
Please read the following directions before beginning your document.
Evaluator list:

· Provide list in template format. (https://secure.web.emory.edu/med/intranet/faculty_affairs_dev/templates.html)
· Include full name, rank, and academic institution, as well as complete contact information.

· State expertise of evaluator and the evaluator’s relationship to you (2-3 sentences).

· For promotion to full Professor, non-tenured, a minimum of 6 letters are required, 4 of which must be from arm’s length external evaluators. Provide your department with the names of 12 evaluators, at least 8 of which must be arm’s length external evaluators.
· For promotion to Associate Professor, non-tenured, a minimum of 4 letters are required, 3 of which must be from arm’s length external evaluators. Provide your department with the names of 8 evaluators, at least 6 of which must be arm’s length external evaluators.
All evaluators:

· Must be at your proposed rank or higher

· Cannot have current or previous mentor/mentee or supervisor/supervisee relationship

· Cannot have close family/friend relationship

External arm’s length evaluators:

· Cannot have been coauthor or research collaborator in the past five years, except as part of a large working group

· Cannot have worked in the same department at the same institution at the same time

· Should represent a variety of institutions 

External non-arm’s length evaluators:

· Can be more recent or current collaborators who are familiar with your contributions to the field

· Can have worked in the same department at the same institution at the same time as long as there was no supervisory relationship  

Internal evaluators:

· Cannot be Department Chairs or members of any Faculty Committee on Appointments and Promotions

· Cannot be from your primary or joint department, but can be from your secondary department

· Cannot have a secondary or joint appointment in your department

· Can be more recent or current collaborators who are familiar with your contributions to scholarship, teaching, and/or service
· Should represent a variety of departments

Who makes a good evaluator? A colleague who:

· Served on a committee on which you serve or served 

· Belongs to your professional society or association 

· Has heard you present 

· Is an expert in your field who is familiar with your work 

· Appeared on a panel at a conference with you

· Served on a peer review panel with you

· Authored an article in a journal or a chapter in a book edited by you

· Presented a paper at a conference held at the university where you are or were located

· Was present when you delivered a guest lecture at the evaluator’s university or vice versa

· Invited you to present a paper at a conference organized by the evaluator or to write a chapter in a book edited by the evaluator

What else should I know? 

· Your Department Chair must approve your list of proposed evaluators. 

· You should NOT contact the evaluators once the list has been submitted; any earlier contact must be neutral and informal. 

· Although all evaluations received, even those that are in conflict, must be included in the nomination packet, those in conflict will not count toward satisfying the required number of evaluations. Please do not provide the names of evaluators you know to be in conflict.

Evaluator List Template – Non-Tenure

John Smith, MD

Department of Medicine

External Evaluators

List evaluators’ names in alphabetical order. Please limit bio and relationship statement to 2-3 sentences. Must be at proposed rank or higher; cannot have current or previous mentor/mentee or supervisor/supervisee relationship; cannot have close family/friend relationship.
Arm’s-Length Evaluators 
Lila Jones, MD
Professor of Medicine, Associate Dean for Faculty Affairs

University of Anywhere

1111 San Francisco Avenue

San Francisco, CA 54321
Telephone:  111-111-1111

e-mail:  ljones@uoaw.edu
Dr. Jones is a leading researcher on post-exercise hypotension. Dr. Jones’ research is focused on identifying the hormonal, neural, and metabolic factors involved in cardiovascular changes during environmental and physical stress. Dr. Smith visited Dr. Jones’ laboratory at the University of Anywhere for grand rounds and to give a research seminar hosted by Dr. Jones, but they have no direct relationship and have not collaborated or published together within the past five years. 
Howard W. Staley, MD, PhD

Professor of Medicine and Chair, Department of Medicine 

University of Someplace 

2222 New York Avenue

New York, NY 14578

Telephone:  222-222-2222

e-mail:  hstaley@uosp.edu
Dr. Staley is recognized as an outstanding cardiovascular scientist and clinician. He has received many awards and was elected to the American Society for Clinical Investigation, the Association of American Physicians, and the Institute of Medicine of the National Academy of Sciences. Dr. Staley has presented at national meetings that Dr. Smith has attended, but they have no direct relationship and have not collaborated or published together within the past five years. 
Non-Arm’s Length Evaluators 
Can be more recent or current collaborators who are familiar with candidate’s contributions to the field. Can have worked in the same department at the same institution at the same time as long as there was no supervisory relationship.  

Tanja Price, PhD

Professor of Cell and Neurobiology

University of Everywhere
1212 Poplar Street

Washington, DC
Telephone:  333-333-3333
e-mail:  tprice@uew.edu
Dr. Price’s laboratory investigates renal mechanisms responsible for regulation of sodium, blood pressure, and potassium balance. Dr. Price is highly prolific and has collaborations with experts from around the world. Dr. Park and Dr. Price met in 2008 when Dr. Park was a fellow at the University of Everywhere; however, Dr. Price was in a different department, and they did not know each other. 

Lawrence Yan, MD

Distinguished Professor of Medicine, Director, Cardiology Institute

Somewhere University
111 University Place 

Tuscaloosa, AL 09202 

Telephone:  444-444-4444
e-mail:  lyan@su.edu
Dr. Yan is Distinguished Professor of Medicine and Director of the American Heart Association-funded Cardiovascular Institute at Somewhere University. He is an eminent scholar with a longstanding career studying sympathetic control mechanisms during exercise in healthy and diseased populations. Dr. Yan shares a grant with Dr. Smith that resulted in a coauthored manuscript, but Dr. Yan has not had a mentor/mentee or supervisor/supervisee relationship with Dr. Smith.
John Smith, MD

Department of Medicine

Internal Evaluators

 (optional but recommended)
List evaluators’ names in alphabetical order. Please limit bio and relationship statement to 2-3 sentences. Cannot be Department Chairs or members of any Faculty Committee on Appointments and Promotions.  Cannot be from candidate’s primary or joint department but can be from candidate’s secondary department. Cannot have a secondary or joint appointment in candidate’s department. Should represent a variety of departments.

David A. Waters, MD

Professor of Pediatrics
Chief of Cardiology

Emory University School of Medicine
999 Woodruff Circle
Atlanta, GA 30307 
Telephone:  404-555-5555
e-mail:  drwaters@emory.edu
Dr. Waters is an internationally recognized expert on heat shock proteins and stress response pathways. He and his colleagues have performed seminal studies to elucidate the molecular mechanisms underlying ischemic cardioprotection, and, more recently, inheritable protein aggregation cardiomyopathy and redox signaling pathways. Dr. Smith has served on University and SOM committees with Dr. Waters, but they have no direct relationship and have not collaborated or published together. 


April 21, 2023
2

