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Steps and Promotion

Entry level faculty are appointed at step 1, however based on experience, faculty can be appointed at a higher step.  
(e.g. completion of fellowship may warrant appointment at Step II)

Assistant and Associates spend two years at each step.  Full Professors spend three years at each step, and may remain 
at Step 5 indefinitely.

Faculty appointed at the Assistant rank have 8 years to be promoted to the Associate rank.  

Faculty typically serve 6 years at the Associate rank before being considered for promotion 
to Full Professor.
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STEP



Candidate Self-Assessment

RESEARCH AND SCHOLARLY ACTIVITIES: 
Describe the focus of your research, notable observations, your specific role in 
collaborative research ventures, new grant funding and any additionally noteworthy 
information.  Describe awards or prizes won.  Specifically define your role (e.g. Principal 
or Co-Principal Investigator or head of a CORE program project) for each award.

TEACHING ACTIVITIES: 
Describe precise teaching roles(s) in each course, as well as special lectures (e.g. Medical 
Grand Rounds, M & M, etc.), seminars or other teaching activities.  Describe teaching 
awards won.  Also, comment on mentoring activities, particularly those that you list in 
Section H of the biography form.

CLINICAL ACTIVITIES: 
Describe patient care related activities.  Include approximate  numbers of patients 
evaluated/time, venues and other relevant information.

SERVICE ACTIVITIES: 
Describe areas of University/Public Service.  Include your specific involvement, time 
commitment and accomplishments.

Please draft your self-assessment in the 1st person.
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Evaluation of Research/Scholarly Work
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Ladder Rank/ In 
Residence/ 

Adjunct

Productivity:
Original peer-reviewed 

publications/dissemination

Progression/trajectory

Independent Contributions:
Authorship (first or senior author)

Principal Investigator

Collaborative research contributions –
essential, creative and unique 

contributions

Significance:
Funding sources (competitive extramural 

support)

Quality of journal publications

Thematic focus

Letters of support (credentials of evaluators)

H-index

Clinical X

Productivity:
May focus on clinical or 

laboratory research, scholarly 
publications or creative 

educational work

Case studies, creative design of 
teaching materials or textbooks

Independent Contributions:
May be independent or 

collaborative

Active participation in 
collaborative and joint 

research programs

Significance:
Contribution to scholarship 
should result in significant 

contribution to knowledge or 
clinical or educational practice

HS Clinical

Productivity:
Expect to see activity that 
results in dissemination  

Independent Contributions:
Not required; contributions 
should be elaborated if not 

first or senior author

Significance:
Assessed on the quality, 

impact to clinical care



Evaluation of Teaching
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Direct Teaching

Course/Program 
Administration 

Data Sources

• Postdoctoral Scholars
• Graduate Students
• Residents, Fellows
• Undergraduates

• Organize course/lectures
• Curriculum development

• Teaching Quantification Forms
• Formal Teaching Evaluations
• Peer Evaluations
• Mentee Evaluations
• Teaching Awards



Clinical Activities
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If you have a clinical component that you are evaluated on, it is important to highlight 
your clinical effort in your self-assessment as there is no other place in your file 

where this information is provided.  

How often 
do you hold 

clinic? 
Where?

What type 
of patients 

do you see? 
How many?

Other 
relevant 

Information



Service

University 
& Public 
Service

DEPARTMENT
- Try to find a learning 

experience (e.g. 
committee on which 

you can learn 
policies/procedures)

UNIVERSITY
Avoid early over-

commitment

Take the opportunity to 
become known outside 

your department 
PROFESSIONAL

List and describe 
involvement with 

professional 
organizations

Faculty should consult with their Department Chair, Division Chief 
or mentor to assess the amount of service that is appropriate for 
your level of appointment.
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Teaching Quantification Form - Overview
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Teaching Quantification Form - Administration
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I am the course director for the orthopedic 
rotation for Surgery 401 for third year medical 
students. I am the course director for Orthopedic 
Surgery 425 (in-patient sub-internship) 
and Orthopedic Surgery 426 (out-patient sub-
internship). Both have been evaluated by the 
School of Medicine and are in good standing as of 
February 2012. I am also the course director for 
orthopedic surgery 496. This is a rotation that 
allows medical students interested in orthopedics 
to rotate at outside institutions. My role is to 
meet with each student, discuss and advise 
regarding various external rotation electives, 
writing letters of recommendation required for 
the student to be considered for the elective, as 
well as grading the students based on outside 
evaluations. 

Content for Self-Assessment:



Teaching Quantification Form – Classroom & Graduate Teaching
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Correlating credits:

Correlating credits:



Teaching Quantification Form – Clinical Teaching 
and Academic Committees
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While working on the clinical Pediatric 
Infectious Diseases inpatient service at 
RCHSD, there are typically a fellow, 1-2 
senior residents, a subintern, 
and a pharmacy resident on the team. In 
addition to bedside teaching and didactic 
lectures throughout the week, I give set 
lectures to each new member 
of the team, “Approach to Pediatric
ID” & “How to do a Consult”.

Content for Self-Assessment:

**If credits are listed in 
Section 5; expect to see 
Resident or Fellow 
evaluations included in
the file.  Would also expect
to see mentee evaluations for
students listed in box 9.



Teaching Quantification Form – Education Committee Service
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At UCSD, I am on the Core Curriculum 
Committee (CCC). The CCC regularly reviews all 
required core courses to ensure the course 
content fulfills accrediting requirements. The 
CCC also ensures that each course has clearly 
defined learning objectives and that students 
are clearly informed of the methods and 
criteria used for evaluation. The CCC 
recommends to CEP that curriculum which 
should be required of all undergraduate 
medical students, and identifies and 
recommends to the CEP the time that should 
be allocated to each course.

Content for Self-Assessment:



Teaching Quantification Form – Other 

13

Total hours in box 10 =
2+1+2+1+4 = 10 hours
2 credits/ hour = 20 credits



UCSD Biography/Bibliography
**Sections need to be organized in chronological order from old to new.  

Example of how Service can be listed:
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Note Honors and Awards (can list nominations):

(a) University Service (Include service at the departmental, college, Academic Senate, campuswide, and systemwide levels.) 
 

Department: 
2010 – present   Department CAP Committee 
2011    Faculty Recruitment Committee  
 
School of Medicine: 
2010 - 2012   Clinical Resource Management Committee 
2012 - present  Medical Ethics Committee 
 
Campus: 
2014 - present  Education Policy Committee 
2015    Research Grants Committee – Health Sciences 

 



Biography/Bibliography (Bio/Bib) – Contracts & Grants
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SAMPLE 1:
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Contracts and Grants: 
Clinical Trials need to be included for HS Clinical faculty who may have addressed 
clinical trials in other aspects of their file, reviewers expect to see contracts and grant 
information in the bio/bib, the following is an example:

Examples of how External Professional Activities can be listed:  
e) External Professional Activities (Examples include, but are not limited to, technical service to organizations and 
agencies, acting as a reviewer of journal or book manuscripts or contract and grant proposals, or professional committee 
service.)

Editorial Board
2011 – Present      Journal of Biological Chemistry

Journal Reviewer (ad hoc)
2008- Present      Molecular Cell
2010 – Present     Journal of Cell Science 

Invited Seminars
3/2011     Speaker, Salk Institute Cell Cycle Meeting (2005)
10/2013   Speaker, 12th Annual San Diego Cell Biology Meeting (2006)

 
(d)  Contracts and Grants (Provide the following information for current contracts and grants.) 
 

Title Granting agency 
Amount of total 
award (include 
indirect costs) 

Time period of contract/grant 

Role (e.g. PI, co-investigator, 
project leader, etc.) 

List co-PIs/corresponding share of 
total award (total must = 100%) 

Study of NICU 
Discharge 
 
Obesity in Children 
 
 
Exploring the role 
of microRNAs 
 

 Clinical Trial 
 
 
IRB Approved 
Study  
 
NIH R01 

 N/A 
 
 
N/A  
 
 
$1,695,315 

6/2014 – Ongoing 
 
 
3/2015 -  Ongoing  
 
 
7/1/14 – 3/31/2016 
 

Site PI  
(enrolling patients)  
 
Co-Investigator  (compiling 
Data)  
 
PI (100%) 
 
 
 

 

SAMPLE 2:



Contributions to Promoting Diversity need to be listed, the following are some 
examples:
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Information listed here should also be listed on the TQ form (e.g. student/trainees):



Updates to the Biography/Bibliography
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(i) External Reviews of Primary Creative Work 
 
List only significant, independent reviews of the work—e.g., independent reviews or feature articles appearing in journals or online 
venues, major newspapers, books, or catalogs.  Forms of review and venues may vary by department.  (Please do not include 
advertisements, brief mention of candidate’s name or work, event listings, minor blog chatter, or self-promotional or commercial 
items.)   

 
1.    Fox, MJ (2012). Now where to go? Nature 38, 153-6. 
 *This is a mini-review on three well-publicized studies, including mine (Smith et al., Nature 38, 213-

24), with contrasting results on the role of XYZ in regeneration after spinal cord injury. 
 
2. Online scientific/medical news outlets carried the story on our collaboration study with Dr. Yang’s lab 

on corticospinal axon regeneration (J et al., Nat Neurosci, 2010), e.g. at Science Daily: 
 http://www.sciencedaily.com/releases/2012/08/1008082128111.htm 
 
 
 

 



What counts as Research/Scholarly Activity?
*P

ri
m

ar
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Pu
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 C
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e 
W

or
ks • Research  Articles

• Books
• Book Chapters
• Review Articles
• Invited Articles
• Case Reports
• Editorials
• Letters to the Editor
• Commentaries
• Forwards

O
th

er
 W

or
ks

• Abstracts
• Poster Presentations

• Conference Proceedings
• Curriculum Development
• Additional Products of 

Major Research
• Clinical Pathways
• Patents

W
or

ks
 in

 P
ro

gr
es

s • Material needs to be 
submitted with the 
file

• Particularly important 
for appraisals of 
Assistant Professors

*Examples for Health Science clinical series include:  Case Reports, Pathways, institution and study of 
systems designed to improve clinical care.

Needs to be far-reaching, impacts those outside your practice
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Biography/Bibliography (Bio/Bib) – Section A
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Roles for middle-author:
For any works that you are not the first or senior author, please add a narrative 
description at the end of the citation that specifies your role or contribution to the 
paper. The purpose of this is to afford you ample credit for works on which you 
were not first, senior or corresponding author. 



Biography/Bibliography (Bio/Bib) – Section B
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CAP Guidelines for Selecting External Referees

An external referee has a conflict if he or she:
• Is the candidate’s family member;
• Has been a collaborator within the past five (5) years;
• Has a current grant or pending grant application with the candidate;
• Is from the same institution as the candidate;
• Could have his or her impartiality questioned due to circumstances surrounding the 

case.  In these cases, the department should determine whether a reasonable person 
with the relevant facts of the case would question the referee’s impartiality.

**The solicitation letter includes language asking the external referees to comment on 
his or her relationship with the candidate.

2
2



Referees (LR, IR, Adjunct, Research Scientist)
Proposed Series Proposed Rank or 

Action
Referees Level of 

Independence
Criteria Letters needed 

for 
Advancement

LRF, IR, Adjunct, Research Scientist Promotion or Change in 
Series to Associate 

Rank

Letters may not be from 
those who have been 

collaborators, co-authors, 
etc. within the last 5 

years, or current/former 
mentors

Letters from senior
professors (external to 

UCSD) who can comment 
on original research 

independence, impact of 
publications/research, and 

significance of scientific 
accomplishments beyond 
UCSD (with, at minimum a 

regional reputation)

5 letters from 
Associate or Full 

Professors

LRF, IR, Adjunct, Research Scientist Promotion or Change in 
Series to Full Rank

same as above As above, but must discuss 
national reputation

3 letters from Full 
Professors

LRF, IR, Adjunct, Research Scientist Advancement to Step 
VI 

(Optional, no longer 
required)

same as above As above, but must discuss 
national and/or 

international reputation

3 letters from Full 
Professors

LRF, IR, Adjunct, Research Scientist Advancement to Above 
Scale

same as above As above, but must discuss 
international acclaim

3 letters from Full 
Professors
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Referees (Clinical X)
Proposed Series Proposed Rank or 

Action
Referees Level of 

Independence
Criteria Letters needed 

for 
Advancement

Clinical X Promotion or Change in 
Series to Associate

Rank

Letters may not be from 
those who have been 

collaborators, co-authors, 
etc. within the last 5 years 

or current/former 
mentors

Letters from senior
professors who can 

comment on the 
candidate’s regional 

reputation for excellence in 
teaching, clinical abilities, 

and clinical scholarship 

5 letters from 
Associate or Full 

Professors

Clinical X Promotion or Change in 
Series to Full Rank

same as above As above, including 
comments on national 

reputation and leadership
role in candidate’s specialty

3 letters from Full 
Professors

Clinical X Advancement to Step 
VI

(Optional, no longer 
required)

same as above As above, including 
comments on 

national/international
reputation and leadership 

role in candidate’s specialty

3 Letter from Full 
Professors

Clinical X Advancement to Above 
Scale

same as above As above, including 
comments on international 

acclaim

3 letters from Full 
Professors
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Referees (HS Clinical)
Proposed Series Proposed Rank or 

Action
Referees Level of 

Independence
Criteria Letters 

needed for 
Advancement

HS Clinical Professor Promotion or Change in 
Series to Associate

Rank

Letters may not be from 
those who have been 

collaborators, co-authors, 
etc. within the last 5 years 

or current/former 
mentors

Letters from senior
professors (Typically 

internal to UCSD, but NOT 
from candidate’s 

department) who can 
judge CURRENT

independent clinical 
excellence, regional 

reputation, and excellence 
in teaching

5 letters from 
Associate or Full 

Professors

HS Clinical Professor Promotion or Change in 
Series to Full Rank

same as above As above, with
demonstrated superior 

clinical teaching and 
clinical skills

3 letters from 
Full Professors

HS Clinical Professor Advancement to Step 
VI

(Optional, no longer 
required)

same as above As above, with clear 
evidence of superior skills

with continued momentum

3 Letters from 
Full Professors

HS Clinical Professor Advancement to Above 
Scale

same as above As above, with clear 
evidence of superior skills

with continued momentum

3 letters from 
Full Professors

**Referees can also include experienced outside practitioners who can assess the candidate’s clinical care 25



Referees (Project Scientist)
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Proposed Series Proposed Rank or 
Action

Referees Level of 
Independence

Criteria Letters 
needed for 

Advancement
Project Scientist Promotion or Change in 

Series to Associate
Rank

Letters may not be from 
those who have been 

collaborators, co-authors, 
etc. within the last 5 

years, or current/former 
mentors

Letters from senior
professors (typically 

external to UCSD) should 
discuss candidate’s ability 

to make significant 
contributions to a research 

or creative program

5 letters from 
Associate or Full 

Professors

Project Scientist Promotion or Change in 
Series to Full Rank

same as above As above and should 
demonstrate significant 

contributions to a research
or creative program

3 letters from 
Full Professors

Project Scientist Advancement to Step 
VI

(Optional, no longer 
required)

same as above As above 3 letters from 
Full Professors

Project Scientist Advancement to Above 
Scale

same as above As above 3 letters from 
Full Professors



Certifications
Certification A:
Those due for normal merit advancement must submit Certification A with their review 
documents.

All others will be advised of the proposed action before it is voted on by the 
department.

By signing Certification A, the candidate certifies that he or she was informed of the 
pending review and was given the opportunity to ask questions and provide pertinent 
information and evidence, to suggest names of referees (if applicable), and to review 
the material in the file.

Certification B:
Signed and dated after the departmental review of the file and prior to submission of 
the file.  By signing Certification B, the candidate certifies that he or she has had the 
opportunity to review the completed file and the department’s recommendation prior 
to submission of the file for campus review.

Certification C:
Signed by the candidate if material is added to the file after it is 
Forwarded to the Dean’s Office and/or Academic Personnel Office.
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Campus & School of Medicine Review Committees

CAP:  This Committee makes recommendations to the Chancellor and the Executive Vice Chancellor concerning 
appointments, promotions, and related matters; it confers with and advises the Administration, the Senate 
Council, and other agencies on general policy relating to academic personnel. Academic personnel files reviewed 
prior to meeting
Series reviewed: Ladder Rank, In Residence, Clinical X, Adjunct, Professor of Practice, Continuing Lecturers, LPSOE, 
LSOE, and Research Scientists
Meeting Schedule: every Wednesday (Fall – Spring)

SOMCAP: This Committee makes recommendations to the Associate/Assistant Vice Chancellor School of 
Medicine, concerning appointments, promotions, and related matters.
Series reviewed: HS Clinical and Clinical X
Meeting  1st and 3rd Tuesday of every month Fall - Spring

PSSRP: The Project Scientist and Specialist Review Panel (PSSRP) is a standing committee that reviews 
appointment, acceleration, promotion, and non-standard cases for Project Scientists and Specialists. The role of 
PSSRP is to serve in lieu of the Committee on Academic Personnel (CAP) as the final recommending body for these 
actions.
Series reviewed: Project Scientists and Specialists
Meet once a month (generally second Tuesday of the month)

AARP: The Academic Administrator and Academic Coordinator Review Panel is a standing committee that 
reviews appointments, accelerations, promotions and non-standard cases for Academic Administrators and 
Academic Coordinators. The role of AARP is to serve in lieu of the Committee on Academic Personnel (CAP) as the 
final recommending body for these actions.
Series reviewed: Academic Administrator and Academic Coordinators
Meet monthly, second Monday of the month

28
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