TEMPLATE FOR REQUESTING LETTERS OF SUPPORT

FOR FULL TIME JUNIOR LEVEL INITIAL (NEW) FACULTY APPOINTMENT
Case Western Reserve University School of Medicine


The department must solicit, receive and then submit at least three letters for instructor, senior instructor, and assistant professor candidates along with the other materials required to make a junior level faculty appointment. The solicitation letter (see template below) must state the rank and tenure status for which the candidate is being nominated and assure its author that the letter will be maintained confidentially. 

Please observe the following requirements regarding reference letter authors and content.

1.  Letters must evaluate the candidate’s prior work.

2.  The letter should evaluate the type of academic activity – teaching and/or research – that candidates will engage in as part of their CWRU faculty appointment. While clinical service and employment as a physician may be mentioned, letters should focus on the candidate’s past teaching and research accomplishments and potential.

3. Letters should be written by supervisors, directors, mentors, or advisors, i.e., from faculty (preferably) who worked at higher levels of authority than the candidate. The candidate’s fellow residents, graduate students, or fellow junior faculty members are not appropriate authors. Supervisors during the most recent post-graduate training are usually the most appropriate references for candidates being appointed immediately following training. Letters should not be more than a year old.

4. Letters should not be written by CWRU faculty members unless they have supervised, interacted with, or directed the candidate prior to being nominated for a faculty appointment. Referees may not both write and participate in the candidate’s recruitment; they may either 1) nominate the candidate or vote on the appointment as part of the department’s appointments committee or 2) write one of the reference letters (if they meet the other qualifications described here).  

We recommend that you use this template to create a letter on your stationery and request that the letters be returned to you by email.

-------------------------------------------------------------------------------------------------------------------------------
Dear:
[name of candidate] is under consideration for appointment to the full-time faculty at the Case Western Reserve University School of Medicine as [proposed rank and track (either Tenure Track or Non Tenure Track)].  Please provide a letter of support evaluating the candidate’s teaching (whether in a classroom or clinical setting) and/or research and/or other academic contributions. Your candid assessment, including both positive and negative aspects, will be extremely helpful to the evaluation process. The most helpful assessments will be those that describe specifically the candidate’s role, the extent and duration of your relationship, give specific instances of his/her degree of effectiveness, and compare him/her with other faculty members you have known. Your comments will be shared only with those appropriately involved in the appointment process and will remain confidential to the extent permitted by law. Please return your letter by fax, [fax number], email [email address] or first class mail [address].
Sincerely,

[Division Chief/Department Chair]
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