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3-Slide  Cliff Notes – The Pack & Process

You
(PDF format**)

Division Head/Chair/
DOM P&T Committee Referees

• OHSU formatted CV
• OHSU formatted EP
• Personal statement
• Time & Effort 

statement 
• Position Description
• 4 Annual Reviews 
• Learner evaluations

• Referee Letter names 

• Div/Dept Letters
• Division Head

&/or
• Institute Director 
• DOM P&T Committee

Letter
• Chair Support Letter

• Joint appointment 
Chair letter (if applic)

Associate Professor
• Need 5
• ≥ 3 external
• Try to get un-conflicted

Professor
• Need 7
• ≥ 5 external
• Must have un-conflicted

Appointments
• Need 3
• Should have un-conflicted

Who Provides What?

**Non-formatted portfolio’s will NOT be advanced



Exception request - PACK
(Moving from non-promotion/non-doctoral series)

Provost Pre-approval 

• CV (OHSU format)

• Educator’s Portfolio (Critical!)

• Personal Statement

– Summarize creative contributions, impact of work, & 
demonstrate a capacity to progress in academic pursuits

• Chairs Nomination letter/exception request memo 

– Details how faculty meets criteria  how faculty 
demonstrate capacity to progress in the Professorial 
Series and their creative contributions



Know the Dept & School’s P&T Timelines
(Pictured: OHSU DOM & SOM Timelines)

OHSU 
DOM

OHSU 
SOM

May 31, 20xx

(CV/EP due)

Dept P&T 
Convenes

(~Nov)

Chair/P&T Chair assess

(June)

Full pack due to Dept (Aug 31)

All doc due @ SOM

(2nd Tues; Jan)

SOM P&T Deliberates

(~Feb-Jun)

Final 
Candidate 

updates due

(~Dec 15)

Announcements

Jun/July

Announcements

Jun/July



Remember

• Promotion is on you (you are the driver!)

– Become THE expert in the SOM Criteria

• Find a mentor/coach to advise & guide you

Courtesy of, & adapted from Sharon Anderson Slide



Resources

• Your Division Heads / Department Chairs

• DOM P&T Chair 

• School of Medicine (Faculty Affairs) webpage
– https://o2.ohsu.edu/school-of-medicine/faculty/faculty-

affairs/promotion-and-tenure.cfm

– Start at the O2 home page



Type:

Promotion & Tenure
(In the search bar)

The Simple Way
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Resources

• Your Division Heads / Department Chairs

• DOM P&T Chair 

• School of Medicine (Faculty Affairs) webpage

• Department of Medicine Web Page

– https://www.ohsu.edu/school-of-
medicine/medicine/faculty-development

– (In revision; still useful)



http://www.ohsu.edu/xd/education/schools/school-of-medicine/departments/clinical-

departments/medicine/

Department of Medicine Home Page
(In revision – but coming soon)



Resources

• Your Division Heads / Department Chairs

• DOM P&T Chair (Alan Hunter)

• School of Medicine (Faculty Affairs) webpage

• Department of Medicine Web Page

• Department of Medicine Faculty Development 
Series (A. Cedfeldt)



Case

• A 30-something junior 
faculty member asks 
your advice on 
preparing for promotion 
& tenure 

– What are the steps?

– Who’s the guide?

– How will they be able to 
achieve promotion?

Your 
Face 
Here

Your 
Face 
Here



AJH Objectives
(When you leave today, you should be able to…)

Direct yourself to available resources to understand the 
current OHSU SOM Promotion Guidelines & Series & 
thus necessary steps and metrics for promotion

• DONE 

Be able to;

• Update and adapt your CV & Educator’s Portfolio to 
best display your academic contributions

• Begin to formulate your draft personal statement

• Incorporate pearls & pitfalls re: packet preparation



Outline 

• Key Resources

• The PACK (highlights)
– OHSU CV

– OHSU Educator’s Portfolio

– Personal Statement

– Letters (a word)

• Pearls & Pitfalls
End 

Questions



OHSU SCHOOL OF MEDICINE
PROCEDURES & GENERAL GUIDELINES FOR P & T

https://o2.ohsu.edu/school-of-medicine/faculty/faculty-affairs/upload/SoM-Procedures-and-General-

Guidelines-for-Promotion-and-Tenure-2019-08-25.pdf



Your Job!

Make sure you know the rules 
BETTER than your supervisor!



Standard 
(Faculty w/ Terminal Degrees)

Non-Doctoral 
(E.g. Many: APP, SLP, PT, etc)

Assistant Prof & 
Res Asst Prof

Appointed
(Department Level)

Promoted (1 point)

(Dept then SOM Level)

Assoc Prof
& Res Assoc Prof

4 Points
(Dept then SOM Level)

Professor
& Res Prof

6 Points (1 Outstanding)

(Dept then SOM Level)

The Series

Tenure Eligible YES NO



Non-Doctoral Faculty

Qualifications for 

Assistant Professor:

Satisfactory 

Scholarship or Teaching

AND

Provost Approval

(Exception Request)



OHSU SOM P&T Criteria

Categories of Evaluation

• Scholarship

• Teaching

• Service

Evaluation of Performance

• Satisfactory = 1 point

• Substantial    = 2 points

• Outstanding = 3 points

*

* Promotion to professor requires at LEAST one “Outstanding”



The Point System & Time
*

* Promotion to professor requires at LEAST one “Outstanding”

Associate Professor Professor

1 SUBSTANTIAL & 2 SATIFACTORIES     = 4

Or

Two SUBSTANTIALS                  = 4

Or 

1 SATISFACTORY & 1 OUTSTANDING   = 4

One OUTSTANDING 

AND 

2nd OUTSTANDING                   = 6

Or 

1 SATISFACTORY & 1 SUBSTANTIAL    = 6



Slide  Courtesy of Fran Biagioli; Chair SOM P&T (“P&T Overview”)
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Slide  Courtesy of Fran Biagioli; Chair SOM P&T (“P&T Overview”)



Reference Guidelines for Promotion & Tenure 

Appendix B

https://o2.ohsu.edu/school-of-medicine/faculty/faculty-affairs/upload/Appendix-B-2019-

08-25.pdf

Local
Active

Regional
Lead

National
Lead Big

Local
Active

Regional
Lead

National
Lead Big



Impact of Time
(In-Rank)

Accomplishments*
Time
(yrs)

X = Apply

Slide C/0 (& adapted): J Cohen, MD (SOM P&T Chair, 2005) & F Biagioli (SOM P&T Chair; 2018)
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Lead
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Impact of Time
(In-Rank)

Accomplishments*
Time
(yrs)

X = Apply

Slide C/0 (& adapted): J Cohen, MD (SOM P&T Chair, 2005) & F Biagioli (SOM P&T Chair; 2018)



Quick Word: Manuscript Count



Domain

c 2012 

(Shangraw)

2019 

(Biagioli)

Unsatisfactory
4

(0-13)

Satisfactory
10-12
(1-49)

15
(3-37)

Substantial
27

(4-120)

34
(14-145)

Outstanding
~ 48

(9-100)

45
(29-103)

SOM P&T Manuscript Analyses

(Medians, ranges.  Appointments excluded)

Word of Caution: 
“IT’S ABOUT IMPACT & REPUTATION NOT 

THE NUMBER’S”





Outline 

• Key Resources

• The PACK
– Faculty CV’s & Educator’s Portfolio

– Personal Statement

– Letters

• Pearls & Pitfalls



Out of Sequence: Time & Effort & PD



The Promotion Dossier (The Pack)

• Outlines your rationale for promotion and 
provides supporting evidence

– It is your responsibility to make it a cohesive 
and logical argument, and tell your story

– The better you educate your referees (not 
directly!) and the committee, the lower the 
chances of misunderstanding

(Slide courtesy of Sharon Anderson)



Outline 

• SOM P&T Guidelines

• The PACK

–Faculty CV’s & Educator’s Portfolio
– Personal Statement

– Letters

• Timeline

• Pearls & Pitfalls



Curriculum Vitae 
• Comprehensive statement of your educational 

background, scholarship, teaching, research 
contributions. It is the standard representation of 
credentials within academia

http://www.grad.illinois.edu/sites/default/files/pdfs/cvsamples.pdf

Educator’s Portfolio
• Written document that highlights the strengths of 

your teaching contributions.  

• COMPLEMENTARY to the CV & displays scope, 
quantity, and quality of teaching efforts

https://www.aamc.org/members/gfa/faculty_vitae/148574/educator_portfolio.html
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credentials within academia

http://www.grad.illinois.edu/sites/default/files/pdfs/cvsamples.pdf

Educator’s Portfolio
• Written document that highlights the strengths of 

your teaching contributions.  

• COMPLEMENTARY to the CV & displays scope, 
quantity, and quality of teaching efforts
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THUS…
• CV (EP) must be 

neat & organized & 
telegraph what’s 
important to a busy 
REVIEWER

• CV (EP) MUST be 
neat & organized & 
telegraph what’s 
important to a BUSY
REVIEWER



CV Tips



The CV

• No ONE right CV format
– As long as it’s the OHSU format  (template)



The CV

• No ONE right CV format

– As long as it’s the OHSU format  (template)

• MANY wrong ones (We see them ALL the time!)

– Cramped, Sloppy (Margin justification, different fonts, font 

sizes, errors, inconsistent chronology, inadequate 
explanations, variable spacing, etc.)

– Incomplete/omissions (service, mentorship, TEACHING!)

Making reviewers WORK to assimilate contributions & 
impact (you don’t want a grumpy reviewer)



Make Content Stand Out

• Bold, underline, italicize, inset… as needed

• Not writing a 1 page resume! (give enough space)

• Number (chronologic or reverse) papers, grants, 
talks, abstracts, etc. (the eye is DRAWN to the top)



Application Components:  The CV

• Curriculum vitae

– If you have a joint appointment, be sure it 
is listed on your CV

– Ask a senior colleague to review your CV 
for format and content

(Slide courtesy of DAH DEAN, Sharon Anderson, M.D.)



Application Components:  The CV

• Separate the publications (original reports vs. 
reviews/chapters vs. abstracts)

• NUMBER the 
– Publications

– Invited Presentations

– Abstracts, etc…

• Assure citations are complete (all authors), accurate
& up to date (“In press” with journal name is OK)

• Do not include papers which are “submitted” or “in 
preparation”

(Slide courtesy of & adapted from DA DEAN, Sharon Anderson, M.D.)



Investigators!
(Reprieve)

• NIH and other funding agencies are emphasizing 
multidisciplinary, collaborative research (the NIH 
Roadmap) – team science

• Thus  change documentation style in traditional C.V. 
– Highlight individual RO1s, first- or senior-author 

publications – as usual
– If your work is more in line with multi-disciplinary or 

collaborative research, make this & your specific 
contributions VERY CLEAR on your CV & personal 
statement

(Slide courtesy of & adapted from DA DEAN, Sharon Anderson, M.D.)



The Educator’s Portfolio
(Tips)



The EP

• Complementary to the CV

– AKA the CV must be able to stand alone

• Organized means of presenting the breadth, 
volume and effectiveness of your teaching 
contributions

• I LOVE the aim & content of the OHSU EP

– Yet I changed the aesthetics ()



SCROLL THROUGH 
ANNOTATED TEMPLATE



• I recommend SAVING 
your evaluations 
(submit with PACK)

• Provide the synopsis 
(left) to save space

• Track things in REAL 
time



Educator’s Portfolio



Mentorship Focus & (P&T) Weight

Infrastructure to Improve Mentorship

Professional Advancement/Placement

Focused on Scholarly Projects

Letter Writing



Educator’s Portfolio



To Close
• CV (EP) Must be 

neat & organized & 
telegraph what’s 
important to a busy 
REVIEWER

• CV (EP) MUST be 
neat & organized & 
telegraph what’s 
important to a BUSY
REVIEWER



Outline 

• SOM P&T Guidelines

• The PACK
– Faculty CV’s & Educator’s Portfolio

–Personal Statement
– Letters

• Timeline

• Pearls & Pitfalls



• Much of the P&T Portfolios provide facts 

– CV, Educ Portfolio, Ann Rev, Time & Effort & Pos
Des

• Letters & personal statements provide depth/context

Letters

– Internal referees – Know you! Can describe your evidence-
of-impact

– External referees – ditto; unconflicted have more sway 

– Department P&T Committee Letter

– Department Chair Letter (& Joint Dept Chair Note, if appl)

– Division Head Letter

The Portfolio – Lite
(~ Similar at Other Institutions) 



• Much of the P&T Portfolios provide facts

• Personal statements & Letters provide depth 
& context

The Portfolio – Lite
(~ Similar at Other Institutions) 



Personal Statements

• Aim:

Synthesize and highlight the evidence of 
impact of one’s academic contributions 
supporting promotion



• NOT a finding-yourself (why-I-became-a-doctor) 
essay

• Opportunity to state why you deserve promotion

• DON’T simply repeat your CV, but how your work & 
contributions have demonstrated impact 

– Provide evidence for why you meet a certain assessment 
(e.g. ‘outstanding’ or ‘substantial’)

• Strive for 3-4 pages (5 ~ OK for Professor)

Personal Statements



The 6 Block Personal Statement 
(my Advice & new SOM P&T Rec’s†)

• Paragraph I  humble intro; state your self-assessment; 
& request for consideration

• Paragraph II mini-bio & statement of time in rank

– optional, & I mostly counsel against now (in CV & … space)

• Paragraph III-V  1 for @ Domain (Schol/Svc/Teach)

– 3-6 sentence ‘defense’ of why your merit consideration.  Intro 
a set of bullets, highlighting your ‘level’ of accomplishments 
(using P&T language), demonstrating how are impactful

† 

https://bridge.ohsu.edu/health/dom/SharedDocuments/SOM%20PT%20Guide%20To%2

0Writing%20Personal%20Statements.pdf



Substantial and Outstanding 
require evidence of; 

leadership, innovation, and/or impact

NOT just doing your job well!

Slide Courtesy of DA DEAN; Sharon Anderson, MD

The 6 5 Block Personal Statement 
(my Advice & new SOM P&T Rec’s)



The 6 Block Personal Statement 
(my Advice & new SOM P&T Rec’s)

• Paragraph VI (Summary): 

– 2-3 sentences, re-iterating of your self-assessments per 
domain & humble request for consideration



Pearls & Pitfalls
Personal Statements

• Use (& be consistent) the P&T criteria to define your 
achievements honestly

Don’t over sell your work

I don’t know how to put this, but
I’m kind of a big deal

Don’t undersell your work

FEELING A LITTLE

SHEEPISH HERE VS

Modesty Arrogance



Pearls & Pitfalls
Personal Statements

• Not just be a re-iteration of the CV - Give highlights

– What is important about your CV entries

– How is it impactful/influential (locally, regionally, nationally) ?

– Explain the nuances of what you contributed to a project 
rather than just listing all the committees you performed



Pearls & Pitfalls
Personal Statements

• Not just be a re-iteration of the CV - Give highlights

• Avoid rambling and/or (CV) regurgitation

• Avoid bitterness, ego, or statements regarding the 
politics of the institution/department 



Pearls & Pitfalls
Personal Statements

• Not just be a re-iteration of the CV - Give highlights

• Avoid rambling and/or (CV) regurgitation

• Avoid bitterness or statements regarding the politics 
of the institution/department 

• Do not assume that the reader understands YOUR 
specialty (abbreviations, highly technical terms, etc)

– Either define them, or leave them out 



Outline 

• SOM P&T Guidelines

• The PACK
– Faculty CV’s & Educator’s Portfolio

– Personal Statement

–Letters
• Timeline

• Pearls & Pitfalls



• Personal statements & Letters provide depth & 
context

Letters

– Department P&T Committee Letter

– Department Chair Letter (& Joint Dept Chair Note, if appl)

– Division Head Letter

– Internal referees – Know you! (or will be assumed to) - Can 
describe your evidence-of-impact

– External referees – Do or Don’t know you; unconflicted
have more sway 

The Portfolio – Lite
(~ Similar at Other Institutions) 



How to Identify/Contact Referees

• Someone who knows your work

– Literally (they know you)

– Generally (they do what you do)

• Someone with a broader view who can place the 
impact of your work in regional and national context

– If there are 4 people in your field…

– Find referees from your broader field (re: unconflicted)

• Does location matter? (i.e. “Don’t chose Harvard”)

– I don’t think any institution is out to get us

– But, they may have different criteria (thus could impact)



How to Identify/Contact Referees

• Don’t ()

• Submit names in your final pack submission

• Dept P&T Committee will solicit letters

• Referees receive;

– CV

– Educator’s Portfolio

– Personal Statement



Referee Letters
Assoc Professor Professor

Referee Letters (total) 5 7

External Referees (n) ≥ 3 ≥ 5

Unbiased/conflicted Should Must (≥ 2)

Internal Referees (n) variable Variable

Source

Ranks ≥ Assoc. Professor ≥ Professor*

Practice Academic† Academic†

Request Number 4 Internal

6 External

4 Internal

10 External

* Assoc. OK, of hold Significant title/role (e.g. Chair, Dean, National Chair)

† Endorsements of great care or AWESOMENESS from non-academics are more 
‘evidence of effectiveness’ than referee letters (RARELY useful)



Outline 

• SOM P&T Guidelines

• The PACK
– Faculty CV’s & Educator’s Portfolio

– Personal Statement

– Letters

• Timeline

• Pearls & Pitfalls



What are easy ways to keep track of 
mentorship/ teaching effectiveness info other 
than having stacks of evaluations from a 
session/workshop? 

Other failed ‘tracking’ methods?

Division of Hospital Medicine Grand Rounds Committee Objectives (Qns)
DHM Grand Rounds, June 9, 2016



• Saving EVERYTHING

• NO SYSTEM

• Saving 

• Absolutely nothing!



What are easy ways to keep track of 
mentorship/ teaching effectiveness info other 
than having stacks of evaluations from a 
session/workshop? 

– I have an active CV & working CV

– I put EVERYTHING on my working CV in ‘RED” (in 
real time), then update & re-file it or format it for 
each annual review 

• to Educ Portfolio? 

• Expand for CV? 

• Both/neither?

Division of Hospital Medicine Grand Rounds Committee Objectives (Qns)



Pearls & Pitfalls

• Pack incomplete

– Letters, Educ portfolio, Annual Reviews, etc.

• Inadequate ‘time’ in Time & Effort Certification

– (Variable interpretation) Some rec. minimum of 
10%/domain in order to achieve “Satisfactory”

• CV

– incomplete, no education documented (AJH: poor format)

– Doesn’t represent contributions well/completely

– Manuscript, grants (etc) entries incomplete or wrong

• Educator’s Portfolio

– Missing or poorly constructed (not highlighting work)



Pearls & Pitfalls

• Letters

– Missing, absence of unconflicted letters (Req: Prof!)

– Non-academic sources (have less weight)

• Premature Application/proposed promotion

– If your ‘contributions’ are truly extraordinary (‘shoe-in’) it is 
reasonable to consider an early application (but expect 
increased scrutiny in other domains for adequate time)

– It’s a pain to be denied (Can re-apply the next year, but… 
unless dramatic change in portfolio… probably better to wait)

• Not adhering to P&T Timelines

• The Personal Statement…



Questions? 



In summary; I hope you now

• Understand the current (& potential future) 
Promotion Series, including;

– Additive importance of TIME and CONTRIBUTIONS 

– The P&T Annual Cycle (Timelines)

May, 31 Aug 15 Dec 31



• Understand the current (& potential future) 
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– Additive importance of TIME and CONTRIBUTIONS 

– The P&T Annual Cycle (Timelines)

• Know the necessary steps and metrics for promotion

As you leave…(summary) I hope you now



• Understand the current (& potential future) 
Promotion Series, including;

– Additive importance of TIME and CONTRIBUTIONS 

– The P&T Annual Cycle (Timelines)

• Know the necessary steps and metrics for promotion

• Be able to update and adapt your CV & Educator’s 
Portfolio to best display your academic contributions

As you leave…(summary) I hope you now



• Understand the current (& potential future) 
Promotion Series, including;

– Additive importance of TIME and CONTRIBUTIONS 

– The P&T Annual Cycle (Timelines)

• Know the necessary steps and metrics for promotion

• Be able to update and adapt your CV & Educator’s 
Portfolio to best display your academic contributions

• Incorporate pearls & pitfalls in preparing a promotion 
packet

As you leave…(summary) I hope you now



Good luck!


