FOM Referee Solicitation Letter for Teaching Stream 
In the case where a Head has been a co-author or received research funds with the candidate, an Acting Head should be put in place for the entire review process including soliciting the referee letters.
It is recommended that Head’s contact potential referees to determine whether the referee is willing to provide a letter of assessment and if so, to do so by the deadline provided, using Template A. They should also confirm at this time whether or not they are at arm’s length as per the following: 
For promotion to Professor of Teaching, a list of at least four potential (arm’s length) referees, of which at least two will be asked by the unit to provide letters of appraisal regarding the candidate’s accomplishments. At least two of the candidate’s referees should be external to UBC and the remaining should be external to his/her unit. 

For promotion to Senior Instructor, a list of at least four potential (arm’s length) referees, of which at least two will be asked by the unit to provide letters of appraisal regarding the candidate’s accomplishments. In the case of promotion to Senior Instructor, letters of appraisal do not need to be from external referees. 

If the potential referee is willing to provide a letter of assessment by the deadline, then Template B can be used. The referees are to receive a copy of the candidate’s teaching dossier, Curriculum  Vitae,, Criteria for Teaching from the Collective Agreement and SAC Guide.  
For New Hires, letters of reference from the candidate’s application package can be used, however, a follow-up letter is often required to obtain an explicit recommendation regarding the appointment at X rank and tenure.

One sample of a letter of solicitation is to be included in the file that moves forward to the President.


TEMPLATE A:

[Date]

Dear [referee name]:

RE:  [candidate name]

The University of British Columbia is considering [candidate name] for [decision option]1 in the Department/School of ___.  I am writing to ask if you are willing to provide an arm’s length assessment of [candidate name’s] teaching and educational leadership.  
Referees are not normally expected to include relatives, close personal friends, clients, current or persons with whom [candidate’s name] has co-taught.  If you should feel that your relationship to the candidate is such that it might affect your ability to evaluate him/her effectively, please feel free to decline to write an assessment.  
We rely heavily on outside letters in making decisions of this nature.  I realize that the effort required to write such letters is significant and that the rewards are very limited.  I would therefore like to emphasize our deep gratitude for your assistance in this important task.  

Please advise within the next week whether you are willing and able to provide us with this assessment and if yes, whether you can do so by [deadline]. If so, I will forward [candidate name]’s teaching dossier and curriculum vitae to you as soon as possible.  You can contact me at [email] or by fax at [fax #].  

If I do not hear from you by [next week deadline] I will assume that you are unable to provide a reference and will remove you name from the referee list.  

Thank you for your consideration and assistance.

Yours sincerely,

xxxx

Professor and Head/School Director
 
TEMPLATE B:

 [Date]

Dear [referee name]:

RE:  [candidate name]

The University of British Columbia is considering [candidate name] for [decision option] 1 in the Department/School of ___.  I am writing to ask you to provide an arm’s length assessment of [candidate name’s] teaching and educational leadership.

UBC has initiated the new stream of Professor of Teaching.  This stream is distinct from the professoriate stream with different criteria relating to excellence in teaching and educational leadership.  Evidence of educational leadership in this stream is required and can include, but is not limited to:

· Leadership taken at UBC and elsewhere to advance innovation and excellence in teaching

· Contributions to curriculum development and renewal (curriculum design/re-design) within the unit/Faculty

· Pedagogical innovation

· Applications of and contributions to the scholarship of teaching and learning

· Innovative use of learning technology

· Leadership and contribution to teaching and learning initiatives and programs

Scholarly teaching (i.e. teaching informed by and based on scholarship of teaching, learning, and educational research) is valued.  Scholarship of teaching and learning (i.e. discipline-situated research into effective curriculum and pedagogy to optimize student learning) is not required in this rank although, if present, constitutes evidence of educational leadership and should be considered.  Please note that there is no requirement of published scholarly work in this stream.

I would ask that you please make an explicit recommendation concerning [decision option]1, in the context of the UBC Collective Agreement, and based on the evidence made available to you.  Please include the following in the final paragraph of your letter:  “Based on this evidence, I recommend [awarding/not awarding tenure] and/or [awarding/not awarding a promotion].  I have enclosed an excerpt from the Collective Agreement that discusses the criteria for appointment, tenure, and promotion at UBC.  I have also enclosed [candidate’s name]’s curriculum vitae and teaching dossier.

We would appreciate you providing succinct, candid and specific comments on all aspects of the candidate’s teaching and educational leadership achievements, but particularly on each of the questions below.  We hope you will also refer to any other matters you believe will assist in evaluating the candidate.  Please comment on:

a) [candidate’s name]’s teaching abilities and activities and whether he/she has provided evidence demonstrating that he or she has met a standard of [phrase options depending on rank in question] 2 in teaching, learning and educational leadership.  Please ensure that you consider his/her role as lecturer as well as curriculum development and other aspects of teaching in the area of undergraduate, graduate, postgraduate, continuing education and/or community outreach.
b) [candidate’s name]’s command over subject matter, familiarity with recent developments in the field, preparedness, presentation, accessibility to students and ability and willingness to teach a range of subject matter at various levels of instruction.

c) [candidate’s name]’s influence on the intellectual and scholarly development of students.  [If applicable] In the case of exceptional instructors who may be members of the Faculty of Graduate and Post Graduate Studies, please comment on her/his performance as a graduate student supervisor in terms of the students’ degree completion, publications, research awards, and subsequent professional success.

d) [candidate’s name]’s contributions to educational leadership, in a variety of its manifestations, and their value in the enhancement of teaching and learning within the university and beyond.
e) Please add any further comments you think might be useful in assessing the candidate’s teaching educational leadership and curriculum development.

It is the policy of the University to treat as confidential letters of reference which it receives.  It can, however, be required under Freedom of Information legislation to disclose the substance of any letter of reference but only where that can be done without disclosing the identity of the writer.  In addition, if in the course of consideration of a candidate a negative recommendation is made within the University, the candidate is entitled to see a summary or an edited version of letters, but again the summary or editing is done so as not to disclose the identity of the writer.  To facilitate this, you may precede your evaluation with a letter of transmittal such that the evaluation itself does not identify you or your institution.  The letter of transmittal will be included as part of the evaluation file but excluded from a requested summary.
Please note that the enclosed Curriculum Vitae contains personal information about the candidate.  Please keep it confidential, store it in a secure location, and destroy it or return it to us after you complete your assessment.

We rely heavily on these letters in making decisions of this nature.  I realize that the effort required to write such letters is significant and that the rewards are very limited.  I would therefore like to emphasize our deep gratitude for your assistance.

I look forward to receiving your letter of assessment by [deadline].  If I do not hear from you by the deadline I will assume that you are unable to provide the reference and will remove your name from the referee list.  You can contact me at [email] or by fax at [fax #]. 
Thank you for your consideration and assistance.

Yours sincerely,

Professor and Head/School Director

Enclosures

1. Excerpt from the Agreement

a. Senior Instructor – Article 3.03
b. Professor of Teaching – Article 3.04
2. Criteria for Teaching [attach a copy of Selection 3.2 and Appendix 2]

3. Professor of Teaching or Senior Instructor Guidelines (if applicable) [attach a copy of Appendix 1]

4. Definition of Educational Leadership from Appendix 1 (4)(i)

5. Candidate’s full teaching dossier (Appendix 1)

6. Curriculum Vitae (Appendix 4)

7. Full excerpt from the Agreement – Part 4, Articles 3 & 4 (Optional – For further context)

8. Table of Criteria for Teaching and Educational Leadership Stream (Optional) – For further context)

1
1. Appointment to the rank of Senior Instructor with tenure.

2. (Re)Appointment to the rank of Senior Instructor (tenure track)

3. Promotion to the rank of Senior Instructor with tenure.

4. Appointment to the rank of Professor of Teaching with tenure.

5. (Re)Appointment to the rank of Professor of Teaching (tenure track).

6. Promotion to the rank of Professor of Teaching.

2
1. For Senior Instructor: “excellence”
2. For Professor of Teaching: “outstanding achievement”

3
1. For Senior Instructor: “our”
2. For Professor of Teaching: use either “our” when referee is from UBC or “your” when referee is external.
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