AP CONTACTS-USE ‘AS IS’ OR MODIFY AS NEEDED
Date
IN CONFIDENCE -- Your academic file is up for review effective 7/1/20xx
TO:   






Your Current Rank and Step is:


Your Review Period is:



Your next normal action:


 
Your next normal rank/step:


DO NOT PRINT ANY OF YOUR DOCUMENTS. 

All items should be submitted electronically with an electronic signature (an image of your signature).
All documents should be emailed to xxxxx@ucsd.edu  

As part of the process, you are required to supply the following updated information for your file:

1. Academic Biography and Bibliography (BioBib)
Attached is the Academic Biography and Bibliography used at your last review.  Please only update new information to the file (avoid changing prior information).
NEW – as of 2011!  The Committee on Academic Personnel (CAP) and the Senior Vice Chancellor request that you describe in detail your individual scholarly contributions to co-authored publications.  Pro forma statements citing a contribution to all publications listed in the bibliography are not sufficient for this purpose.  Please provide a statement below each new publication with the information. A sample of how this might look is below.

1. Smith BA, Doe LA, Warner ST, Schroeder MS.  Ultimate guide to putting together a review file.  USCD Policy Explained.  103:287-290.    
*Sr. Author, directed project, coordinated and synthesized information, wrote large majority of manuscript.

2. Smith BA, Doe LA, Schroeder MS, Warner ST.  How to guarantee an acceleration. USCD Policy Explained.  104:113-123.    
*Contributing author.  Provided statistical data and analysis for acceleration success rates.

2. Teaching Evaluations and Courseload Form
(modify if your department acquires these for your faulty)
3. Summary of Activities Since your Last Review or Appointment (i.e. self statement)
Attached is a blank template that may be used to help guide your self statement.  You can choose to write a self statement in any format, however.  
Your summary is an extremely important part of your file.  Be sure to highlight any important honors and accomplishments, as well as to give a frank evaluation of any shortcomings that might be noted in the file.
Your summary is likely to be read by non-scientists.  Campus-wide review committees are made up of representatives from all disciplines.  You should prepare a document that a reasonably intelligent, non-scientist could read and comprehend your accomplishments.
The summary should explain the significance of each of the criteria on which you are being reviewed.   Review Criteria are attached to this email.  You may also wish to provide information regarding your role in selected multi-authored publications (in addition to the information presented on your BioBib). 
You will need to be specific in stating your accomplishments and address their importance in explaining it to a layperson.  For example, you may have to explain the time involved in serving on a certain committee, the role it serves, and if it is prominent within and/or outside the specialty area.  Also, please note this statement must be signed and dated.
If you would like to be considered for any action other than the next normal progression stated at the top of this form, you should mention it in your self-statement.
4. Curriculum Vitae  
In addition to your BioBib, please also send an up-to-date CV.  We will use this to send to referees if you are up for promotion.  We also collect CVs at the time of the review for other appropriate uses.
5. Certification A
Cert A is a document that indicates that you understand that the materials you are submitting will be used to determine the department’s recommendation.  If you need instructions on how to electronically sign his document, don’t hesitate to ask.  A scanned or faxed copy is fine too.  The fax number is (858) xxx-xxxx
6. Reprints 
Please print and submit (or email if you will print for your faculty) .pdfs of a representative sample of publications from the review period (a minimum of 5, or if you have less than 5 publications, please submit all of your new publications in .pdf or Word, as appropriate).
For normal merit and reappointment files, the publication cut-off date is:  June 30, 20XX.   For promotions, career reviews, and appraisals, the cut of date is October 15, 20xx with permission of the JSOE Dean.
7. Additional Information
If you would like to submit additional information that you feel is relevant to your file, you may do so.  Examples may include teaching award copies, prominent write-ups in mass media, copies of awards listed in your BioBib, thank you notes from patients, letters on pending grant applications, etc.



Advancement from Assistant Professor to Associate Professor


Advancement from Associate Professor to Full Professor


Advancement to or through Professor, Step VI


Advancement to Professor, Above Scale


Appointment to a different series

8. List of Suggested External Referees 
Letters may not be from those who have been collaborators, co-authors, former mentors/partners, etc. within the last 10 years. 5 letters are needed from associate or full professors who can comment on original research independence, impact of publications/research, and significance of scientific accomplishments beyond UCSD (with, at minimum, a regional reputation).
Independent of the names you provide, the department will also solicit for letters of reference from individuals.  

It will help your case if you contact your potential references ahead of time and let them know that they may be contacted.  But DO NOT ask them to write the letter until they are properly and officially solicited by the department.
Policy relevant to the academic review process is available online.

The Academic Personnel Manual (APM), which covers general UC policy is located at:


http://www.ucop.edu/acadadv/acadpers/apm/
APM Sections 210, 220, and 160 delineate procedures and criteria for appointment, reappointment, promotion, and appraisal and describe University policies regarding fairness in the review process and those dealing with personnel records.

The Policy and Procedure Manual (PPM), which covers policy specific to UCSD’s appointment and review processes are located at:


http://adminrecords.ucsd.edu/ppm/docs/230-20.pdf (appointment information)

http://adminrecords.ucsd.edu/ppm/docs/230-28.pdf (review information)
Deadlines (Modify according to department guidelines)
May 30, 20xx
For promotion files and change in series files, the following items are due by May 30, 20xx:
· An updated CV (include publications you expect to be in print by 6/30/XX)

· A list of potential referees (referee policy will be included in your individualized instructions)

· .pdf files of your 5 most significant publications (these will be sent to the referees)

· Optional - a self statement that can be sent to the referees

June 15, 20xx
For everyone, the final, completed materials (except those indicated above for promotion and change in series files) are due to xxxxxxxxx no later than June 15, 20xx.   All documents must be sent electronically to xxxx@ucsd.edu. 
It is very important that the files are received by the deadline.  The University is holding departments accountable for meeting deadlines and will refuse to consider files if they are received late.  Thank you for your cooperation and please let me know how I can help!
Sincerely,
xxxxxxxxx
Academic Personnel Coordinator
Department of xxxxxx
For individuals being considered for or requesting a


Promotion or Career Review Only


(any of the follow actions):


All others may skip the following items.











