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Faculty Long Form

Draft Counseling Memo: Checklist

· IF REQUIRED BY THE LONG FORM, A DRAFT counseling memo to the candidate from the department Chair or Division Chief is attached.  This should not be signed or given to the candidate yet.  (The School and/or University may still wish to recommend or request changes to the memo during the review process).

· The draft counseling memo is in proper format – labeled DRAFT, not dated or signed, addressed to the candidate from the division Chief or department Chair, using “you” language rather than third person language, clearly based on the long form review if such a review has been conducted.  For example, “Dear Dr. X:  This memo is to provide you with counseling based on the results of your recent reappointment/promotion review.”

· The draft counseling memo contains a summary of the candidate’s achievements in the areas of clinical medicine, teaching, and scholarship, as applicable.  Typical length for this memo is approximately two-thirds to one page, more if complex issues must be discussed as below.

· The draft counseling memo clearly identifies any performance areas where improvement is desired and states consequences associated with failure to improve.  For example, “While your performance in patient care and teaching is exemplary, the quantity of your published scholarship is below that expected for an Assistant Professor in the [faculty line] at this stage.  Looking ahead to a possible recommendation for future promotion, it will be critical for you to increase your publication of excellent articles in quality peer-reviewed publications.”  In general, the University will want to see that the candidate has been clearly notified of any inadequacies in performance.

· The draft counseling memo clearly describes any planned departmental interventions to help address any performance shortcomings.  For example, “Dr. Y will continue to serve as your mentor.  I encourage you to meet with her [state schedule frequency] to review your progress.  With the recent appointment of Dr. Z to help with the clinical caseload, I encourage you to discontinue your participation in the Friday afternoon ____ clinic and use this time to work on publishing the results from your clinical trials.”  In general, the University will want to see that the department is making a reasonable effort to ensure that the candidate has access to the resources they need to succeed. 

· The draft counseling memo avoids “over-promising” or “effusive” language.  Examples of things NOT to say:  “I am confident that your promotion decision will be favorable,” or  “When your promotion decision is approved.”  Even “You have a brilliant future here at Stanford” is a bit strong.  (In general, avoid language that suggests that a current or future long form review is a foregone conclusion, or that the University is a “rubber stamp”.)

· It is understood that the University may request changes to the draft counseling memo based on their review of the blue form packet, and that the draft counseling memo should be finalized and given to the candidate once the one-year extension is approved.
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