Reappointment/Tenure/ Promotion- Referee Information
	Type of Application 
	Criteria for Referees’ Letters

	Reappointment
	· At least 3 Referee Assessments (Can be internal or external)

· Please submit 4-6 Referee Names

	Tenure (Currently on hold as of 2022)
	· At least 3 Assessments (at least 1 must be external)
· Please submit 4-6 Referee Names

	Promotion to Associate 
	· At least Referee Assessments (at least 3 must be external)

· Please Submit 5-7 Referee Names

	Promotion to Professor
	· At least 5 Referee Assessments (at least 4 must be external)

· Please Submit 6-8 Referee Names


Referees can request that their assessment be masked, therefore you must provide more referee names than the minimum requirement to ensure confidentiality.
Internal referees to within Queen’s University. Members from the same division/unit cannot be referees. 
Referee Qualifications: 

Referees: 

a) Must hold the same or greater rank than you are applying for 
b) Cannot be members of the Departmental RTP Committee 
c) Cannot be residents or students 
d) Cannot be members of the same division/unit
Referees must be suitably qualified with expertise in the candidate’s discipline, impartial, appropriate, and capable of making an assessment. Please remember that these are Referees not References. The committee is looking for someone who can objectively look at your body of work to make an un-biased evaluation. 

Arm’s Length: 

Referees shall be at arm’s length from the candidate. Below is a list of individuals who are not at arm’s length: 

· are a relative or close friend, or have a personal relationship with the applicant;

· are in a position to gain or lose financially/materially from the RTP decision;

· have had long-standing scholarly or personal differences with the applicant;

· are members of the same academic unit/division;

· are closely professionally affiliated with the applicant as a result of having in the last five years:

· been a supervisor or a trainee of the applicant*;

· collaborated, published or shared funding with the applicant, or have plans to do so in the immediate future; or,

· feel for any reason unable to provide an impartial review of the application.
Not sure if a suggested referee meets this criteria? Search their name in your CV. If they show up within the past five years, they do not meet the criteria. 

As well, all referee assessment must be solicited by the RTP Committee, so please do not reach out to your referees requesting an assessment. The committee will reach out and share your application along with the evaluation criteria. 
Reappointment/Tenure/ Promotion- Student and Colleague Letters

Student Letters:

During the Reappointment, Tenure and Promotion process, the RTP Committee does request past and current students to provide an assessment concerning the candidates’ abilities and qualities and a teacher and supervisor. 

All student assessment must be solicited by the RTP Committee, so please do not reach out requesting an evaluation. All current residents are emailed the list of applicants, giving them an opportunity to write a letter if they choose to. Additionally, please do not include any past letters of support from students in your application. 
The committee can reach out to any research, PhD or past students that you would like included on the evaluation email. Please include a list of their names and contact information with your application. 
Colleague Letters:

The Senate Regulations Governing Promotion and Appointment, Renewal of Appointment, Tenure and Termination for Academic Staff provides the opportunity for the submission of written and signed opinions by members of their Department as part of the reappointment, tenure and promotion process.

All colleague assessments must be solicited by the RTP Committee, so please do not reach out requesting an evaluation. All current faculty in the Department of Surgery are emailed the list of applicants, giving them an opportunity to write a letter if they choose to. Additionally, please do not include any past letters of support from colleagues in your application. 

RTP Application Checklist: 

□ Cover letter requesting consideration for Reappointment/Promotion (Associate Professor or Professor)/Tenure

□ Updated curriculum vitae
□ Teaching Dossier
□ Scholarly Work
□ Summary of Contributions to the department, university, and the profession describing contributions to teaching, research, and scholarship, clinical service, and administrative service
□ Additional documentation (if any) e.g. course evaluations, copies of relevant scholarly work

□ Names of suggested referees- please include their; Name, title, academic rank, institution, address, phone number & email address.
□ Statements providing assurance of the arms-length nature of the referees and their qualifications
□ Names of any suggested students- please include their; Name, phone number & email address.
□ For Promotion to Professor only- Short Biographical profile
