SAMPLE DEPARTMENT CHAIR LETTER RECOMMENDATION
CONCERNING PROMOTION
Updated November, 2025

DEAN NAME								DATE
Dean, Virginia Tech Carilion School of Medicine
2 Riverside Circle
Roanoke, VA 24016

Re: Promotion of CANDIDATE NAME

Dear Dean NAME:

This letter reflects my independent evaluation of the candidacy of Dr. FACULTY NAME for promotion to the rank of ____________, in the (Tenure, Tenure to Title or Non-Tenure) track in the Department of NAME.  As part of my evaluation, I have reviewed the recommendation of the Department of NAME APRT Committee, which (RECOMMENDS or DOES NOT RECOMMEND) the promotion. Dr. FACULTY NAME joined our department in MONTH of YEAR at the initial rank of ___________, STATE TRACK.  

Dr. FACULTY NAME has demonstrated involvement in all four of the domains (as applicable) of faculty activity as required by the VTCSOM promotion guidelines.  Specifically, I am supporting the promotion at this time based upon Dr. FACULTY NAME’s (EITHER significant progress [promotion to assistant or associate rank] OR excellence [promotion to professor rank]) in the areas of LIST WHICH TWO OF THE FOUR AREAS OF FACULTY ACTIVITY FORM THE BASIS OF THE RECOMMENDED PROMOTION.

Within the clinical domain AS EVIDENCED BY

Within the teaching domain AS EVIDENCED BY 

Within the service domain AS EVIDENCED BY

Within the scholarly activity domain AS EVIDENCED BY 

Guidance from the VT Provost’s Office concerning Department Chair letters:
The department head, chair, or school director’s letter should provide a comprehensive, evaluative, and contextual assessment of the candidate’s accomplishments in teaching, research or creative activity, and service. It should clearly articulate the candidate’s contributions and trajectory within the discipline, referencing departmental expectations and how the candidate meets or exceeds them. The letter should synthesize insights from peer evaluations, external reviewers, and other relevant materials in the dossier, offering a balanced perspective that acknowledges both strengths and areas for growth. Additionally, the letter should speak to the candidate’s collegiality, impact, and potential for continued excellence, serving as a key piece of evidence in support of the promotion recommendation. The letter is addressed to the dean. 

The letter is limited to 6 pages in length, and should address the following areas: 

• Professional Assignment and Expectations. Begin with a summary of the candidate’s professional assignment, including the percentage of effort allocated to teaching; research, scholarship, or creative activity; clinical care activity; and service/outreach. Describe the expectations associated with the assignment and provide context for how the candidate’s accomplishments—both in quantity and quality—should be interpreted. 

• Evaluation of Performance Across Faculty Responsibilities. Provide a detailed assessment of the candidate’s effectiveness in each area of responsibility: 

· Teaching, including student mentorship and academic advising 
· Research, scholarship, and/or creative activity 
· Service, outreach, and extension
· Clinical service, emphasizing the presence of learners

This evaluation should reflect the candidate’s assigned percentages for distribution of effort. Describe how their performance compares to department expectations and norms at peer institutions. Tables or figures may be used to illustrate comparisons with peer faculty if deemed appropriate. 

• Interpretive Summary of Scholarly Contributions. Summarize the candidate’s most significant accomplishments and provide an interpretation of the impact and originality of their work. Describe the quality and appropriateness of publication venues, and the visibility and prestige of keynote presentations, invited lectures, and other recognitions of scholarly reputation. 

• External Reviewers and Summary of Their Evaluations. Explain why each reviewer was selected and how they are qualified to evaluate the candidate’s work. Summarize key insights from the external letters and highlight any points of consensus or divergence. Address any concerns raised or comments requiring clarification. 

The letter must include one of the following statements: 
o “I have reviewed this list of reviewers and they are not former advisors, post-doctoral supervisors, co-investigators on grants, co-authors on recent publications, or have any relationship to the candidate that may be perceived as being too close.” 

o Or, if applicable: “I have reviewed this list of reviewers and they are not former advisors, post-doctoral supervisors, co-investigators on grants, co-authors on recent publications, or have any relationship to the candidate that may be perceived as being too close, with the exception of [Name].” Follow this with a clear explanation of the exception and justification for including the letter in the dossier. 

• Commitment to Community and Collegiality. Provide an evaluative statement on the candidate’s contributions to creating a respectful, welcoming, and supportive academic environment, consistent with Virginia Tech’s Principles of Community. This should include their role in fostering a collegial and professional culture within their department or school, and—where applicable—their lab, center, or other scholarly or creative workgroup. The evaluation should also address the candidate’s treatment of learners/students, particularly in terms of mentorship, fairness, respect, and their contributions to cultivating a positive and inclusive learning and research environment. 

• Clarification of Unmet Expectations or Gaps in the Record. If there are expectations the candidate has not yet met, explain the reasons where appropriate. Similarly, if there are gaps in the record—such as multi-year lulls in productivity or sudden shifts in trajectory—provide a reasoned explanation while maintaining confidentiality. 

• Status of Progress and/or Peer Teaching Reviews. If a scheduled progress review was not completed (e.g., a peer evaluation of teaching is lacking), explain why. 

• Departmental Vote. If the departmental promotion committee vote was split, provide an explanation that balances the majority view with a clear articulation of dissenting perspectives, to help reviewers at the next level understand the rationale behind the differing opinions. 

• Recent Developments. Note any recent accomplishments or updates not captured elsewhere in the dossier, or that have occurred since the candidate’s submission of the dossier, such as new grants or awards. 

• Recommendation. The letter should conclude with a clear recommendation regarding promotion and/or tenure with a final summary justification. For candidates being considered for promotion to associate professor, the justification should be based on the candidate’s demonstrated accomplishments as well as their future promise as a successful and productive scholar, educator, and department/school citizen. For candidates for promotion to professor, the justification should be based on the candidate’s sustained record of excellence and having achieved a national and/or international reputation in their field. 

ADDRESS THE STATEMENT BELOW:

“Besides consideration of specific professional criteria, evaluation for promotion or tenure should consider the candidate’s integrity, professional conduct and ethics.  To the extent that such considerations are significant factors in reaching a negative recommendation, they should be documented as part of the formal review process” (from Virginia Tech faculty handbook, section 3.4.4).

Suggested wording: “My review of this candidate’s promotion dossier and my personal knowledge of this candidate indicate that s/he has no issues pertaining to integrity, professional conduct or ethics.”

Given all of these accomplishments, I believe that Dr. FACULTY NAME meets the requirements for appointment to the rank of [enter Assistant Professor, Associate Professor or Professor], [enter tenure, tenure to title or non-tenure] in the Department of NAME at the Virginia Tech Carilion School of Medicine. S/he has achieved sustained excellence and enhanced national recognition, and has demonstrated great potential for ongoing contributions in her/his field of expertise. I give Dr. NAME my highest support for promotion.  If I can provide any further information, please feel free to contact me.

Sincerely,


CHAIR NAME, Credentials
Chair, Department of NAME
2

