I am including below the criteria for tenure as defined in Stanford University’s Faculty Handbook:

The first criterion for a tenured appointment at Stanford is that the individual is the best scholar available at his or her level of professional development in the relevant field. The candidate must have achieved true distinction in scholarship. The scholarship must clearly reveal that: (for the Associate Professor rank) the candidate is not only among the best in his or her experience cohort in a broadly defined field, but is also likely to become one of the very best in the field; or (for the Professor rank) that the candidate is one of the very best in the broadly defined field.  In short, the judgment is comparative and (for the Associate Professor rank) predictive.  It focuses on issues such as whether the candidate is performing the kind of innovative, cutting-edge research on important questions in the field that breaks new ground, changes the way the field is viewed, broadens our understanding of the field, or opens up new methods or new areas of investigation, and thereby has (or is likely to have) the fundamental impact on the field that is expected from the very best scholars in the field. Factors considered in assessing research performance or promise include (but are not limited to) the following: scholarly activity and productivity; impact, innovation and creativity; recognition in the field; ability to work effectively as part of a research team (if relevant); effective communication with colleagues, staff and students; and professionalism, institutional compliance and ethics. 

The second criterion for a tenured appointment is a record of high quality teaching that clearly reveals that the candidate is capable of sustaining a first-rate teaching program during his or her career at Stanford. Teaching is broadly defined to include: the classroom, studio, laboratory, or clinical setting; advising; mentoring; program building; and curricular innovation. The teaching record should include undergraduate, graduate, and, if appropriate, postdoctoral instruction, of all types. Factors considered in assessing teaching performance or promise include (but are not limited to) the following: knowledge of the material; clarity of exposition; positive style of interaction with  students; availability; professionalism, institutional compliance and ethics; effective  communication skills; helpfulness in learning; and ability to stimulate further education.

To assist with your review, I have enclosed a copy her/his curriculum vita. If you would like copies of particular publications to aid in your evaluation, please contact ___________, and we will do all that we can to get them to you promptly. The following questions are of special interest to us and should provide a useful framework for your evaluation.

How well do you know the candidate? How well do you know Dr. ______’s research and his/her intellectual participation in the scientific community?

How would you characterize his/her ability to identify first-order research problems and make significant scientific contributions? It would be especially helpful if you would cite some of his/her papers and indicate their importance.

How do Dr. _____’s achievements rank in comparison with those of his/her peers? Specific comparison of Dr. __________ with the best persons in her/his field at a comparable level of career development is essential to our evaluation. The most helpful letters are those that contain comparative judgments to other scientists. In particular, we invite you to compare her/him to the following: 

· LIST COMPARISON SET HERE WITH NAME, TITLE AND CURRENT AFFILIATION
In your opinion, is Dr. _____ one of the best in herhis cohort, broadly defined? If others come to mind, please feel free to suggest names of leaders in this field and rank them.

Do you anticipate continued exceptional contributions from the candidate as a researcher and leader in his/her field?

Quality in teaching is also an important factor when considering appointment. To the extent that you are able, please comment on Dr. ______’s teaching, mentoring or related skills. 

We would appreciate your taking time from a busy schedule to help in this evaluation. In a small group such as ours, each appointment is critical. Your evaluation will be considered carefully by those responsible for making and reviewing this decision. It is the policy and practice of Stanford University to treat your response as confidential in the faculty review process. Please send your letter as an attachment to _______@stanford.edu. To help us meet the necessary deadlines, it would be helpful if you could respond no later than _________.

In advance, many thanks.

Sincerely,

