BOROUGH OF MANHATTAN COMMUNITY COLLEGE
The City University of New York

INSTRUCTIONS TO APPLICANTS FOR PROMOTION

For promotion to senior faculty ranks, Associate Professor and full Professor, and to
Senior College Laboratory Technician:

1. Obtain the Application for Promotion form and the CUNY Curriculum Vitae
form*, and instructions for each, from the Office of Human Resources, S-710.
Complete both forms per the attached instructions. Submit the completed, original,
forms to the Office of the Assistant to the Vice President for Faculty and Staff
Relations, S-712, on or before the published deadline. Simultaneously, submit
copies of both forms to your department chairperson. The department chairperson
must complete page 4 of the Curriculum Vitae, the Chairperson’s Report and the
section on Student Evaluations. The chairperson is to share the report with the
candidate before the departmental personnel and budget committee considers the
application.

2. _Atthe same time, you must submit to the Assistant to the Vice President for Faculty
and Staff Relations the names, institutional or organizational affiliation, and
professional relationship to you, of no less that three (3) and no more than five (5)
references from outside BMCC. These must be professional references, not personal
or character references. They are to be written by people in your field of ,
specialization who are prepared to comment on qualifications for senior faculty rank,
as cited below. The Vice President for Academic Affairs will review the references
and you will be notified when they have been approved (or if any revision or
clarification is required). Once the references have been approved it becomes
Your responsibility to request the letters from them. All reference letters should
be addressed to the Assistant to the Vice President for Faculty and Staff Relations.
The Assistant to the Vice President for Faculty and Staff Relations will monitor
receipt of the letters and notify you when they are received.

QUALIFICATIONS FOR SENIOR FACULTY RANK: Under CUNY Bylaws (11.7. B.
3 and 4) for promotion to Associate Professor, a candidate must demonstrate significant
achievement in his/her field or profession and show evidence that his/her alertness and
intellectual energy are respected outside his/her own academic community. For
promotion to Professor, the Bylaws additionally require a candidate to have a record of
exceptional intellectual, educational or artistic achievement and an established reputation
for excellence in teaching and scholarship in his/her discipline. The reference letters
partially fulfill this requirement.

NO REQUEST FOR PROMOTION WILL BE CONSIDERED BY COLLEGE-WIDE
PERSONNEL AND BUDGET COMMITTEE UNTIL AT LEAST THREE LETTERS
OF REFERENCE, FROM THE APPROVED LIST, HAVE BEEN RECEIVED.






