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Documents not ordinarily part of the content and order requirements as stipulated 

in 5:060 (III.B.1.e) or other standard review materials (Chair’s report, Provost’s 

report etc.) may be introduced at any personnel review meeting on the condition 

that such documents relate to the three areas under review. Faculty members on a 

review committee wishing to introduce documentation at the personnel meeting 

must inform the chair and supply the documents or copies thereof.  

However, these documents must be signed and may not be introduced at the review 

meeting unless the faculty member under review has been previously informed by 

the chair that these documents may be introduced and discussed. The chair of the 

department or members of the review committee must provide written evidence of 

such communication. An e-mail to the faculty member under review with a 

“request a delivery receipt” and “request a read receipt” option sent with the e-mail 

is recommended.  All written communication between the faculty member and the 

chair or between the faculty members and members of the review committee must 

include a time and date stamp. A chair or members of a review committee who 

initiate these messages to the faculty member shall bring copies of such 

communications to the personnel meeting. The faculty member shall have the right 

to see the documents or copies of such documents. If the faculty member is not 

informed about such documentation at least three (3) business days before the 

personnel meeting, such documentation may not be introduced at the meeting or 

discussed.  


