
Promotion Candidate Evaluations:  
Evaluators contact submission, Office of Faculty Affairs review, and evaluation 
collection  

Purpose: To outline how to use the Faculty Promotion Candidate Evaluation Submission REDCap from 
contact submission to review, collection, and distribution. Please note, this process refers to the internal and 
external evaluations required for candidates for promotion. Department Chair and Departmental 
Committees on Promotion and Tenure letters are not captured in this process and should be collected and 
provided independently of the Faculty Promotion Candidate Evaluation REDCap.  

Step One – Faculty or Faculty Representative | Faculty promotion candidate shares potential 
evaluator information with the Office of Faculty Affairs (OFA). Users should provide the internal and external 
evaluator information in rank order of preference. The appropriate number of fields will automatically be 
provided based on the user’s selections in the “Candidate Information” section. 

 

 



To ensure candidates meet the minimum number of required evaluations, they must submit additional 
potential evaluators. If all potential evaluators complete and submit an evaluation, OFA will add the 
minimum number of completed evaluations of the candidate’s promotion portfolio. Therefore, it is 
imperative that candidates provide potential evaluator information in rank order of preference.  
 
 The number of evaluators requested and required per rank is as follows:  
 
  
  
Career Track  

  
  
Rank of Proposed Promotion  

  
Potential Evaluators 

Identified 

  
  

Minimum Evaluations 
Required  

  
Internal  

  
External  

  
Internal  

  
External  

Academic Pathway  Professor, tenured  5  8  3  5  

Award of tenure only  5  8  3  5  

Associate Professor with tenure  5 8 3 5 
Associate Professor, tenure-eligible  3  5  2  3  

Clinical Pathway   
(non-tenure-eligible)  

Professor or Clinical Professor  5  8  3  5  

Associate Professor or Clinical Associate Professor  3  5  2  3  

 
Users will see the following message once they have completed and submitted the evaluator contact 
submission sheet: 

 

 
 
 
 
 
 
 



Step Two – OFA | OFA receives the candidate’s evaluator information via an automated email from 
REDCap. OFA follows the link provided by REDcap to access and review the evaluators’ information, uploads 
the candidate’s CV via the same link, and dispatches the Candidate Evaluation Form to each evaluator by 
submitting the OFA portion of the survey via REDCap. 
 
Ex. OFA View 

 
 
Step Three – Evaluator | Each potential evaluator receives a REDCap link from OFA explaining the 

request. They then complete the Faculty Promotion Candidate Evaluation Form in REDCap and submit their 
recommendations.  
 
Ex. Email to Potential Evaluator: 

 
 

Step Four – OFA and P&T Committee | OFA receives and downloads the completed evaluations to add 
to the candidate’s portfolio for review by the Promotion & Tenure committee.   
 


