
 
 
 
 

The Harvey Mudd College 
Reappointment, Promotion, and Tenure Committee 

 
Recommended Practices 

 
 
 

For RPT Committee Members, 
RPT Candidates,  

The Dean of Faculty, 
And Department Chairs 

 
 
 
 

Updated March 2007 
 

Available online at http://XXXXX 
 
 
 
 
 
 
 
 
 
 
 

Contents 
 
Reappointment, Promotion, and Tenure Calendar . . . . . 1 
 
Model Letters to Outside Reviewers for RPT Action . . . . . . 9



 
Reappointment, Promotion, and Tenure Calendar 

For the RPT Committee, RPT Candidates, the Dean of Faculty,  
and Department Chairs 

 
This document outlines the recommended calendar for RPT actions.  Some cases may 
deviate from this calendar due to special circumstances.  
 
Dean of Faculty Consults with Department Chairs about Impending Cases: April 

The Dean of Faculty consults with the department chairs about RPT cases for the 
next academic year.  The Dean of Faculty creates a list of cases and gives a copy 
to the RPT Committee chair. 

 
RPT Case Load Evaluation:  Early June 

The Dean of Faculty, the outgoing RPT Committee chair, and the incoming RPT 
Committee chair meet to discuss the case load for the upcoming year.  The 
meeting is convened by the outgoing RPT Committee chair. 
 

Destroying RPT Materials for Tenured Full Professors:  Between July 1 and First 
Day of Classes in Fall Semester 

The Faculty Notebook states that “upon promotion of any faculty member to the 
rank of tenured full professor, his/her RPT files are to be destroyed.”  The new 
RPT chair is responsible for performing this duty, but should first consult with the 
Dean of Faculty to determine whether any of these materials should be transferred 
to the faculty member’s personnel file. 

 
Distributing the RPT Committee Recommended Practices Document: Between 
August 1 and First Day of Classes in Fall Semester 

After consulting with the Dean of Faculty, the RPT chair distributes the RPT 
Committee Recommended Practices document to any new department chairs.  If 
the RPT Committee has made changes to the document in the previous year, or if 
Section 1.14 of the Faculty Notebook has been changed in a way that affects the 
document, the RPT chair distributes revised copies of the document to all 
department chairs and ensures that the revised document is available on the Dean 
of Faculty’s web site. 

 
Normally, first reappointments and promotion to associate professor with tenure come 
before the RPT Committee in the fall semester, second reappointments and promotion to 
full professor in the spring semester.   
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FALL SCHEDULE 

 
First Reappointment 
 

First week of July:  Dean of Faculty sends letter to candidate and department 
chair 

The Dean of Faculty sends letters to the candidate and the department 
chair advising them of the impending review.   
 
The Dean of Faculty’s letter to the candidate stipulates that the candidate’s 
complete materials (as described in Section 1.14 of the Faculty Notebook), 
including the names of faculty members who can evaluate the candidate’s 
teaching effectiveness, should be submitted to the department and to the 
Dean of Faculty’s Office by the first day of classes in the fall.  
 
The Dean of Faculty’s letter to the department chair states that the 
department’s letter should be submitted by the beginning of the sixth week 
of the fall semester.  (Letters from external reviewers are not normally 
sought for this review.) 
 

First day of fall semester:  Dean of Faculty’s Office creates folder for 
candidate 

The Dean of Faculty’s Office creates a folder for the candidate that 
includes materials such as course evaluations and others as indicated in 
Section 1.14 of the Faculty Notebook.  

 
First day of fall semester:  Candidate submits all materials to Dean of 
Faculty’s Office and to the department chair  

The candidate submits all materials specified in the Faculty Notebook to 
both the Dean of Faculty’s Office and to the department chair.  These 
materials should include the names of faculty colleagues who can evaluate 
the teaching effectiveness of the candidate. 

 
Mid-September:  RPT and Dean of Faculty solicit evaluations from faculty 
members 

The RPT Committee and the Dean of Faculty decide on a list of faculty 
members from whom letters regarding teaching should be solicited.  This 
list may go beyond the list provided by the candidate.  The Dean of 
Faculty’s Office then solicits these letters. 
 

Sixth week of classes:  Department submits letter to Dean of Faculty 
By the end of the sixth week of the semester, the department provides its 
letter to the candidate and submits the letter to the Dean of Faculty’s 
Office.  
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Last week of classes:  RPT Committee sends letter to the President 
The RPT Committee gives its letter to the Dean of Faculty and the 
department chair.  The dean discusses the letter with the candidate before 
it is transmitted to the President.  The RPT Committee recommends that 
the department chair also discuss the letter with the candidate. 

 
 

Tenure and Promotion to Associate Professor 
 

Late June:  Dean of Faculty sends letter to candidate and department chair 
The Dean of Faculty sends letters to the candidate and the department 
chair advising them of the impending review.   
 
The Dean of Faculty’s letter to the candidate stipulates that the candidate’s 
complete materials (as described in Section 1.14 of the Faculty Notebook), 
including the names of faculty members who can evaluate the candidate’s 
teaching effectiveness, should be submitted to the department and to the 
Dean of Faculty’s Office by the end of the second week of August.  In 
response to the Dean of Faculty’s letter, the candidate makes a list of 
external colleagues who can evaluate the candidate’s growth as a scholar 
and teacher and discusses that list with the department chair.   
 
The Dean of Faculty’s letter to the department chair states that the 
department is strongly encouraged to find additional external reviewers 
beyond the list provided by the candidate.  The letter also notes that the 
full list of external reviewers from whom letters might be solicited must be 
shown by the department chair to the candidate before letters are solicited.  
(The department chair should submit all letters received from external 
reviewers to the Dean of Faculty’s Office by the beginning of the sixth 
week of the fall semester.)   

 
Early July: Department chairs solicit letters from external reviewers 

After referring to the Letters from Outside Reviewers for RPT Actions 
section of RPT Committee Recommended Practices document (pages 9-
14) and consulting with the candidate about materials to distribute, the 
department chair sends out solicitation letters to external reviewers, with 
copies to the Dean of Faculty’s Office for inclusion in the candidate’s RPT 
file.   

 
End of second week of August:  Dean of Faculty’s Office creates folder for 
candidate 

The Dean of Faculty’s Office creates a folder for the candidate that 
includes materials such as course evaluations and others as indicated in 
Section 1.14 of the Faculty Notebook.  
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End of second week of August:  Candidate submits all materials to Dean of 
Faculty’s Office and to the department chair  

The candidate submits all materials specified in the Faculty Notebook to 
both the Dean of Faculty’s Office and to the department chair.  These 
materials should include the names of faculty colleagues who can evaluate 
the teaching effectiveness of the candidate. 

 
First day of fall semester:  Dean of Faculty distributes RPT questionnaires to 
selected students 

The Dean of Faculty selects a representative set of the candidate’s former 
students (including alumni when appropriate) and requests that they 
complete a questionnaire regarding the candidate.  The Dean of Faculty’s 
Office typically issues a reminder to these students at the end of the 
second week of the semester. 

 
Mid-September:  RPT and Dean of Faculty solicit evaluations from faculty 
members 

The RPT Committee and the Dean of Faculty decide on a list of faculty 
members from whom letters regarding teaching should be solicited.  This 
list may go beyond the list provided by the candidate.  The Dean of 
Faculty’s Office then solicits these.  In addition, the Dean of Faculty sends 
a letter to all faculty members requesting input on the tenure case. 

 
Sixth week of classes:  Department submits letter to Dean of Faculty 

By the end of the sixth week of the semester, the department provides its 
letter to the candidate and submits the letter to the Dean of Faculty’s 
Office.  The department chair also submits all letters solicited from 
external reviewers. 
 

Last week of classes:  RPT Committee sends letter to the President 
The RPT Committee gives its letter to the Dean of Faculty and the 
department chair.  The dean discusses the letter with the candidate before 
it is transmitted to the President.  The RPT Committee recommends that 
the department chair also discuss the letter with the candidate. 
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SPRING SCHEDULE 
 
 
Second Reappointment 
 

Early November:  Dean of Faculty sends letter to candidate and department 
chair 

  The Dean of Faculty sends letters to the candidate and department chair   
advising them of the impending review.   
 
The Dean of Faculty’s letter to the candidate stipulates that the candidate’s 
complete materials (as described in Section 1.14 of the Faculty Notebook), 
including the names of faculty members who can evaluate the candidate’s 
teaching effectiveness, should be submitted to the department and to the 
Dean of Faculty’s Office by the end of the first week of January.  In 
response to the Dean of Faculty’s letter, the candidate makes a list of 
external colleagues who can evaluate the candidate’s growth as a scholar 
and teacher and discusses that list with the department chair. 
 
The Dean of Faculty’s letter to the department chair states that external 
reviews of the candidate’s growth as a scholar and teacher are required, 
and that the department is strongly encouraged to find additional external 
reviewers beyond the list provided by the candidate. The letter also notes 
that the full list of external reviewers from whom letters might be solicited 
must be shown by the department chair to the candidate before letters are 
solicited.  (The department chair should submit all letters received from 
external reviewers to the Dean of Faculty’s Office by the beginning of the 
sixth week of the spring semester.)   

 
Mid November: Department chairs solicit letters from external reviewers 

After referring to the Letters from Outside Reviewers for RPT Actions 
section of the RPT Committee Recommended Practices document (pages 
9-14) and consulting with the candidate about materials to distribute, the 
department chair sends out solicitation letters to external reviewers, with 
copies to the Dean of Faculty’s Office for inclusion in the candidate’s RPT 
file.   
 

End of first week of January:  Dean of Faculty’s Office creates folder for 
candidate 

A folder is created that includes materials such as course evaluations and 
others as indicated in Section 1.14 of the Faculty Notebook.  

 
End of first week of January:  Candidate submits all materials to Dean of 
Faculty’s Office and to the department chair  
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The candidate submits all materials for the reappointment (as described in 
Section 1.14 of the Faculty Notebook), including the names of faculty 
members who can evaluate the candidate’s teaching effectiveness. 
 

First day of spring semester:  Dean of Faculty distributes RPT 
questionnaires to selected students 

The Dean of Faculty selects a representative set of the candidate’s former 
students (including alumni when appropriate) and requests that they 
complete a questionnaire regarding the candidate.  The Dean of Faculty’s 
Office typically issues a reminder to these students at the end of the 
second week of the semester. 

 
End of January:  RPT and Dean of Faculty solicit evaluations from faculty 
members 

The RPT Committee and the Dean of Faculty decide on a list of faculty 
members from whom letters regarding teaching should be solicited.  This 
list may go beyond the list provided by the candidate.  The Dean of 
Faculty’s Office then solicits these letters. 
 

Sixth week of classes:  Department submits letter to Dean of Faculty 
By the end of the sixth week of the semester, the department provides its 
letter to the candidate and submits the letter to the Dean of Faculty’s 
Office.  The department chair also submits all letters solicited from 
external reviewers. 

 
Last week of classes:  RPT Committee sends letter to the President 

The RPT Committee gives its letter to the Dean of Faculty and the 
department chair.  The dean discusses the letter with the candidate before 
it is transmitted to the President.  The RPT Committee recommends that 
the department chair also discuss the letter with the candidate.   

 
 
Promotion to Full Professor 
 
 Early November:  Department chair and/or candidate  notifies the Dean of 
Faculty of intention to seek promotion 
   

Mid November:  Dean of Faculty sends letter to the candidate and the 
department chair 

The Dean of Faculty sends letters to the candidate and the department 
chair advising them of the impending review.   
 
The Dean of Faculty’s letter to the candidate stipulates that the candidate’s 
complete materials (as described in Section 1.14 of the Faculty Notebook), 
including the names of faculty members who can evaluate the candidate’s 
teaching effectiveness, should be submitted to the department and to the 
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Dean of Faculty’s Office by the end of the first week of January.  In 
response to the Dean of Faculty’s letter, the candidate makes a list of 
external colleagues who can evaluate the candidate’s growth as a scholar 
and teacher and discusses that list with the department chair. 
 
The Dean of Faculty’s letter to the department chair states that the 
department is strongly encouraged to find additional external reviewers of 
the candidate’s growth as a scholar and teacher beyond the list provided 
by the candidate.  The letter also notes that the full list of external 
reviewers from whom letters might be solicited must be shown by the 
department chair to the candidate before letters are solicited.  (The 
department chair should submit all letters solicited from external 
reviewers to the Dean of Faculty’s Office by the beginning of the sixth 
week of the spring semester.)   

 
Early November to early December: Department chairs solicit letters from 
external reviewers 

After referring to the Letters from Outside Reviewers for RPT Actions 
section of the RPT Committee Recommended Practices document (pages 
9-14) and consulting with the candidate about materials to distribute, the 
department chair sends out solicitation letters to external reviewers, with 
copies to the Dean of Faculty’s Office for inclusion in the candidate’s RPT 
file.   

 
End of first week of January: Dean of Faculty’s Office creates folder for 
candidate 

The Dean of Faculty’s Office creates a folder for the candidate that 
includes materials such as course evaluations and others as indicated in 
Section 1.14 of the Faculty Notebook. 

 
End of first week of January:  Candidate submits all materials to Dean of 
Faculty’s Office and to the department chair  

The candidate submits all materials for the reappointment (as described in 
Section 1.14 of the Faculty Notebook), including the names of faculty 
members who can evaluate the candidate’s teaching effectiveness. 

 
First day of spring semester:  Dean of Faculty distributes RPT 
questionnaires to selected students 

The Dean of Faculty selects a representative set of the candidate’s former 
students (including alumni when appropriate) and requests that they 
complete a questionnaire regarding the candidate.  The Dean of Faculty’s 
Office typically issues a reminder to these students at the end of the 
second week of the semester. 

 
End of January:  RPT and Dean of Faculty solicit evaluations from faculty 
members 
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The RPT Committee and the Dean of Faculty decide on a list of faculty 
members from whom letters regarding teaching should be solicited.  This 
list may go beyond the list provided by the candidate.  The Dean of 
Faculty’s Office then solicits these letters. 
 

Sixth week of classes:  Department submits letter to Dean of Faculty 
By the end of the sixth week of the semester, the department provides its 
letter to the candidate and submits the letter to the Dean of Faculty’s 
Office. The department chair also submits all letters solicited from 
external reviewers. 
 

Last week of classes:  RPT Committee sends letter to the President 
The RPT Committee gives its letter to the Dean of Faculty and the 
department chair.  The dean discusses the letter with the candidate before 
it is transmitted to the President.  The RPT Committee recommends that 
the department chair also discuss the letter with the candidate.   
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Model Letters to Outside Reviewers for RPT Actions 
 
 
In April 2006, the HMC faculty voted to include the following sentence in the Faculty 
Notebook: 
 

Outside letters are normally solicited for promotion to full professor, in all second 
two-year reappointments, and in tenure decisions, but are not normally solicited in 
first two-year reappointments. 

 
Because the department chairs solicit these letters on behalf of the college and the RPT 
Committee, and in order to ensure consistency of practice over time, the members of the 
committee have drafted two models for reference when writing to outside reviewers.  
These examples, based on actual letters sent out between 2005 and 2006, are meant to 
suggest, not prescribe, the kinds of information the RPT Committee believes is useful in 
helping outside reviewers contribute meaningfully to our review process.  While the 
style, exact wording, and length of letters will vary from department to department (and 
as they do in the two models), the Committee strongly recommends that all letters include 
the “Regarding continuing growth as a scholar and teacher” section from the Faculty 
Notebook (section 1.14, point 2 under the paragraph beginning, “The following lists are 
intended to be indicative…”).  This section articulates clearly the college’s expectations, 
which are distinct from those at many other institutions.   
 
The chair of the RPT Committee is available to consult with or advise department chairs 
about their letters to outside reviewers.  In composing those letters, chairs should take 
care not to ask for information incompatible with the current language in the Faculty 
Notebook.  For instance, some letters in the past have encouraged evaluator comments on 
an RPT candidate’s teaching ability; the Notebook, however, requires that any comments 
from evaluators must be based on “first hand knowledge of the candidates’ teaching 
performance,” a criterion that most outside evaluators will not be able to meet. 
 
The models that follow are envisioned as postal correspondence, but actual letters may be 
sent either by post or by e-mail. 
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Model 1 (for a second reappointment review) 
 
[Date] 
 
[Name] 
[Address] 
 
Dear ________________: 
 
______ is currently in her fourth year as an Assistant Professor of ______ here at Harvey 
Mudd College. This spring, she will go through her second review in our reappointment 
and tenure process, with the decision for tenure and promotion to Associate Professor 
coming in the fall of _____.  Professor _____ has given me your name as someone who 
would be qualified to provide an assessment of her scholarship at this stage of her 
development. 
 
As you may be aware, Harvey Mudd College is a small residential college specializing in 
the sciences, mathematics, and engineering. [Insert language here that characterizes both 
the college and the department]. 
 
As an undergraduate institution, our expectations for faculty members are that they 
demonstrate excellence in the classroom and engage in some form of scholarly activity. 
While excellence in teaching is of primary importance, growth as a scholar is considered 
to be very important as well. The Harvey Mudd College Faculty Notebook indicates that 
“continuing growth as a scholar” should include significant development in several areas 
such as the following: 
 

[A]dvanced studies or professional activities in the areas of one’s established 
competence, involving research, engineering design and development, or other 
original work; studies in breadth leading to new areas of competence, particularly 
if new areas of teaching can be developed or if the educational goals of the 
college are directly served; original course or program development, particularly 
if this leads to the creation of materials or techniques that can be used by others; 
contributions to the educational literature or to the advancement of professional or 
educational practice, including contributions to the advancement of equitable 
access and diversity in the profession; leadership or service to professional 
societies or other education-related institutions, e.g. through editing, refereeing, or 
committee duties; communication of scholarly activity, teaching innovations, or 
other creative activities to other colleagues, especially to those outside of HMC, 
through publication of papers or other scholarly writing, or presentation at 
colloquia or meetings. 

 
I would appreciate it if you could review the enclosed curriculum vitae and brief written 
materials and provide us with an assessment of Professor _____’s scholarship. It is 
critical that during this review process we provide the candidate with a salient review of 
her work. It is our intention to provide her with the information necessary to ensure that 
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she can be prepared for promotion and tenure in three semesters.  Your letter will be read 
only by those involved in the review process and not by the candidate herself; the 
candidate will not be told that you have provided a letter. 
 
I would like to thank you in advance for taking the time to give us your frank assessment. 
The tenured members of the department will meet to discuss _____’s case in the third 
week of February. I would appreciate receiving your comments by February ___. In the 
event that you are unable to provide us with a review or meet that deadline, please advise 
me as soon as possible by mail, phone (555-555-5555), or e-mail (________@hmc.edu). 
Thank you for your time and effort in this matter. 
 
Sincerely, 
 
 
 
 
 
 
 
Professor _______________ 
Chair, __________________ Department 
Harvey Mudd College 
301 Platt Boulevard 
Claremont, CA  91711 
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Model 2 (for a tenure review) 
 
[Date] 
 
[Name] 
[Address] 
 
Dear ________________: 
 
I am writing to request your assistance in evaluating Dr. _________ as part of his review 
for promotion to associate professor of ___________ with continuous tenure at Harvey 
Mudd College.  I hope that you will be able to assist us in this important part of our 
tenure and promotion process. 
 
We are interested in your observations about Dr. _________’s professional development 
and scholarship.  I have attached an additional page with useful information for external 
reviewers, including an excerpt from our Faculty Notebook that describes the kinds of 
activities and qualities we look for when considering a colleague’s continuing growth as 
a scholar and teacher.  In addition, I have included Dr. _________’s curriculum vitae, 
research statement, and a few selected publications.  You can find more information 
about Dr. ________ at his home page: 
 
http://www.hmc.edu/__________ 
 
If you have questions about this process, I would be pleased to talk to or correspond with 
you about it. 
 
My colleagues and I sincerely appreciate your time and effort in this matter.  Your letter 
will be held in strict confidence and will be read only by those involved in the review 
process, and not by the candidate.  Your letter should be sent to me at the address below.  
If at all possible, we would like to have your letter by September ___.  If  you cannot 
assist us, or if you cannot deliver a letter by that date, please let me know as soon as 
possible.  I can be reached at _____@hmc.edu  and by phone at 555-555-5555. 
 
All the best, 
 
 
 
 
 
[Name] 
[Address] 
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Guidelines for External Reviewers 
 
This document is intended for external reviewers in reappointment, promotion, and 
tenure cases in the Department of _________ at Harvey Mudd College. 
 
About the College
HMC is a small, highly selective, undergraduate college with approximately 730 students 
and 80 full-time faculty members.  HMC offers bachelor of science degrees in science, 
mathematics, and engineering and requires a strong grounding in the humanities and 
social sciences.  There are seven academic departments.  The nominal teaching load is 
five courses per year.  HMC students are among the finest in the nation.  HMC graduates 
are highly placed in industry, academia, and other domains.  The college typically ranks 
among the top few institutions in the nation with respect to the fraction of its graduates 
who continue on to doctoral programs. 
 
About the ___________Department
[Add a brief description of the department here.] 
 
Reappointment, Promotion, and Tenure Considerations
The HMC Faculty Notebook states that, in faculty promotion and tenure considerations, 
excellence in teaching is of primary importance, professional development and 
scholarship are of secondary importance, and service to the college and the broader 
community are of tertiary importance.  Although the primary mission of the college is 
undergraduate education, professional and scholarly activity are strongly valued and 
expected.  External reviewers, however, are asked to keep in mind that the college’s 
emphasis on teaching affords our faculty members with less time and fewer resources to 
engage in research than they would typically have at a major research university.  Our 
emphasis, therefore, is on the quality of the candidate’s professional and scholarly 
activity, not on its quantity.  In considering the kinds of activities and qualities we look 
for when considering a colleague’s progress, external reviewers should consider the 
following paragraph from the Faculty Notebook: 
 

Regarding continuing growth as a scholar and teacher: advanced studies or 
professional activities in the areas of one’s established competence, involving 
research, engineering design and development, or other original work; studies in 
breadth leading to new areas of competence, particularly if new areas of teaching 
can be developed or if the educational goals of the college are directly served; 
original course or program development, particularly if this leads to the creation 
of materials or techniques that can be used by others; contributions to the 
educational literature or to the advancement of professional or educational 
practice, including contributions to the advancement of equitable access and 
diversity in the profession; leadership or service to professional societies or other 
education-related institutions, e.g. through editing, refereeing, or committee 
duties; communication of scholarly activity, teaching innovations, or other 
creative activities to other colleagues, especially to those outside of HMC, 
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through publication of papers or other scholarly writing, or presentation at 
colloquia or meetings. 
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