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January 2016
Rationale: High impact, hypothesis-driven scholarship to understand mechanisms of disease and important biomedical processes is of critical importance to the success of the Keck School of Medicine (KSOM), and our junior faculty members represent a central component of this mission. The Dean of the KSOM, working through the Faculty Appointments, Promotions, and Tenure Committee  (FAPTC) and the Office for Faculty Affairs, desires to assure a degree of uniformity across Departments in the review of progress of junior faculty members who are appointed to the tenure track. Toward that end, the Keck School of Medicine has developed a review process for junior tenure-track faculty.  Please note: this process is not meant to replace departmental review and evaluation of newly hired faculty, which is an essential aspect of new faculty development, but rather as a supplementary process to ensure all faculty in all departments are reviewed in a timely manner.
Timing of the mid-probationary review: Tenure-track faculty who have the standard 7 year period before the mandatory decision date (MDD) will have their review in the third year of their probationary period. Tenure track faculty who have less than the standard 7 year period will be reviewed at the mid-probationary point.  If there has been an extension of the MDD within the first four years granted by the Provost, then the date of the review will be adjusted according to the new MDD.  
The review process:  All tenure track faculty who are due for evaluation and their department chairs will be notified in February by the Office for Faculty Affairs that submission of review information is due April 1st of that year.
Department chairs, division chiefs, and institute directors will work with tenure-track faculty to prepare the review portfolio. The portfolio material to be submitted to the Office of Faculty Affairs for processing should be similar to materials prepared for review by the faculty member and chair as part of their normal annual evaluation process and includes valuable input from departmental review committees as appropriate. After assembly and submission of the documents by the primary department coordinator, the Office for Faculty Affairs will forward a copy of the documents to the FAPTC membership for review. The FAPTC will review each tenure-track faculty member and make a recommendation to the Dean regarding whether the faculty member appears to be making appropriate progress toward tenure or, if not, what areas appear to be deficient. The Dean’s office will decide on subsequent action, which will usually include, at a minimum, forwarding of the FAPTC recommendation(s) to the relevant department chair, the faculty member, and mentors.
Copies of Mid-Probationary review materials and evaluations will be forwarded to the Provost’s Office as required by the University.  
All questions should be referred to the Office for Faculty Affairs:  323-442-1619.

Portfolio Materials to be assembled:
Tenure-Track Faculty Member:

1) A 1-page or less summary outlining initial goals, activities and accomplishments to date, and planned goals for the remainder of the probationary period must be prepared. This page may be in narrative or bullet form. The focus should be on scholarship and research activity. Information concerning teaching and service (including clinical service) will be provided as part of the curriculum vitae (CV) or annual merit review data collection form.  The faculty member may provide some feedback to the FAPTC with how smoothly the transition has been in setting up their research program at KSOM in a separate letter to the FAPTC to be included in the packet.
2) A current curriculum vitae in University format from the faculty member must also be submitted.  Note: The document should include categories for each of the following (as specified in the University CV format), with “NONE” used where relevant.  If the faculty member needs a template for the University vitae, Faculty Affairs can provide this.
a. Publications (divided into peer reviewed, non-peer reviewed, invited chapters, abstracts)

b. Grants (obtained and pending, listed separately, include role, percent effort, years, direct costs)

c. Number of supervised trainees (postdoctoral fellows/graduate students/residents)

d. List of teaching activities (lecture or laboratory participation in courses – with hours, courses organized, lectures given to residents or other trainees)

e. Student committees

f. Membership on departmental, school and university committees

g. Participation at national and international scientific meetings, grant review panels, in outside organizations, as well as invited lectures

h. For clinical faculty, a description of clinical activities
3) Copies of the Tenure Track faculty member’s 2 most important (in their judgment) peer-reviewed publications, with a short (1-2 sentence) rationale for the choice.
Chair, Division Chief, and Institute Directors: 

1) The Chair and/or Division Chief (and/or Institute Director as described in [2] below) must provide a 2-3 paragraph summary of the tenure candidate’s progress to date, written jointly if applicable, and signed by the Chair and/or Division Chief. The Primary mentor for the faculty member should provide an additional assessment of the faculty member.  These evaluations should include candid assessments of the faculty member’s progress and an outline of achievable goals for the faculty member in the remaining two and one half years before the mandatory decision date.  Copies of any evaluations by appropriate departmental committees should be attached.
2) If the faculty member is within an Institute, a 2-3 paragraph summary of the tenure candidate’s progress to date (as described in item #1 above) by the Institute Director should be included.  The Institute Director and Chair may opt to co-write their review.

3) A new Profile of Activities form should be signed by the Department chair or Division Chief and the faculty member and submitted with the documents.  
4) The Portfolio should include a listing of space occupied by the faculty member (laboratory and office; building [s] and room number [s] are sufficient).
The portfolio containing the documents listed above should be delivered to the Office of Faculty Affairs, KAM 422 by April 1st. 
