Required Documentation for promotion to the ranks of:

Clinical or Adjunct Assistant Professor, non-tenure track (volunteer or part-time)
**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 1 to 2 months to complete, as they are reviewed by the OAA, School of Medicine Council, and the Dean.


Required Document & Quality Checklist

	
	DOCUMENT
	ORIGINAL IN

RED FOLDER

	· 
	Chair’s Recommendation Letter
	YES


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 (part-time or 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.
· 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.

	
	DOCUMENT
	ORIGINAL IN

RED FOLDER

	· 
	CV Verification Form
	YES

	· 
	Curriculum Vita
	YES


· Ensure that CV is in UMSOM format.

· CV date should be no earlier than 90 days prior to the date the appointment packet is submitted to the OAA.

· Have candidate sign and date the CV Verification Form, preferably in blue ink.  Stamped or electronic signatures will not be accepted.
· Ensure that the date on the CV Verification Form is dated on or after the date on the CV.

	
	DOCUMENT
	ORIGINAL IN

RED FOLDER

	· 
	Letters of recommendation (At least 2, no more than 4)
	YES


· 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 2-4 letters). 

· If the candidate is a volunteer, the letters should be from internal reviewers only.

· 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

	· 
	Volunteer FAIS
	YES


Include VFAIS for volunteer promotions.  Do not include FAIS for part-time promotions; they will be pre-filled by OAA after the TAS submission.
· Ensure that the VFAIS is completed accurately and signed by Chair. 

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.
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