SAPC instructions for the 11/12 academic year


DATE:

May 6, 2011
TO:

•
Department Chairs, School of Medicine



•
Department Administrators

FROM:

Donna Patterson, Administrative Program Coordinator




Senior Appointments and Promotions Committee (SAPC)

SUBJECT:

Submitting Material for Appointment, Promotion, and Award of Tenure




(These instructions supersede any prior instructions)


PLEASE READ CAREFULLY – THERE ARE SEVERAL NEW REQUIREMENTS
Following the attached instructions will assure a timely progression of the nomination process. Particular attention should be paid to the REQUIRED DOCUMENTATION, CHECKLIST and CHAIRPERSON’S NOMINATION FORM. Kindly share these instructions with department personnel who will be responsible for compiling and delivering the required material to this Committee.  Questions may be directed to Donna Patterson (x2617).  

These instructions and forms can be found on the web at: http://medicine.uchc.edu/faculty/promotion/index.html.

Change in the professional category requires approval from the Dean or Dean Designee of the School of Medicine, currently the Associate Dean for Faculty Affairs. Upon approval, a nominee must wait two years before being considered for promotion or tenure.

DEADLINE FOR NOMINATIONS with all supporting documentation:
Friday, August 5, 2011
Fourteen (14) collated packets of nomination material with all required supporting materials (see items 1-7) must be delivered to the Office of Senior Appointments and Promotions (AG057) no later than Friday, August 5, 2011 at 

3:00 pm.  Exceptions may be made by Casey Jacob, the Senior Associate Dean for Faculty Affairs, but will be 
made only for extraordinary circumstances (i.e. illness, death in the family). 

INCOMPLETE OR UNCOLLATED PACKETS WILL NOT BE ACCEPTED
DEADLINE FOR APPOINTMENTS:
   None, but persons newly hired by the School of Medicine with the expectation of a senior appointment should submit the materials as soon as the hire letter is signed.  These persons hold the rank of Assistant Professor until the SAPC, the Dean, the Provost, and the BOD all approve the senior rank.

WE WOULD BE GRATEFUL TO RECEIVE MATERIALS PRINTED ON 2 SIDES IF POSSIBLE
SECURE EACH PACKET WITH A BUTTERFLY CLIP OR A BINDER CLIP

DO NOT PLACE PACKETS IN COVERS, ENVELOPES, OR HOLDERS OF ANY SORT

REQUIRED DOCUMENTATION

It is the responsibility of the sponsoring School of Medicine department to obtain and submit all necessary materials.  While this work may be shared with departments at affiliated hospitals, the responsible department is the SOM department.  All nominees for appointment at or promotion to senior rank MUST provide:

•
Fourteen (14) copies of items 1-9 below.
•
One (1) CD with all required documents and reprints – please save each item (1-9 below) in a separate file/PDF.
Original reprints will not be returned to the nominee at the conclusion of the nomination process
1.     COMPLETED CHAIRPERSON’S NOMINATION FORM (form attached)
2.
NOMINATION LETTER FROM THE SCHOOL OF MEDICINE SPONSORING DEPARTMENT CHAIR 
(Center Directors may not write the nomination letter).
The chairperson’s letter must summarize the evidence supporting the nomination for senior rank/tenure.  Detailed, evidence based information is required for each criterion. For some criteria this could include specific information about service development, service size, the number of individuals served and the educational or research components of the service. For other criteria it would include documentation of curriculum development, use and objective data about the impact of the curriculum. Documentation of curriculum development will be sent to all reviewers.

NOTE:  The first most common error made in the chair’s letter is to focus on more than one criterion rather than the criterion on which the nomination is based.  The second most common error made in the chairperson’s

nomination letter (as well as the nominee’s personal statement) is to merely submit testimony rather than evidence.

Clinical competence is an important component of the criteria for promotion.  If the nominee is a clinician, 


comment upon his/her clinical competence, including specific examples of the nominee's expertise and effectiveness

in delivering high quality clinical services.  Describe any patterns of adverse events, patient complaints,

difficulty working with colleagues, students or staff, and malpractice-related issues in addition to the nominee’s

expertise in his/her area.  Please be specific.
Teaching excellence is an important component of the criteria for promotion in each professional category and every

track.  Comment upon the nominee’s teaching, teaching evaluations, and describe any patterns of student complaints, or difficulty collaborating in teaching with colleagues or staff.  In 2009 the Education Council passed a policy giving the Department Chair the right to access all teaching evaluations.  

For New Appointments also include a copy of the original hire letter and subsequent communications that change the


work expectations delineated in the hire letter.
NOTE:  In instances where a faculty member is being considered for promotion or tenure without the support of the department chair (i.e. the nominee has appealed and won the right to be considered without the department’s support) the department chair must submit a letter explaining why he or she does not support the nomination.
A copy of the nominating letter must be sent to the Dean or Dean Designee of the School of Medicine (MC 1920) under separate cover. 
___________________________

The SAPC sends requests for letters electronically.  Nominees should be made aware that manuscript reprints will be sent only to independent references selected by the SAPC.  If nominees wish manuscripts and reprints sent to their selected references, they should specifically ask that this be done.

3.
CURRICULUM VITAE 

•
The CV must be complete, up-to-date, accurate, and signed and dated by the nominee.

       
•
The CV must include the following components, in the following order:
a)
Name
b)
Department of Primary Appointment
c)
Academic Appointments, including Joint Appointments, at the University of Connecticut.  Start with present rank and work backward, and include start and end dates.
d)
Professional Experience prior to appointment at the University of Connecticut (you may limit this to a period of ten years)
e)
Educational background - for degrees, include degree, field, institution and date degree was awarded.  For 
post-doctoral training, include the type of training (e.g. residency, fellowship, post-doc), field, institution and dates.
f)
Print and Oral Scholarship: All items should be in reverse chronological order.  For each entry (a) list the authors’ names in the order listed in the final manuscript or presentation; (b) include the complete citation with date and pages; and (c) put an asterisk (*) by the nominee’s name for each citation where (s)he is the corresponding author (i.e. the person most responsible for the contents of the manuscript). The absence of an asterisk indicates to the SAPC that the nominee is not the corresponding author.  In addition, if you are being nominated as a “collaborative investigator” you are strongly urged to annotate each entry to indicate the unique contribution you have made to the project being reported.

1. Publications

a. Peer reviewed journal articles
b. Book chapters

c. Books

d. Other
Nominees are required to submit documentation of publications listed in the c.v.  Documentation may be either the first page of the publication or the citation and abstract from Pub Med or another relevant published data base (e.g. Web of Science, PsychInfo). For nominees for Associate Professor, this must be done for every publication listed.  For nominees for Professor, it must be done for every publication since promotion to Associate Professor.  For nominees being considered for tenure after achieving the rank of Associate Professor, it should be done for all publications for the last 5-7 years.   

2. Accepted and in press manuscripts - a copy of the acceptance letter must be provided for each.  Do not list manuscripts “in preparation.”
3. Oral presentations - in each instance be specific about where the presentation was made, to whom, and the dates

a. Peer reviewed submissions

b. Invited presentations

i. At professional conferences

ii. At another college or university or scholarly institution

iii. Other

c. Poster presentations- in each instance be specific about where the presentation was made, to whom, and the dates

i. Peer reviewed

ii. Invited
g)
List any other factual information you wish the SAPC to consider regarding your academic accomplishments, such as grants, being a study section reviewer, teaching activities, being a journal editor, or serving on an editorial board.  
4.
PERSONAL STATEMENT
• The nominee (except Community Based faculty) must submit a statement describing his/her activities and

   professional development related to each relevant criterion in the designated professional category.

• Copies of the Personal Statement will be sent to all reviewers.

5.
FORMS (attached) FOR COMPLETION BY NOMINEE AND SIGNATURE BY DEPARTMENT CHAIR
(a)
Summary of Teaching Responsibilities, indicating:


•
Evidence of teaching quality (include data sources from which quality evaluations are made);



•
Evidence of teaching quantity (in terms of courses taught, residents trained, etc.). 

(b)  Summary of Clinical Responsibilities.  If the nominee is not a clinician, this form should be included with a statement to that effect. 

For New Appointments, specify on each form exactly what will be expected of the nominee as well as the past work of the nominee upon which the nomination is based.
6.  
LIST OF REFERENCES for contact by the SAPC (please label each list with nominee’s name)

Each person listed will be contacted by the SAPC if contact information is given. Please submit no fewer than 10 and


no more than 12 peer references in addition to the student/trainee references.

•
Six (6) outside authorities, including complete mailing and e-mail addresses, telephone and fax numbers.


•
Four (4) internal* references, including complete mailing and e-mail addresses, telephone and fax numbers.  


•
No less than eight (8) medical or graduate students, residents, fellows or post-docs, current or former, including



 complete mailing and e-mail addresses, telephone and fax numbers.

Referees who will speak to the scientific work and teaching of the nominee (versus the clinical work) must be of senior rank.

For New Appointments: Six (6) references outside and four (4) references inside the institution from which the nominee is coming, plus eight (8) names of students/residents.  Letters submitted during the nominee’s

recruitment may be used as reference letters; however, these will only be useful if they support the specific criteria
in the category in which the nominee is being considered. 
Referees who will speak to the scientific work and teaching of the nominee (versus the clinical expertise) must be of senior rank

NOTE:  IN ALL CASES, ADDITIONAL REVIEWERS WILL BE IDENTIFIED BY THE SAPC AND

THEY MAY COME FROM INSIDE OR OUTSIDE THE INSTITUTION.

7.  
 MANUSCRIPT REQUIREMENTS
•
Paper copies of a minimum of four (4) and a maximum of (6) of the nominee's most significant manuscripts

(journal articles are most important to the Committee, book chapters less so). Manuscripts "in press"  MUST be 

accompanied by the editorial acceptance letter/ confirmation letter of receipt.  

8.
GRANT INFORMATION
•
Copies of award notices and lists of personnel for all grants awarded since last promotion.

___________________________

*Internal refers to faculty and trainees of UCONN, even if located at an affiliated hospital or another campus of the University

9.
ADDITIONAL INFORMATION

•
Please provide documentation of any other awards or academic accomplishments mentioned in the nomination material


that you wish the SAPC to consider regarding your nomination.
APPOINTMENT TO SENIOR RANK AND APPOINTMENT WITH TENURE
Senior appointment nominations can be considered by the SAPC at any time of year.  Because each nomination must be considered by the SAPC, the Dean, the Provost, and the Academic Affairs subcommittee of the Board of Directors (which meets quarterly), this process requires four to six months.   We strongly recommend these nominations be made as soon as a hire letter is signed. The Committee has no special obligation to a nominee who, in the expectation of a senior appointment, has accepted a position prior to this Committee's deliberations.

AWARD OF ACADEMIC TENURE

•
Documentation requirements are the same as for appointment or promotion to senior rank (see #1-7). Exception:
If the nominee has been reviewed (appointed or promoted) by the SAPC within the preceding twelve (12) months, only the nominee's subsequent activities need be documented. 
•
The Committee requires the full names, complete mailing and e-mail addresses, and telephone and fax numbers of references who can speak directly to the question of tenure.  These references must be of senior rank.

•
The sponsoring department chair's letter should:


  - emphasize the nominee’s contributions to the School of Medicine to justify award of tenure, and

 - specify the nominee's continuing contributions in research, teaching, and areas of professional activities since any

   previous SAPC review of the nominee.
CHECKLIST

•
Please use the attached checklist for your guidance in assembling packets. 

•
Should required materials be missing from the packets, the nominating chair’s office will be contacted. Packets that are 
not completely submitted by the due date will not be considered.
•
Consideration of a nomination may be deferred at any time for lack of sufficient data.

CONFIDENTIALITY

The following represents a policy decision approved by the Dean's Advisory Committee regarding the confidentiality of SAPC files: "While we will make every effort to keep your reply confidential, the Connecticut Personal Data Act requires release of documents received as part of promotion and tenure reviews should a specific request be made by the candidate."
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