
Dear XXX
 
I am seeking your assistance to act as an External Assessor in relation to my application for promotion to [level of promotion being sought].
As part of the Faculty Promotion process, University College Dublin requires that a candidate nominate three potential External Assessors.  
Where it is satisfied that a prima facie case for promotion has been established, the Faculty Promotions Committee will approve two/three External Assessors, including one nominated by the candidate. 
Should the UCD Faculty Promotions Committee select you as an External Assessor, my application, along with supporting documentation for use in your assessment of my application, will be sent to you, in electronic format, by UCD Human Resources. 

An External Assessor is required to assess an application for promotion based on the candidate’s achievements in Research, Scholarship and Innovation, Teaching and Learning and Leadership and Contribution, guided by the dimensions outlined in the attached Development Framework for Faculty. 

In addition, External Assessors will be invited to comment on: 
· Whether there is clear evidence of an upward trajectory and forward-looking agenda; 
· Whether the case meets international standards for promotion to the relevant level; 
· How the application compares with recent successful applications for promotion to the equivalent level within the assessor’s own institution.

The Faculty Promotion Committee has established guidelines in relation to real or perceived conflict of interest of individuals assisting in the process.  As part of the assessment, you will be asked to comment on your knowledge and interaction with me and the committee may determine that there could be a perceived conflict of interest.  A copy of the conflict of interest guidelines is attached for your information.  If you feel that your relationship with me may constitute a conflict of interest, please contact promotions@ucd.ie for clarification.

I should draw your attention to the fact that the University comes under the terms of the Freedom of Information Act 2014.
 
I would be pleased if you would inform me at your earliest convenience if you are available and willing to act as an External Assessor, subject to selection by the UCD Faculty Promotions Committee. 

Yours sincerely
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Conflict of Interest Guidelines for Faculty Promotions Cases

A fai, transparent and academically rigorous process of Faculty Promotions is crucil to the
reputation and goodrstanding of the University. The FPC must be satisfed that no evidence of an
actua, potential o perceived conflct of interest exists in the selection of External Assessors. An
External Assessor is deemed to have a conflct of interest f they have a professional or personal
relationship with the candidate that could reasonably callinto question the Assessor's abilty to give
an objective assessment of the application and have a material effect on the decision. In practice,
there are a number of siuations in which a conflict of interest might be considered to exist actually,
potentially or perceptuall. In each of these situations the proposed External Assessor is deemed
unsaitable 10 serve i this capacity and therefore must not be proposed by the candidate, Head of
School/College Principal or selected by the FPC.

External Assessors with the following relationships with a candidate are scen to have a confiict of
nterest under these guidelines:

T [Where the External Assessor has had a formal (paid or unpaid) affilation with the
candidate at UCD or elsewhere within the last 5 years e, i  former close colleague or
associate of the School/Unitoris a past member of a School/Unit/Research Group.

2| Where a PhD. or Post-Doctoral Supervisory rolationship has cisted betwoen the
candidate and the External Assessor i either direction.

3| Where there has been close collaboration, including sgnificant co-authorship, co-
presentational, co-editorial actvties (excluding co-membership of editorial boarcs) or
‘mentorship between the candidate and the External Assessor within the last 5 years,

4| Where  close personal relationship e 8. friendship, businss, professional partnership or
family relationship, exists, or has existed, between the candidate and the Exteral
Assessor.

| Where a known professional or persanal confict exsts between the candidate and the
External Assessr.

| Where the External Assessor holds strong negative opinions on the work presented or
research conducted by the candidate that could prevent her/him from providing a fair and
balanced review of the candidate’s application

Adherence 1o these guidelines will help to safeguard the academic integrity, administrative
effectiveness and srict impartality of the Faculty Promotions process.
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