Ad Hoc Committee Best Practices

Dean forms ad hoc committee

I

Committee meets with AC liaison

I

AC Administrator sends requests to all referees on department's list

I

Committee meets with department liaison who describes candidate’s
research field and discusses major centers, areas of prominence and top
journals or publishers

I

Committee sends initial referee list to department liaison

!

Committee meets with department liaison to discuss referee list

I

AC Administrator sends requests to referees on committee's list

I

Did at least 10
referees accept
with at least 5 from
committee's list?

Yes

Once all letters are received, committee prepares external referee report

Yes

If appointment/promotion is approved by department and dean, dean
requests committee's report

;

Committee submits report

r's

I

Committee chair presents case to AC

AC Administrator sends requests to additional
referees on committee's list.

In exceptional cases, if committee is unable to
compile a satisfactory list of potential referees or
to obtain the requisite number of letters,
committee may petition AC to allow department
liaison to furnish an extensive list of distinguished
scholars with appropriate expertise to evaluate the
candidate.

Did at least 3
referees accept
from department's
list?

A

The department may choose to propose referees
until three acceptances have been received from
department's list
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