he Office of Faculty Records was estab-
I lished in June 2003 to implement addition-
al oversight of the faculty appointments
and promotions process.

The office supports the administration of the
academic faculty appointments and promotions
procedures, the verification procedure for faculty
appointment and/or promotion and maintenance
of accurate faculty records.

Table 1 on the following page depicts the fac-
ulty appointment and promotion process. Table 2
contains the current Faculty Census.

Christine McGonigal-Glaser
Supervisor
Office of Faculty Records
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Table 1
Faculty Appointment and Promotion Process

Department Chair meets with applicant No appointment/promotion considered
(Departmental Committee approves)

Chair initiates verification for faculty
appointment/promotion by forwarding completed
Nomination Form to the Office of Faculty Records

Completed application packet is then submitted to
the Office of Faculty Records. Packet must include:

Transmittal letter from Chair to Dean

Completed application with contact information

Completed Administrative Application (if applicable)

Signed, dated Application for Faculty Appointment,

Promotion, Change of Status

CV’s (2 paper copies)

e Copies of graduate, medical school, other professional
transcripts (in English — Foreign Graduates only)

e Copy(s) of current state license registered in each
state where applicant practices (active status) (if
applicable)

e Copy(s) of DEA or other license (if applicable)

e Copy of Board Certification (if applicable)

e Copies of acceptances for manuscripts in press (if

applicable)

Copy of ECFMG certificate (if applicable)

If foreign graduate, packet must include: contact

person, contact e-mail address, contact fax number,

contact telephone number, mailing address for all
education, training, etc.

Teaching Portfolio (if applicable)

DD214 Military Discharge Papers (if applicable)

If applicant was verified at time of new
appointment or previous promotion, the Office of
Faculty Records will only verify information dated

AFTER initial verification. Documents needed
include:

Nomination form from Chair

Transmittal letter from Chair

Attestation Certificate (Sec. M, page 27 of Application)
Updated CV (2 paper copies)

Appropriate letters of recommendation

Teaching Portfolio (if applicable)

Acceptances of manuscripts in press (if applicable)
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Office of Faculty Records receives and verifies Information for VERIFICATION
application material. INCOMPLETE - packet sent back to Chair
Verification includes
(not all listed will be applicable):

Previous education
Residencies and fellowships
Administrative positions
Academic positions
Publications

Licenses

Board certifications
Medicare sanctions

Applicant is given a 6-month temporary faculty Completed packet materials must be returned

appointment and is eligible for employment at Jefferson. to the Office of Faculty Records three (3)

Department prepares packet for Committee on weeks prior to the meeting or applicant is
Appointments and Promotions. Applicant will automatically rescheduled to the following month’s meeting
be scheduled for the Committee agenda within three (3) of the Committee on Appointments and
months following the temporary appointment issue date. Promotions.

Department must have completed packet to the Office of
Faculty Records no later than 3 weeks prior to that
assigned meeting date. Items needed in order for the

packet to go to the Committee meeting include:

e Nomination Form

e Transmittal letter from the Chair

e Updated CV - properly formatted per the Committee
guidelines
Teaching portfolio (if applicable)
Appropriate letters of recommendation

Completed application packet is submitted to the
Committee on Appointments and Promotions, the
Executive Council Jefferson Medical College, the Scientific
and Academic Affairs Committee (SAAC), and the TJU
Board of Trustees for review and final approval.
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Table 2
Faculty Census

Fully Salaried Partly Salaried Non-Salaried Total

Professorial 345 11 536 892
General 398 34 1419 1851
Total 743 45 1955 2743
Administration 31 6 37
Basic Science 173 1 60 234
Clinical Science 570 44 1895 2509
Total 774 1961 2780
Professor 181 3 258 442
Associate Professor 164 8 278 450
Assistant Professor 281 18 735 1034
Instructor 117 16 684 817
Total 743 45 1955 2743
Women 215 23 452 690
Men 528 22 1503 2053
Total 743 45 1955 2743
Emeritii Honorary
53 356

June 30, 2009

Jefferson Medical College 18




