UC Davis, School of Medicine

CHECKLIST FOR APPOINTMENT
For Academic Senate series, Adjunct Professor and Health Sciences Clinical Professor series. 

Department responsibility in assembling dossier:  The department will submit the original and two copies of the documentation, collated, to the dean's office in the order below.  Forms are available at http://www.ucdmc.ucdavis.edu/academicpersonnel/new_hire_2013.06.html
___  Appointment To Form.

___  Department recommendation, a well-documented letter containing:

a.   Concise evaluation of candidate's achievements in teaching, research, and service,

      as applicable.

b.   Statement delineating the academic responsibilities of the position.

c.   Report of consultation and vote of eligible faculty members in the department.

___  Extramural letters (5-8 letters are normally adequate), stamped "Confidential."

___  Example of the solicitation letter with a list of all referees, including academic title and expertise of each referee.  This list should identify those nominated by candidate and those nominated by department.

___  List of student evaluations submitted, if any.

___  Signed Biography Form.

___  List of contributions of jointly authored works (numbering corresponds with numbering on publications list).

___  Complete list of publications.

___  Indicate by an asterisk (*) those publications for which reprints are attached.

___  In press items must have letters or emails indicating that items have been accepted for publication, unless the items are galley proofs.  Place acceptance letters or emails behind the in press list in dossier.  The term "in press" designates works that have been accepted for publication without revision.  Book contracts are not considered an "in press" item.

___  List of grants, honors, and awards, if any.

-------------------------------------------------------------------------------------------------------------------------------

SUPPORTING DOCUMENTATION (will be returned to department after the review and decision is finalized).

___  One copy of publications, reprints, and manuscripts that are available.  Identify each enclosed publication with the corresponding number on the list.

___  One copy of teaching evaluations for candidates with prior teaching experience, if available.

-------------------------------------------------------------------------------------------------------------------------------

Department must include with appointment dossier

___
Salary Proposal 

___
Resource Plan (when applicable)

___
Compensation Plan Statement (signed)

___
Copy of Preliminary Offer Letter

-------------------------------------------------------------------------------------------------------------------------------

Dean's office will provide:

___  Dean's recommendation letter (not required for redelegated appointment; however, dean's office should provide dean's approval letter).

___   Completed Recruitment File 

___   Completed Search Waiver Documentation 

-------------------------------------------------------------------------------------------------------------------------------

Departments must ensure that 

___  
Background check form sent to Academic Personnel and approved prior to completing the appointment.

___  
An appointment is made for the candidate with Employee Health, and that Employee Health indicates that the employee has passed the physical exam prior to beginning employment.

 

