Required Documentation for promotion to the ranks of:

Professor, tenured

Professor, tenure track

Professor, non-tenure track

Associate Professor, tenured

Associate Professor, tenure track

Associate Professor, non-tenure track

**Use the following checklists before and as you collect the materials for this promotion**



Process Checklist:

· Read through the following checklist before beginning to obtain materials for this promotion and continue to use as a working guideline. 

· Ensure all of the criteria listed have been met before submitting the completed packet to the OAA.

· Promotions at these ranks take months to complete, as they are reviewed by the OAA, APT Committee, Executive Committee, School of Medicine Council, President and the Dean.
· Do not send folders for the APT Committee until you are notified that the packet has been reviewed and is ready for copying (a packet of copies will be returned to you for use in making the copies for the folders).
· Do not forward an electronic copy of the candidate’s CV until you are notified by the OAA.  Be sure to keep track of the latest copy if revisions are requested.


Required Document & Quality Checklist

	
	DOCUMENT
	ORIGINAL IN

RED FOLDER
	Verification copy  (will be returned to you for making copies for the 11 manila folders for the APT Committee)

	· 
	Chair’s Recommendation Letter
	YES
	1


First Paragraph:

· Include:

· Legal name and degree
· Proposed title
· Proposed tenure status

· Official SOM department name

· Division, Institute, Program and/or Center (if applicable) 
· Pay status (full-time, part-time, volunteer)
· Effective date (always July 1st of the next year).

· Exclude age and salary from the Chair's letter

Subsequent Paragraphs:

· Include general background information on the Candidate’s education, degrees awarded, scholarships or academic honors, special training and employment history.
· Include the % time spent in research activities and % spent in clinical activities (if applicable)
· Clearly detail the Candidate’s worthiness for the promotion.

· Address all academic criteria, regardless of strengths, including scholarly contributions to knowledge, clinical contributions (if applicable), teaching and service contributions. See UMSOM APT Policy for criteria.
· Address the quality of the Candidate’s research and publications, achievements, stature in the scientific and/or clinical community, and their potential for future growth and continued contributions.

· Ensure that the Chair’s recommendation letter is not merely a restatement of the Department’s APT Committee report or the candidate’s personal statement.

	
	DOCUMENT
	ORIGINAL IN

RED FOLDER
	Verification copy  (will be returned to you for making copies for the 11 manila folders for the APT Committee)

	· 
	Department’s APT Committee Report
	YES
	1


· Ensure that the Department’s APT Report is a separate document from the Chair’s letter 

· Ensure that the Department’s APT Report is specific to only one promotion candidate (the President’s Office will not accept Departmental APT Reports that include information on more than one candidate).

· Include details on the candidate’s background, research, teaching, clinical (if applicable) and service contributions.  Forthright comments on the candidate’s strengths and weaknesses are particularly useful.

· Include a list of all members of the Department APT Committee.

· Ensure that the Chair of the Department’s APT Committee has signed the report.

	
	DOCUMENT
	ORIGINAL IN

RED FOLDER
	Verification copy  (will be returned to you for making copies for the 11 manila folders for the APT Committee)

	· 
	Candidate’s Personal Statement
	YES
	1


· Ensure that the Candidate has outlined their accomplishments and impact in the areas of teaching, contributions to knowledge, clinical activities (if applicable) and service. The personal statement should be no longer than 3 pages in length.
	
	DOCUMENT
	ORIGINAL IN

RED FOLDER
	Verification copy  (will be returned to you for making copies for the 11 manila folders for the APT Committee)

	· 
	CV Verification Form
	YES
	1

	· 
	Curriculum Vita
	YES
	1


· Ensure that CV follows the SOM format and is in the exact order of the CV format.

· Exclude candidate’s proposed promotion (it is not appropriate to list the proposed UMB promotion on the CV until it has been formally approved).
· Attach a copy of the acceptance letter (or email) from the journal editor for each peer-reviewed article that is listed as “in press” or “accepted”.

· Have candidate sign and date the CV Certification, preferably in blue ink.  Stamped or electronic signatures will not be accepted.
· Ensure that the date on the CV certification is the same or later than the date on the CV.

	
	DOCUMENT
	ORIGINAL IN

RED FOLDER
	Verification copy  (will be returned to you for making copies for the 11 manila folders for the APT Committee)

	· 
	CV from last promotion (Applicable only if previously denied)
	YES
	1


· Include a copy of the CV submitted for the last promotion if the candidate was previously denied promotion to the rank currently being proposed.

· Include a copy of the CV submitted for the last promotion if the candidate is being recommended for the awarding of tenure and tenure was previously denied.

	
	DOCUMENT
	ORIGINAL IN

RED FOLDER
	Verification copy  (will be returned to you for making copies for the 11 manila folders for the APT Committee)

	· 
	Internal Letters of recommendation
(At least 3, no more than 5)
	YES
	1


· The Department Chair or the Department APT Chair (not the candidate) should solicit the letters from reviewers.

· If the candidate is affiliated with a Program, Center or Institute, and their Director DID NOT co-sign the Chair’s letter, ask the Program/Center/Institute Director to provide a letter of recommendation (this will be counted as one of the 3 internal letters). 

· Ensure that the reviewer has a faculty appointment with the School of Medicine; otherwise, the reviewer will be considered an external reviewer.

· Ensure that the internal reviewers are not members of the Department’s APT Committee.

· Ensure that the reviewer holds the same academic rank or higher than what is being proposed for the candidate.

· Reviewers must state their support for the specific rank and tenure status for the proposed promotion.

· Stamped signatures, electronic signatures and faxed copies will not be accepted.  A hard copy of a high-quality scanned document (e.g., pdf, tif, etc.) the department received directly from the reviewer is acceptable.
	
	DOCUMENT
	ORIGINAL IN

RED FOLDER
	Verification copy  (will be returned to you for making copies for the 11 manila folders for the APT Committee)

	· 
	External Letters of recommendation
(At least 5, no more than 7)
	YES
	1

	· 
	Reviewer Form
	YES
	1


· The Department Chair or the Department APT Chair (not the candidate) should solicit the letters from reviewers.

· At least 3 of the letters must be from independent reviewers (These individuals should not be current or past collaborators, colleagues, mentors or mentees of the candidate.  It is possible that the reviewer may know the candidate professionally (e.g., having worked on study sections or met at professional meetings.) Independent letters have a greater impact.
· Ensure that the reviewer holds the same academic rank or higher than what is being proposed for the candidate.

· Reviewers must state their support for the specific rank and tenure status for the proposed promotion.

· Stamped signatures, electronic signatures and faxed copies will not be accepted.  A hard copy of a high-quality scanned document (e.g., pdf, tif, etc.) the department received directly from the reviewer is acceptable.

	
	DOCUMENT
	ORIGINAL IN

RED FOLDER
	Verification copy  (will be returned to you for making copies for the 11 manila folders for the APT Committee)

	· 
	Evidence of Teaching
	YES
	1


· Candidates must include a teaching portfolio (they should contact Dr. Nancy Lowitt in the Office for Professional Development for assistance in developing their portfolio).  The portfolio will include any objective, quantifiable measures of teaching effectiveness (e.g., student evaluations, teaching awards or honors, etc.), as well as summaries of their teaching activities (teaching evaluations) and/or mentoring and advising activities, or provided peer evaluations.  (Individual teaching evaluations are not acceptable).  In addition, it will describe
their curriculum design and/or education administrative responsibilities (if applicable).
· Letters from current or past students, residents and/or fellows must be solicited by the Department Chair, Department APT Chair or Division Head. (Letters from students should not be solicited directly by the Candidate).  Limit the letters to 3 per category (i.e., 3 letters from graduate students, 3 letters from medical students, 3 letters from residents, etc.). These letters must be signed, should be included with the teaching portfolio and should only address the candidate’s effectiveness in teaching, not their qualifications for promotion.
· Include a signed statement from the person who solicited student letters.
	
	DOCUMENT
	ORIGINAL IN

RED FOLDER
	Verification copy  (will be returned to you for making copies for the 11 manila folders for the APT Committee)

	· 
	Reprint List (list 5 Reprints)
	YES
	1 


· Include the list of reprints (& a copy of the list) in the packet – do not put the actual reprints in the packet

· Include only reprints that have been published or accepted for publication in a peer-reviewed journal (reviews, book chapters and invited articles are not suitable reprints).
· The candidate should select papers that best demonstrate their capability to conduct investigation as an independent researcher.

· The candidate should select papers regarding studies that were performed during the period under review (the time period since the initial appointment or last promotion).

· Send a PDF of each reprint on the list (one PDF of each reprint) to OAA via the Accellion application when the packet is complete. http://www.umaryland.edu/helpdesk/products/accellion/index.html Name the reprints using the candidate’s last name, first initial and the number of the reprint on the reprint list. Ex: smith-j-1
· Once the PDFs have been submitted, they cannot be changed. 
· Include a letter (or email) from the journal editor in the PDF for any manuscript that has been accepted for publication.

FINAL REMINDERS:

· Label a standard RED, 2-pocket folder with the Candidate's Name, Degree, Proposed Rank, Tenure Status and Department.

· Present all original materials in the red folder in the same order as listed on this checklist and please use paperclips instead of staples on the originals AND the copies. Copies in the left pocket, originals in the right.
· Do not make copies for the 11 APT Committee folders until you receive the verified copies back from the OAA with instructions to return the 11 folders for the APT Committee.  At that point, you will need to return 11 manila folders with copies.  Label the flaps with the Candidate's Name, Degree, Proposed Rank, Tenure Status and Department.  
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