ADDENDUM TO SCHOOL OF MEDICINE PROMOTION GUIDELINES (7/2011)

GUIDELINES AND PROCEDURES FOR APPOINTMENT, CONTINUATION AND PROMOTION OF COURTESY (I.E., NON-SALARIED CLINICAL AND ADJUNCT) FACULTY IN THE SCHOOL OF MEDICINE

The following policies and procedure supplement those outlined in the Guidelines for Promotion and Tenure adopted in 2008.

Definition of Courtesy Faculty

The following policies and procedure are for non-salaried clinical and adjunct faculty only.  Those faculty members who hold a faculty appointment in another department in the School of Medicine cannot be appointed as clinical or adjunct faculty, and should be appointed as joint faculty. Faculty members from all other schools within the Health Sciences Center and the University should be appointed as adjunct or adjunct clinical faculty.  
Change of Status from Courtesy to Salaried Faculty

Any courtesy faculty member (i.e., clinical or adjunct non-salaried) who is later recruited and offered a full-time (i.e., salaried) faculty position must be appointed at the rank determined by using the guidelines for full-time (i.e., salaried faculty) appropriate for that track without regard for the courtesy rank.  As an example, a clinical professor of medicine (i.e., courtesy appointment) appointed as full-time or part-time (i.e., salaried) faculty in the clinician track must meet all the requirements for full professor in that track.  If he or she meets only the requirements for an assistant professor then he or she must be appointed as an assistant professor.
Guidelines for appointment of courtesy faculty
Voluntary faculty participate in the SoM academic activities without compensation as “adjunct" or “adjunct clinical” faculty. Basic science faculty should be given “adjunct” appointments. A non-salaried, volunteer faculty member who holds the PhD, MD, DO or other appropriate professional degree and does not practice clinically should be given the title of “adjunct” (and not “adjunct clinical” for MD or DO). MD and DO faculty and other clinical faculty with appropriate professional degrees who practice clinically should be appointed as “adjunct clinical” and must hold a valid unrestricted WV medical or other license and board certification or the appropriate credentials as defined for paid faculty. Volunteer faculty activities include teaching students or residents, collaborating with SoM personnel in research, teaching and service, and other contributions. The criteria for appointment (and rank) of volunteer faculty will be those of the most appropriate track to determine appointment, continuation and promotion of these individuals. The initial rank should be carefully considered at the time of appointment. Evaluations of adjunct and adjunct clinical faculty should be conducted annually at the departmental level. General University rules for promotion apply. Appointments are for one year at a time. Promotions are discretionary, and such decisions are made by the Dean, using a new appointment letter designating the higher rank. 

Procedures for appointment of courtesy faculty

1. The department chair completes the Chair Clinical/Adjunct Faculty Appointment Form 

2. The applicant completes both sides of the Applicant Clinical/Adjunct Faculty Appointment Form

3. Complete the Employee Information Form in hard copy

4. The WVU New Hire Form must be completed online on the MAP site and  printed 

5. Send a copy of the printed version of the MAP New Hire Form, the hard copy of the Employee Information Form, the Chair Clinical/Adjunct Faculty Appointment Form, the Appointee Clinical/Adjunct Faculty Appointment Form, CV, copy of the Social Security Card, unrestricted medical license and proof of liability insurance, if applicable to finance at P.O. Box 9108.

6. Finance will review for completeness and submit the request to the dean’s office for circulation. 
7. The dean’s office circulates these requests the beginning of each month. Once approved a certificate, letter and notice of appointment is sent to the appointee.  
Guidelines for continuation of courtesy faculty
The general requirement for continuation is contributions to the school of medicine.  Such contributions may be in the educational, research and/or service missions of the School of Medicine.   Examples of contributions include but are not limited to annual lecturing to SoM students, providing shadowing experiences to premedical students on a regular basis, frequent collaborations with WVU researchers including clinical trials, membership on a SoM committee such as the Admissions Committee and regularly precepting 3rd and 4th year medical students.  However, courtesy faculty who offer to precept students or collaborate in other ways, but do not have students on a regular basis will not be penalized if this is not under their control.  
 Courtesy faculty members who do not return the required documents within a reasonable period (90 days) of time shall be terminated.
Procedures for Continuation of Courtesy Faculty
1. Finance will mail each regional dean and/or chair the notices of appointment for their clinical faculty.
2. In September each department or the regional dean/department chair will
send each clinical and/or adjunct faculty the notice of reappointment and a letter asking whether he/she desires reappointment along with the reappointment form. A copy of the reappointment form should be made prior to mailing the original to the clinical faculty member in the event that a duplicate may be needed. 
3. If the forms have not been received within 30 days, a reminder letter and second forms should be sent.

4. The faculty member must return the notice of appointment, the reappointment form, and updated curriculum vitae within 60 days.  If not, the faculty member shall be terminated.  Departments must send the returned notices of appointment to Finance.
5. Each departmental P&T committee and chair should review the information received  from these faculty members and decide whether their contributions merit re-appointment.  When appropriate, the departmental committee and chair can request that the regional dean’s office review the file instead.  The general guidelines for the School of Medicine outlined above apply as well as departmental interpretation of the general requirements.
6. The department chair is responsible for providing a list of those faculty members who are to be reappointed as well as those to be terminated to the dean’s office by March 15th.

7. The dean’s office will determine that the faculty meets general requirements for a continuation appointment and supply these lists to Finance for preparation of notices of appointment.
Guidelines for promotion of courtesy faculty
The general requirement for promotion of a courtesy faculty (i.e., non-salaried clinical or adjunct faculty) is similar to that of regular faculty, in that sustained significant contributions to the School of Medicine are necessary.  Such contributions may be in the educational or research missions of the School of Medicine.   Examples of significant contributions include but are not limited to annual lecturing to SoM students with demonstrated quality and effectiveness, providing shadowing experiences to premedical students frequently, frequent collaborations with WVU researchers including clinical trials, and regularly  precepting 3rd and 4th year medical students with excellent quality and effectiveness.  
Courtesy faculty members may apply for promotion after an interval of no less than five continuous years since appointment or last promotion.   Those members who desire a promotion shall need at least five years of reappointment forms and updated CVs (even if there are no changes to the CV).
Procedures for promotion of courtesy faculty
1. A courtesy faculty member should apply for promotion during the regular cycle.  An updated CV, reappointment form, and list of meritorious accomplishments and significant contributions to the school of medicine for the last 5 years should be submitted no later than November 1.
2. The appropriate departmental committee and chair, or the regional dean’s office, whichever is more appropriate will review the courtesy faculty member’s file and determine whether they recommend promotion or not by January 9th.
3. The school-wide committee will be furnished with the courtesy faculty member’s promotion file as well as the internal departmental guidelines for review.  The committee will then decide on whether or not to recommend promotion by February 15.
4. The dean’s office will likewise determine a recommendation by March 15th. 
5. If the faculty member is not recommended for promotion, then he or she will have to sit out at least one promotion cycle before reapplying.

6. If the faculty member is recommended for promotion, the new notice of appointment will reflect that promotion.

PAGE  
2

