


University of Virginia, School of Medicine
Tenure Track Mid-Cycle Departmental Review
Formatting and Submission Guidelines

All documents must be submitted as PDFs (please convert all excel or word documents to pdf).

Please upload your documents to your department folder in the O-Drive ("O:\SOM_HR").

Summary of Items Required for Mid-Cycle Departmental Review Dossier

1. Annual Review Form
2. Curriculum Vitae (CV) in P&T format
3. Personal Statement on Teaching, Research, and Clinical Care (as applicable) including the Engagement with Learners statement and professionalism self-evaluation statement.
4. Portfolios on Teaching, Research, & Clinical Care (as applicable)
5. Memo of Conversation

File Labels
Each document should be labeled starting with the departmental four-letter organization code followed by the candidate’s last name, first name initial, and the abbreviated name of the document, as noted below. For documents across multiple years, include the first and final years.  Each part of the label should be separated with a period. See examples below:

	Document Description
	Abbreviated Document Name
	
Example

	Annual Review
	AnnReview
	ANES.Jones.R.AnnReview

	Curriculum Vitae
	CV
	ANES.Jones.R.CV

	Personal Statement 
	PersonalStmt
	ANES.Jones.R.PersonalStmt

	Portfolios on Clinical Care, 
Teaching
	Clinical.Ptfol
Teach.Ptfol
Rsrch.Ptfol
	ANES.Jones.R.Clinical.Ptfol
ANES.Jones.R.Teach.Ptfol
ANES.Jones.R.Rsrch.Ptfol

	Department Committee Form
	Dpt.Comm.Form
	ANES.Jones.R.Dpt.Comm.Form

	Memo of Conversation
	MemoConv
	ANES.Jones.R.MemoConv



Document Requirements
[bookmark: s_(AGFM)_in_the_penultimate_year_of_thei][bookmark: 1._Chair’s_Letter]
1. Annual Review: This year’s annual evaluation in its entirety.

2. Curriculum vitae: Must use P&T format

3. Personal Statement 

4. Portfolios (as applicable):

a. Teaching portfolio 

b. Clinical portfolio 

c. Research portfolio


6. [bookmark: Please_label_this_document(s)_in_the_fol]Department Committee Form: The completed form that the Department Committee used to collect feedback, including all discussion, for the faculty member’s progress towards promotion/tenure. This should include whether they are on track, have areas of improvement, or are not on track for promotion/tenure. This should not include a vote.

7. [bookmark: Please_label_this_folder_and_documents_i]Memo of conversation with the candidate: The discussion between the chair and the faculty member should occur after the department committee’s review. The chair should carefully discuss the principal judgments and items of advice that emerged from the mid-cycle review process. The candidate should not see the committee report itself, but instead receive the chair’s written as well as oral summary of the main points made in the report and department discussion. The memo should document this conversation between the chair and the candidate and include the principal conclusions and recommendations that emerged from the review process.

As always, the faculty member should receive a physical, printed copy of the memo of conversation, but in order to ensure that the chair and the faculty member have read the document and concur on its contents, we ask that the memos you supply with your review materials be signed and dated by both the chair and the faculty member. Please end the memo with this line:

[bookmark: Please_label_this_document_in_the_follow]"Our oral conversation is accurately captured in this memo of conversation. 
Signed: Chair: 		Faculty Member:	

Date: -----------------"
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