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FACULTY ORGANIZATION

This section describes the governance, legislative functions, advisory duties and staff function of the
faculty. The faculty shall be organized into the Executive Council and the Faculty Assembly.

A. EXECUTIVE COUNCIL (Approved 8/21/00)

1. Purpose
The Executive Council of the School of Pharmacy shall advise the administration of the
School in all matters relating to the administration, budget, and implementation of policy within
the School of Pharmacy.

2. Membership
The Executive Council shall consist of Department Chairs, Associate Deans, Chairpersons of
Standing Committees, the President of the Faculty Assembly and the Dean who will act as
Chairperson.

3. Functions
The Executive Council shall undertake the following functions:
a. long range planning for the School of Pharmacy,
b. formulation of budget recommendations,

c. coordinating the implementation of school policy, and

d. any other functions which the Dean of the School of Pharmacy assigns or the Council
deems appropriate.

4. Meetings
The Executive Council shall meet at least once a month during the academic year.

a. Members will be provided an agenda by the Chair at least one day advance of the
meeting.

b. A summary of discussions and decisions will be prepared and be distributed to members
of the Faculty Assembly within one week after each meeting.

B. FACULTY ASSEMBLY
1. Purpose
The Faculty Assembly shall establish and supervise policy relating to the governance of the

faculty and students of the University of Maryland School of Pharmacy within the limits
established by the University System of Maryland.



Membership

A voting member of the Faculty Assembly of the School of Pharmacy is defined as a
person who holds School of Pharmacy appointment as Assistant Professor, Associate
Professor, Professor, Pharmacy School Assistant Professor, Pharmacy School Associate
Professor, Research Associate Professor, or Research Professor, spends a minimum of
half time in residence at the School of Pharmacy or its related facilities, and is not a voting
member of the faculty of another school.

Those faculty who do not meet the criteria for voting rights in (a) above are eligible to
become voting members of the Faculty Assembly if the Department Chairperson and
Dean agree that the individual participates significantly in scholarly activity, teaching,
and/or service. Voting status for these faculty is reviewed annually.

A list of voting members will be compiled by the Dean before the beginning of the Fall
semester annually and submitted to the Faculty Affairs Committee for review. Only voting
members are eligible to become officers of the Faculty Assembly.

The Student Government Association shall appoint a voting member to the Faculty
Assembly.

All other categories of academic appointments shall be non-voting members of the Faculty
Assembly.

Exceptions to the above rules may be made by the Faculty Assembly.

Meeting Procedures

The operating procedures for meetings of the Faculty Assembly shall be:

a.

All meetings of the Faculty Assembly shall be governed by Robert's Rules of Order unless
otherwise specified.

A quorum shall be a simple majority of the voting members of the Faculty Assembly.
Voting Procedures:

(i) Passage of motions requires a majority vote of a constituted quorum of the Faculty
Assembly.

(i) Amendments to these bylaws shall require a simple majority of the voting members of
the Faculty Assembly.

Minutes shall be distributed within one week of the Faculty Assembly meeting to all
members of the faculty.

The Faculty Assembly shall meet no less than once a semester. Meetings may be called
by the President or by petition of 15% of the Faculty Assembly members. The agenda
shall be established by the President and shall be distributed at least 2 days prior to the
meeting. Additional items may be added to the agenda by petition of 15% of the members
of the Faculty Assembly.



Organization

The organization of the Faculty Assembly shall consist of a President, Vice President, and
Standing Committees.

a. President — The president and chief officer of the Faculty Assembly shall be elected by
the Faculty Assembly and be responsible for calling meetings, setting the agenda, and
presiding over the Faculty Assembly when in session. The election of the President of the
Faculty Assembly shall be conducted by the Faculty Affairs Committee in the Spring prior
to the expiration of the term of office. The term of office for the President of the Faculty
Assembly shall be two (2) years.

b. Vice-President - The Vice-President of the Faculty Assembly shall be responsible for
taking and distributing minutes of Faculty Assembly, and maintaining an archive of
minutes of Faculty Assembly and standing committee meetings. The Vice-President shall
serve as parliamentarian to the Faculty Assembly. When the President is absent or
unable to attend a meeting of the Faculty Assembly, the Vice-President shall assume the
duties of the President and shall appoint a member of the Assembly in attendance to serve
as parliamentarian pro tem. The election of the Vice-President of the Faculty Assembly
shall be conducted by the Faculty Affairs Committee in the Spring prior to the expiration of
the term of office. The Vice-President’s term of office shall be (two) 2 years, concurrent
with the term of the President.

c. Standing Committees - Standing committees of the Faculty Assembly shall report their
deliberations to the Faculty Assembly. Only faculty who are members of the Faculty
Assembly are eligible to be voting standing committee members. Other nonvoting
members may be appointed. No Faculty Assembly member may be a member of more
than one standing committee without approval of the Faculty Assembly or Department
Chair. All decisions of the standing committees shall be decided by a majority vote. A
quorum in all cases shall consist of a majority of the committee membership. Dean and/or
Executive Council will draft charges on an annual basis.

(i) Curriculum Committee
The Curriculum Committee shall consist of a Chairperson with a 2-year term and at
least 5 faculty members who will serve 2-year staggered terms. No member of this
committee may serve more than 2 terms in succession. A student member of this
committee selected by the Student Government Association shall also be a full
voting member of the Curriculum Committee. The Chairperson and faculty
committee members shall be appointed by the Dean. The duties of the Committee
shall include: formulation of curriculum policy, review professional curricula; approval
of changes in the aforementioned curricula and review and approval of new
educational programs.

(if) Faculty Affairs Committee (Revised 5-03)
The Faculty Affairs Committee shall consist of nine members (a Chairperson-
member and 8 other members). Six members shall be elected from and by the
tenured members of the Faculty Assembly, 1 member elected from and by non-
tenured, tenured track members of the Faculty Assembly and 2 members elected
from and by non-tenure track members of the Faculty Assembly. Members shall
serve staggered 2-year terms, and shall not serve more than 2 terms in succession.
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At least two members shall serve from each department. Members shall elect the
Chairperson of their committee. The duties of the committee shall be to:

a) review and make recommendations to the Dean regarding appointment,
promotion and tenure of faculty members,

b) supervise appointment, promotions and tenure procedures,

c) develop policies concerning faculty development,

d) originate and/or review proposed policies relating to the welfare of the faculty,

e) supervise and implement faculty grievance procedures,

f) serve as a nominating committee for all Faculty Assembly elections. The Faculty
Affairs Committee shall be responsible for nominating at least 2 candidates for

each available position, and

g) establish and carry out all election procedures.

(i) Student Affairs Committee

The Student Affairs Committee will consist of a Chairperson and at least 2 members
appointed by the Dean, the class advisors for each of the 4 years of the Doctor of
Pharmacy program and the class advisor of the nontraditional pathway. The
members appointed by the Dean will serve staggered 2-year terms and the class
advisors shall serve for the duration of their advising appointments. Two students
selected by the Student Government Association shall be a full voting member of the
Student Affairs Committee. The Director of Student Services and the Associate
Dean for Student Affairs shall be ex-officio members. The committee will therefore
consist of no less than 9 full and 2 ex-officio members. The duties of this committee
shall be the formulation and administration of School policies on admissions and
student promotions, supervision of retention activities, review of student grievances,
student affairs, and recruiting. See Appendix B for UMB resources related to student
academic policies and grievances.

(iv) Graduate Studies and Research Committee

(V)

The Graduate Studies and Research Committee shall consist of a Chairperson with
a 2-year staggered term, at least 5 other faculty members with staggered 2-year
terms and 1 graduate student. No member of this committee may serve more than
two terms in succession. All members and the Chairperson shall be appointed by
the Dean. Duties of the committee shall include: formulation of policies concerning
graduate education and research, and visiting lecturers, review of graduate
education curricula, approval of changes in aforementioned curricula, review and
approval of new graduate programs, and review and approval of internal grants.

Election Procedures for Officers of the Faculty Assembly

a) Nomination procedures and voting tabulation for Faculty Assembly Officers shall
be supervised by the Faculty Affairs Committee. The election of the President
of the Faculty Assembly will be separate from and take place prior to the
election of the Vice President of the Faculty Assembly. Voting shall be by mail
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ballot of the Faculty Assembly members with election decided by a majority. If
there is not a majority for a position, a runoff election between the 2 candidates
with the highest number of votes will be required.

b) Nominees may be added to the ballot for any position by petition of 15% of the
Faculty Assembly membership.

c) All regular Faculty Affairs elections shall take place during the months of April
and May.

d) Inthe event of resignation by an officer, representative or committee member,
arrangements shall be made by the Faculty Affairs Committee to replace the
resignee within one month of the resignation.

(vi) Senators for the UMB Faculty Senate
The School of Pharmacy will be represented by at least four Senators, as prescribed
by the By-laws of the UMB Faculty Senate (See UMB Faculty Handbook).
Administrative officials other than Chairpersons, including the Dean, Assistant Deans
and Associate Deans, are not eligible to be Senators, nor to vote. All other full-time
faculty members may be Senators. However, only one (1) Chairperson from each
School may represent that School during an academic year. Senators shall be
elected for a term of three (3) years except when elected to fill a vacancy. A person
elected to fill a vacancy shall serve for the remainder of the term.

(vii)Procedure for Election of Faculty Senators
Elections of Faculty Senators shall be held in April of each year and the results
reported to the Secretary and President of the Senate by the end of April. The
Faculty Affairs Committee will conduct the election. After having been informed by
the Executive Committee of the Faculty Senate of the number of Senators
representing the School for the coming year (September 1 to August 31), the Faculty
Affairs Committee will request that eligible faculty inform the Committee of their
interest in running for Senator. The Faculty Affairs Committee will then nominate two
faculty for each vacancy. These nominations will be distributed to the faculty.
Nominees may be added to the ballot by petition of 15% of the Faculty Assembly
membership. The signed petitions must be received within one week of distribution
of the nominations. The election will then be held by mail ballot immediately after the
deadline date for receipt of petitions. In addition, there must be representation from
both tenured and non-tenured faculty.

Senators will be elected to serve a term of three years except when elected to fill a
vacancy. When a vacancy occurs due to any reason, a special election will be
conducted by the Faculty Affairs Committee within one month of notification of the
vacancy. The same procedure will be followed in the special election. A person
elected to fill a vacancy shall serve for the remainder of the unexpired term.

In May, the representatives to the Faculty Senate will elect a representative to the
Senate Executive Committee. This Senator will serve a one-year term on the
Executive Committee and will be eligible for re-election as long as he/she remains a
Senator.



[l. APPOINTMENTS AND PROMOTIONS POLICIES AND PROCEDURES

This section describes the various types of academic appointments available in the School and the
important aspects of promotion and tenure.

A. ACADEMIC POSITIONS (Revised 1/5/00)
Within the School, faculty titles are used to differentiate between tenure and non-tenure, full-time and
part-time faculty.

1. Tenure Track Faculty
— Assistant Professor
— Associate Professor
—  Professor

2. Non-Tenure Track Faculty
(Full Time or Part-time with at least 50% appointment with the School).

a. Pharmacy School Faculty

— Pharmacy School Assistant Professor
— Pharmacy School Associate Professor
— Pharmacy School Professor

b. Research Faculty

— Research Assistant Professor
— Research Associate Professor
— Research Professor

3. Non-Tenure Track Faculty
(Part Time — less than 50%)

Individuals participating in the School's Clinical and/or Professional Experience Program, but
not employed full-time in the School may hold position titles, including:

— Clinical Instructor
— Clinical Assistant Professor
— Clinical Associate Professor
— Clinical Professor

4. Adjunct Faculty
The Adjunct Faculty is made up of persons not employed full-time by the University who
have a substantial continuing relationship with the programs of the School. Ranks parallel
those of the Regular Faculty:

— Adjunct Assistant Professor
— Adjunct Associate Professor
— Adjunct Professor
Appointees must meet the same criteria. Tenure is not involved.



Special Faculty
The Special Faculty is made up of persons engaged to perform a specific function for the
school (for example, teaching one course) or those who are engaged in faculty activities but
do not meet the criteria for appointment to the Regular Faculty. These positions are titled
Lecturer. Special Faculty are not eligible for tenure.

Visiting Faculty
The Visiting Faculty is made up of persons on temporary residence at the University who
hold (or have held) faculty rank at another institution. Tenure is not involved. The prefix
"Visiting" is used before the academic title. Visiting faculty do not remain in residence in
excess of one year.

Affiliate Appointments
Faculty with full-time appointments in other USM schools may receive an affiliate
appointment in the School of Pharmacy. Position titles include:

— Affiliate Assistant Professor
— Affiliate Associate Professor
— Affiliate Professor

Tenure is not involved.
Emeritus Faculty
a. Academic rank emeritus may be granted by UMB upon the approval of the President.
b. The title is not merely an honorific one, but carries certain privileges of consequence to
the department and the university. Thus, a recommendation for emeritus rank must be
made and approved in a manner specified for appointment or promotion with tenure. A
recommendation from the chair must be approved by the Faculty Affairs Committee.
The recommendation then goes to the Dean.
c. Faculty members of all ranks shall be eligible according to the following guidelines:
(i) Must be retiring from the university
(i) Must have made significant past and proposed continued contributions via:
1) teaching (not essential for research ranks)

2) scholarly activity
3) service to the university and/or profession

PROCEDURES FOR APPOINTMENT AND PROMOTIONS (Revised 5/5/2009)

Department Review of Promotion and Tenure

The department chairperson shall notify the Faculty Affairs Committee (FAC) of candidates
seeking promotion. A departmental review of all faculty seeking promotion in rank and/or tenure



will be conducted prior to review by the FAC. The candidate will provide the department
chairperson with a proposed list of external reviewers and the name of an advocate who will
present his/her credentials to the Department Review Committee (DRC). The advocate must hold
faculty ranking at or above the rank being sought by the candidate. The DRC consists of all
faculty in the department at or above the rank being sought. If a minimum of five faculty are not
qualified by rank or tenure to participate, the FAC will appoint qualified individuals from other
departments to serve on the DRC. The candidates department chairperson will submit the
names of two qualified faculty per DRC member required for quorum to the FAC. The FAC
will then select the required members from this list.

The department chairperson approves external reviewers, and solicits the external letters for
review by the DRC. Concurrently, the candidate provides their teaching portfolio and list of
upcoming and recorded teaching activities to the FAC chair and the department vice chair of
education, and the latter forms the Peer Review Teaching Committee (PRTC) and coordinates
their reviews and report. The FAC chair appoints a member of the FAC to serve on this
committee, and the advocate is the third member of the PTRC.

The department chairperson distributes copies of the external reviewer letters to the advocate and
submits the originals to the chair of FAC. The candidate creates a summary of research and
service for the DRC. The vice chair provides the PRTC report and the portfolio to the advocate,
who distributes all relevant documents to the DRC.

The department chairperson schedules but does not attend the meeting of the DRC. The
advocate chairs the meeting and presents an overview of the candidate’s credentials.
Anonymous paper ballot vote is used to assess each category of scholarship, teaching and
service according to the criteria set forth herein. The advocate tallies the votes and summarizes
the discussion in writing. Results of the vote in each category are explicitly stated. The draft
letter is circulated among DRC members during a two-week comment period, after which time
they are assumed to be in agreement with the draft.

The advocate forwards the final DRC letter to the FAC chair, with a copy to the department
chairperson, along with the entire portfolio and all relevant documentation. Concurrently, the
department chairperson forwards his/her own recommendation letter to the FAC chair. FAC
conducts their review of all documentation according to the criteria set forth herein. The FAC
chair drafts and circulates a recommendation letter to the FAC for review and approval, and then
sends the final letter and all documents to the Dean.

2. The Role of the Faculty Affairs Committee

An elected Faculty Affairs Committee shall have responsibility for advising the Dean on matters
related to the rank and tenure of all faculty appointments and promotions in the School of
Pharmacy. It shall develop and monitor school-wide criteria for appointment and promotion and
shall review in advance all individual recommendations for appointment or promotion to ranks of
Associate and Full Professor. The Committee is empowered to review appointments of Instructors
and Assistant Professors, after the fact, if it so wishes. The Committee is not empowered to
appoint but will forward its recommendations to the Dean.

If the Department Chairperson of the candidate being reviewed is a member of the Committee,
he/she should present the candidate's credentials to the Committee and then be excused from
subsequent discussion and the vote on that candidate. If there is not a Committee member from
the same department or division as the candidate being reviewed for appointment or promotion to
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Associate or Full Professor, or if the Department Chairperson is the only representative from that
department, then the Committee will request a departmental representative to be present, with no
voting power, during the discussion of the candidate.

The Committee shall work with individual departments and divisions in developing specific
guidelines to assist in the application of general criteria to departmental needs. When developed
and approved by the Committee, such guidelines shall be used for evaluating individual
recommendations from the department involved. In the absence of departmental guidelines,
school-wide criteria shall be applied.

3. Appointment Procedure

A search committee is convened. This committee advertises the position, adhering to affirmative
action guidelines (see University of Maryland, Baltimore, Affirmative Action Faculty Appointment

Report), and otherwise seeks candidates. Prospective faculty are invited for an interview based

on the review of their curriculum vitae.

Recommendations for initial appointment to the Regular or Adjunct Faculty at the rank of
Associate Professor or above shall be made by the Department Chairperson to the Faculty Affairs
Committee prior to an offer being tendered to the candidate. Recognizing the problem of timing
often accompanying recruitment of new faculty, the Committee must be prepared to deal
expeditiously with recommendations. On the other hand, those making recommendations must
provide the Committee with adequate documentation to permit a decision. The committee makes
its recommendation to the Dean. Appointments to special or visiting faculty ranks need not be
considered by the Committee. Appointments generally do not extend beyond the end of the fiscal
year unless otherwise stipulated in the letter of employment.

4. Termination of Employment

No resignation shall become effective until the termination of the appointment period in which the
resignation is offered except by mutual agreement between the appointee and the Dean.

UMB may terminate any appointment because of the discontinuance of the department, program,
school or unit; or because of the lack of funds. Such decisions are made in accordance with
Campus policy.

Notwithstanding any other provisions to the contrary, appointment of any non-tenured faculty
member 50 percent or more of whose funding is from grants or contracts shall be subject to
termination upon expiration of the funding.

Appointments shall terminate on the death of the appointee and any accrued compensation will
be paid into his or her estate.

After seven or more continuous years of service commencing July 1, 1984, as a full-time
instructor or lecturer, no person shall be dismissed for cause or non-renewed except for
programmatic reasons without due process in accordance with University procedures. If, in the
judgment of the appointee's chair or supervisor, a deficiency in conduct or performance exists that
does not warrant dismissal or suspension, a moderate sanction such as formal warning may be
imposed, provided the appointee is first afforded the opportunity to contest the action through the
established faculty grievance procedure. Compensation is subject to modification in the event of
a reduction in State or other income sources from which compensation may be paid.
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Appointees shall be subject to all applicable policies and procedures duly adopted or amended
from time to time by UMB or the University System.

5. Promotions

Each year, the Dean shall establish a calendar for consideration of faculty promotions. A date will
be designated by which time documented recommendations for promotion shall be made by
Department Chairpersons to the Faculty Affairs Committee. Some of the recommendations will
be mandated by the terms of the appointment agreement and in other cases by merit.
Candidates under consideration for promotion shall be so informed at the time of
recommendation. A second date will be established by the Dean by which time any other faculty
member who wishes to be considered for promotion can present documentation to the
Committee. A third date will represent the deadline for Department Review Report and all
documentation to be forwarded to the Faculty Affairs Committee. The Faculty Affairs Committee
shall make its recommendations to the Dean by the stipulated deadline. This calendar of dates
will be made available to the faculty as early in the school year as possible.

An Assistant Professor whose appointment is extended to a full six years shall receive, no later
than the sixth year, a formal review for tenure by the Faculty Affairs Committee. The appointee
may waive this right to a formal review. The appointee shall be notified in writing, by the end of
the appointment year in which the review was conducted, of the decision to grant or deny tenure.
A full-time appointee who has completed six consecutive years of service at the institution as an
Assistant Professor and who has been notified that tenure has been denied or has waived the
right to formal review, shall be granted an additional and terminal one-year appointment in that
rank, but, barring exceptional circumstances, shall receive no further consideration for tenure.

The Committee shall consider the cases of each individual and prepare a recommendation in
writing for the Dean. The Committee will make its evaluation based on the following
documentation:

a. the faculty member's curriculum vitae (arranged in the standard form developed by the
School of Pharmacy and signed and dated to certify that it is accurate and complete),

b. letter of recommendation from the Department Chairperson,
c. report of Department Review Committee
d. letters of recommendation from outside reviewers,

e. documentation of teaching, research and service, including publication reprints and
letters from committee Chairpersons, research associates, etc., and

f. report of the Peer Review Committee.

Copies of the recommendation will be provided to the candidate and the Department Chairperson
involved. Unfavorable recommendations may be appealed by the candidate to the Dean. Should
the Dean deny promotion or tenure to a faculty member pursuant to the prescribed review
process, the faculty member shall have the right to appeal the decision to the President by stating
in writing the substantive or procedural basis for the appeal.
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6. Guidelines for Letters of Recommendation from Department Heads
As part of the evaluation process, Department Chairs write letters to the Faculty Affairs
Committee recommending promotion. Letters should contain more than just a reiteration of what
was in the candidate’s documentation. The following list of content guidelines is suggested for
use in order that such letters can be of maximum benefit to the Faculty Affairs Committee.
a. Scholarship
= Quality of publications, papers read, grants and contracts or contributions to
professional practice in terms of creativity, originality and impact on the scientific field
or professional practice
= Prospects for future continuing productivity
= Extent of peer recognition outside of School of Pharmacy

b. Teaching

= Breadth and depth of teaching experience including interdepartmental and/or
interdisciplinary efforts

= Attitudes toward and effectiveness of teaching with specific reference to the basis for
making such statements (i.e. first hand observation, etc.)

* |nvolvement in extra-course teaching responsibilities such as thesis committees,
departmental seminars, individual instruction

= Extent of continued competency and/or improvement of teaching abilities
C. Service

= Evaluation of service in terms of degree of self-motivation as compared to carrying
out assigned responsibilities

= Evaluation of enthusiasm, creativity and positive contributions during service
activities (preferably documented by letters from committee Chairpersons)

»= |mpact of service activities on achieving recognition for the School or the Profession

The letter should include a ranking of the candidate's level of performance (good, excellent or
distinguished) in each of the above categories.

7. Guidelines for Letters of Reference from Individuals Outside of the School
(Revised 5/5/2009)

As a component of the review process, University and School policies require that the Faculty
Affairs Committee obtain at least four letters of reference from individuals outside the School of
Pharmacy. Evaluation letters will be sought from at least three colleagues who know the
candidate well professionally and at least three colleagues who do not know the candidate well
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professionally, with the expectation that at least two letters per category will be received in order
to obtain balanced information about the faculty member.

A colleague who knows the candidate well professionally is defined as an individual who meets
any of the following criteria:

a. aformer advisor to the candidate (e.g. PhD, PharmD, Post-doctoral or Residency advisor)

b. a current or past (within last four years) collaborator of the candidate (e.g. a colleague with
whom the candidate for promotion is performing research that is intended to lead to a
publication and/or a research grant)

c. a colleague with whom the candidate has published within the last four years or with whom
the candidate is actively writing a manuscript for publication, (may not apply to large consortia
or multi-center projects)

d. a colleague with whom the candidate has in the past four years written a grant, received a
grant, or is actively writing a grant. (may not apply to large consortia or multi-center projects)

e. an individual with whom the candidate has worked closely when serving together on a local or
national committee, task force, or in collaborative practices such as symposia presentations

f. an individual with whom the candidate is or was within the last 4 years engaged in the
provision of clinical or other professional service at a practice site.

All others will be considered colleagues who do not know the candidate well professionally.

External reviewers must be at an equivalent or higher rank than the promotion level being sought
by the faculty candidate. When the external reviewer does not come from an organization that
grants ranks equivalent to those at UMB SOP, the professional standing of the external reviewer
must be documented based on national and/or international recognition in his/her field and must
be commensurate with level of promotion sought by the faculty candidate.

A majority of the reviewers should be from academic research and/or practice institutions;
however, letters may also be sought from individuals at government agencies (e.g. NIH, FDA,
AACP) and/or industry if the authors are experts in the field of the candidate.

The list of reviewers should include leading members of the discipline. A brief biographical
statement should identify the rank and affiliation of each reviewer and state the qualifications that
caused him/her to be selected. This should include documentation of his/her standing in the field,
offices in agencies, NGO’s or professional associations and journal editorships for example. The
list will be approved by the department chair or their designee’s signature and forwarded to the
FAC chair before the stated deadline.

All reviewers will be asked to comment on the impact and quality of the candidate's contribution to
professional organizations and the candidate's discipline, the quality and significance of his/her
professional publications and presentations, and the candidate's national reputation and relative
standing in his/her field. In the case of teachers, collaborators and colleagues at other institutions
acquainted with the faculty member, these evaluations should also provide insight into the
candidates teaching skills, and professional behavior, Reviewers should not rate the candidate as
good, excellent, or distinguished; or recommend or not recommend the candidate for promotion or
tenure. The purpose of the letters is to allow the FAC to justifiably assign these ratings during its
deliberations.
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8. Confidentiality

The assessment function central to the review of a faculty member's work during consideration of
appointment or promotion is often sensitive. All parties to such decisions must be able to express
themselves freely at properly constituted meetings of review committees. Therefore, it is essential
that the proceedings of such meetings and the contents of evaluative documents presented, such
as letters of reference, be kept confidential and disclosed only as part of the official appointment,
promotion or appeals process, to the fullest extent permitted by law.

9. Review

The Policy and Procedures and the Guidelines for the Faculty Affairs Committee concerning

appointments and promotions shall be subject to periodic review at no later than five-year
intervals by the Executive Council.
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TIMELINE FOR PROMOTION AND TENURE REVIEW

Deadline Documents Actions
Early Dept Chair (DC): notifies Faculty Affairs Committee (FAC) and members of the Dept Review Committee (DRC)* of
July Candidates seeking promotion.
. . Candidate: chooses an Advocate and sends their name and a proposed list of external reviewers to DC along with
Candidate: o
Early 1) list of external reviewers their signed CV.
August 2) v DC: approves external reviewers and sends this list plus the name of the advocate to FAC; and requests letters from
external reviewers.
Candidate: Candidate: Sends list of upcoming and recorded teaching activities, plus a hardcopy of their Teaching Portfolio to
Early 1) lists of upcoming teaching activities both the Vice Chair of Education (VCE) and the FAC Chair.
September | 2) list of past year’s pre-recorded teaching FAC: appoints a member to the Peer Review Teaching Committee (PRTC) and notifies VCE.
3) Teaching Portfolio VCE: chairs and coordinates PRTC activities including scheduling observations, meetings and report preparation.
Candidate: pr_owdes thelr_summary of Advocate: Distributes signed CV, summary of research and service, PRTC report to DRC members. A complete set
scholarly activity and service and a copy of . . . . C . . )
. of Promotion Documents including the Teaching Portfolio will be available for members of the DRC in the office of the
Early CV to the Advocate for presentation to DRC. Advocate or the FAC appointee to the PRTC
November XdCVEO:Cr;rtzwdes PRTC report and portfolio to DC: forwards copies of external reviewer letters to Advocate and originals to chair of FAC.
DC: Deadline for receipt of letters from
external reviewers to the DC.
DC: schedules but does not attend DRC meeting.
DRC: Advocate chairs the meeting and provides overview of candidate. DRC evaluates the candidate based on
criteria outlined in the Faculty Handbook. An anonymous (paper ballot) vote is taken by the committee. The vote
Early separately addresses scholarship, teaching and service, each of which is judged as Distinguished, Excellent with
December | Advocate: Draft DRC summary letter Promise of Distinction, Excellent or Good as specified in the Faculty Handbook.
Advocate: Advocate and one other DRC member tallies votes. Advocate drafts summary of the DRC discussion.
Letter explicitly lists the results of the vote in scholarship, teaching and service. Draft summary letter is circulated to
attendees at the DRC for review and comments. DRC members present at the meeting are assumed to be in
agreement if they do not respond to the content two weeks after receipt of the draft.
Mid- Advocate: Einal DRC summary letter Advocate: Forwards DRC summary letter to DC and Chair of FAC. All other documentation (CV, summary of
December ) Y research and service, external letters, PRTC report and portfolio) is forwarded to FAC.
\';Ae:gljary DC: Chair's recommendation letter. DC: Forwards recommendation letter to FAC
Early April | FAC Chair: Draft FAC recommendation letter FAC Chair an_d FAC: following review of all documents using criteria in the Faculty Handbook Chair circulates draft
recommendation letter to FAC for review and approval.
Mid-April FAC Chair: Final EAC recommendation letter FAQ Chair Sends flne_ll FAC recommendation letter to Dean, together with all documentation from Candidate, DRC,
Chair and external reviewers.

(Dates indicated are merely general guidelines; refer to annual schedule determined by the Dean)

*DRC: Defined as all Faculty in the Department at or above the rank being sought. The candidate and the Department Chair do not attend the meeting. A minimum of five faculty are
required to constitute a quorum. In those cases where a dept does not have five appropriate faculty members, the additional members will be selected from other Depts. The FAC will select
the additional member from a list of two faculty members recommended by the candidate’s Dept Chair.

“Advocate: The advocate must hold a faculty ranking at the rank being sought by the candidate as a voting member of the DRC. This individual will serve on the PRTC and present a review
of the candidate’s scholarship, teaching and service to the DRC.
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C. CRITERIA FOR APPOINTMENT AND PROMOTION (Revised 12/1/99)

Each candidate for appointment or promotion will be ranked distinguished, excellent, or good on
each of three criteria: scholarship, service, and teaching. General descriptions of these areas are
provided below. Explicit criteria and rating information for teaching are outlined in more detail in
Appendix A - Criteria for Evaluation of Teaching.

1. Scholarship

A major contribution to the University is the scholarship of its individual members. Scholarship
may be expressed through original research or through creative endeavor in professional practice
or clinical service. To be of benefit to society the results of scholarly or creative activity must be
disseminated beyond the borders of the University by appropriate written or oral means.

To be evaluated as "distinguished" in scholarship requires recognition by one's academic or
professional peers as one who has made a significant individual contribution to the field. This
recognition, supported by substantial documentation, may be national or regional and in the form
appropriate to the field. In general, a distinguished performance should be demonstrated by
some of the following: publications that have substantial scholarly, professional or public policy
impact, public presentations or speeches of a similar nature, or significant and outstanding
leadership in national or regional scientific or professional organizations.

An "excellent" ranking in scholarship requires a consistent record of productivity and publication or
public presentations. The work should be considered scientifically sound and innovative by
outside reviewers and should show a clear pattern of growth and development.

To be ranked "good" requires evidence of scholarly activity appropriate to the area of expertise.
The candidate should have a plan for scholarly or professional development with some steps
taken to show progress (for example, papers or presentations in preparation).

2. Service

Service may encompass such diverse areas as service to the University and the School, public
service in community activities, and service in professional affairs. All faculty are expected to
make a significant contribution in the area of service.

A "distinguished" performance in service requires a long term record of noteworthy leadership and
achievement in University, professional or public affairs. Public affairs may involve service to
local, state or national governments or institutions. Evidence regarding institutional professional
and public service must attest to actual accomplishments as evidence to by peer recognition and
not mere membership in organizations.

A ranking of "excellent" in service requires an outstanding record of active participation in the
important committees or activities inside or outside the University and evidence of leadership and
contribution.

To be ranked "good" requires willingness to serve on University committees and reasonable
participation in professional affairs.
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3. Teaching

Teaching encompasses all activities related to classroom performance, student advising,
graduate and post-graduate instruction and guidance, and clinical in-service educational
programs.

A "distinguished" performance in teaching is characterized by a pattern of consistently high
student evaluation, recognition by peers as an outstanding teacher and by evidence of innovative
techniques and superior craftsmanship in the preparation of learning experiences.

An "excellent" ranking in teaching requires a consistent record of student satisfaction with
teaching, peer review, conscientious performance of a range of teaching duties and skill in the
preparation of learning experiences.

A "good" ranking in teaching requires satisfactory performance of assigned teaching duties as
evidenced by acceptable student and peer evaluation.

D. STANDARDS OF PERFORMANCE FOR EACH FACULTY RANK (Revised 12/1/99)

The following provides a description of what is required to achieve the rank of Professor,
Associate Professor and Assistant Professor within the areas of Scholarship, Teaching and
Service.

1. Professor
To achieve the rank of Professor, a faculty member must be evaluated as "distinguished" in
at least two areas of activity, and "excellent" in the other area.

2. Associate Professor
To achieve the rank of Associate Professor, a faculty member must be evaluated as at least
"excellent" in two areas of activity, and at least "good" in the other area. Promise of
distinction in at least one area must be indicated. In most cases, appointment or promotion
to the rank of Associate Professor will include the granting of tenure. Exceptions to this are
noted in the appointment agreement and the University policy on promotion and tenure.

3. Assistant Professor
To achieve the rank of Assistant Professor, a faculty member must have an earned terminal
degree in their discipline (e.g., Pharm.D. or Ph.D.) and at least a "good" ranking on all three
areas with the promise of "excellent” in scholarship and teaching.

4. Exceptions
It is recognized that occasionally someone may make an extraordinary contribution to the
School of Pharmacy in a manner somewhat different from that defined in these guidelines.
In such rare cases, exceptions are possible when the evidence and consensus
overwhelmingly suggest appointment or promotion.

E. PROMOTION REVIEW PROCEDURES FOR TENURE-TRACK FACULTY
The following section provides further explanation of how performance is to be evaluated and lists

the specific procedures, areas to be evaluated, and criteria for evaluation for the main areas of
teaching, scholarship and service.
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Evaluation of Teaching Performance

Evaluation of overall teaching performance will be primarily based upon a peer evaluation of
teaching performance. In addition, the Faculty Affairs Committee will utilize information
provided by the candidate's Department Chairperson.

a.

(i)

(ii)

Peer Review System
Purpose
The purpose of the peer review system is to provide a systematic evaluation of teaching
so that a performance profile of each candidate is presented to the Faculty Affairs
Committee for its consideration in the promotion/tenure process. The evaluation is
made by a peer review committee established for each candidate.

Committee Composition

The peer review committee, comprised of three faculty members, is formed in the
following manner:

1) the Department Chairperson of the candidate will be notified of the formation of the
Committee and will be asked to serve as Chairperson or designate a vice-chair for
this purpose;

2) the Faculty Affairs Committee will assign one of its members; and

3) afaculty member will be selected by the candidate; this member must be from the
School of Pharmacy

Of the latter two peer review committee members, one must be from outside the
candidate's department.

The peer review committee is formed upon the request of the Department Chairperson
or the candidate, six months to one academic year prior to promotional consideration.

(iii) Evaluation Mechanism

1) Inthe event that there are several distinct types of teaching being performed (e.g.
classroom lecturing, clinical rotations, small group discussions), more than one type
should be evaluated.

2) The evaluation has two components: observation of actual teaching and analysis of
teaching materials. These two activities will provide the necessary data for the
review committee's evaluation.

(a) Observation - Each member of the review committee is to observe the candidate
at least twice. It is recommended that the review committee members conduct
evaluations at separate times so that separate observations can be used for the
evaluation process. The times of the actual observations will not be announced
to the candidate.
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(b) Analysis of teaching material and methods - The committee will collect and
analyze the course material (e.g., course syllabus, exams) and may consult with
experienced persons in the appropriate subject areas.

3) The review committee will base its evaluation of teaching performance on the
developed criteria in Appendix A.

4) The peer review committee will submit to the Faculty Affairs Committee a report
containing:

(a) reviewers' individual ratings of criteria in Appendix A and
(b) individual ratings of overall teaching performance.

5) The Faculty Affairs Committee will use the data within this report along with
information obtained from the letter of recommendation from the department
Chairperson in the consideration of the candidate's overall teaching performance.
The letter of recommendation will also address consistency of teaching performance
over time.

Areas of Evaluation by Peer Review Committee

The peer review committee will base its evaluation on the faculty member’s preparation
and delivery of lectures in the general lecture format, lead of small group discussions,
clinical and laboratory teaching, and course management (where appropriate). Further
evaluation will address overall participation in the teaching mission of the school through
contributions to curriculum revision, development of innovative methods of instruction, and
success in graduate and post-doctoral training.

Criteria for Evaluation of Teaching

Review Committee members will evaluate the candidate's performance, employing
“Criteria for Evaluation of Teaching (See Appendix A). The peer reviewers will then assign
a ranking of Good, Excellent, Excellent with Promise of Distinction, or Distinguished. A
ranking of 'Excellent’ will require meeting all applicable minimum criteria, as outlined in
Appendix A. Rankings of 'Excellent with Promise of Distinction' and 'Distinguished" will
require meeting additional criteria as outlined in Appendix A. The Peer Review Committee
will not be asked to reach a consensus opinion about the candidate's teaching ability. The
Faculty Affairs Committee will use the three individual ratings rather than one committee-
wide rating during the final deliberations to provide an overall ranking of Good, Excellent,
Excellent with Promise of Distinction, or Distinguished.

Evaluation of Scholarly Activity
Procedure

(i) Purpose
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The purpose of this evaluation is to assess the quality and quantity of the candidate's
activity in scholarly areas. The Faculty Affairs Committee has developed a list of all areas
that will be given consideration under the scholarship requirements for tenure and/or
promotion. These are listed under "Areas of Evaluation" with a description of how
accomplishments in each area will be weighted during deliberations.

(i) Evaluation Mechanism

1. The candidate is to prepare a list of his/her scholarly activities. For each
activity, the candidate should submit to the Committee a description of each
activity.

2. The Faculty Affairs Committee will use the information within this report, along
with information provided by the candidate's Department Chairperson, to rate
the candidate as being good, excellent or distinguished according to the
developed criteria discussed further in this section.

b. Areas of Evaluation
(i) Publications in Refereed Journals

The Faculty Affairs Committee recognizes that publication in refereed journals is the single best
indication of scholarship available to the committee for evaluation.

= Journals include those in both the Basic Science and the Clinical area.
= Priority is given to publication in the most prestigious journal(s) in each field.
= Publications in preparation will not be considered.

(ii) Papers Read at Scientific or Professional Meetings (including poster sessions)

= National > Regional > State-Local
= |nvited > Submitted

= Reviewed > Non-reviewed

= Original Work > Review Paper

Abstracts are considered only as adjuncts to papers read and not as publications and should not be
listed under publications. Attendance at meetings is not considered evidence of scholarship.

(iii) Grants and Contracts / Creative Endeavors
1. Grants and Contracts
= Approved and Funded > Approved > Submitted
= Principal Investigator > Co-Investigator
=  Full Grants > Starter Grants
= Qutside Agency Grants > In-house Grants (within University)
= Creative Grants > Service Grants

Grants or contracts in preparation will not be considered. Consideration will be given to percentage
of time devoted to project and responsibilities of the investigator.
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2. Creative Endeavors in Professional Practice
= Evidence of establishment of new or innovative types of pharmacy services

= Evidence that the practice has had or continues to have demonstrable effect on health care
outcome within a practice setting

= Evidence that the practice has influenced the nature of other types of health care delivery
(i.e. prescribing of physicians or medication administration by nurses) toward more optimal
delivery of health care

= Evidence that the practice has led directly to the establishment of new standards of care
within the practice setting or with the profession.

The evidence for each of the above may be presented in the form of encounter data, audit data or
consultation data. Such data must be accompanied by letters of reference from department heads
and professional peers.
(iv) Special Lectures (Invited)
= |nvited Lecture > Panel Participation > Workshop Leader
This category includes presentations to university groups, governmental agencies, professional
organizations, and industrial gatherings that impart specific knowledge in a scientific area of
expertise; panel participation provided participation is based on scientific and/or professional
expertise; and being a workshop leader in an area of scientific or professional expertise.
This category does not include presentations to lay groups (service), presentations to only students
(teaching), Continuing Education (teaching), or chairing sessions at meetings unless a presentation
is made.
(v) Consulting
= National > Regional > Local
Consulting is considered as scholarship, provided the individual person is being called upon as an
individual or a member of a group, i.e. Commission, Task Force, Advisory Committee, Study
Section. Serving as a Chairperson of such a group will be highly valued. Consultation can include
advising governmental agencies, industry, professional groups or testimony in court.

This category does not include participation on University of Maryland committees (service).

Pay is not a requirement for being a consultant but all work for which one is paid will necessarily be
considered under scholarship, and not under service.

(vi) Patents

Authorship of a patent is highly considered as evidence of creative scholarship.
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(vii)Publications Other Than Reviewed Articles
Publications are, generally, to be weighed as follows in descending order:

= Books or chapters in books

= Editor of book

= Editorial Board of professional or scientific journal

= Referee for professional or scientific journal

= Book reviews, Letter to the Editor in refereed journals and full length publications or regular
columns in non-refereed journals

Publications in preparation will not be considered (except for invited articles).
(viii) Honors and Awards

= Honorary degrees
= Fellowship in national professional or scientific organizations
= Awards recognizing professional and scientific achievement

C. Criteria for Scholarship

The Faculty Affairs Committee has developed the following criteria for determining good, excellent
and distinguished. These criteria vary depending upon whether the promotion is from Assistant to
Associate or Associate to Professor, since the extent of activity would differ for candidates at these
two different levels. The rating requirements are divided into two sections - minimum and
supplemental. See the attachment, which provide these criteria in tabular form.

All candidates must meet the requirements in each rating category for:

= publications in refereed journals,
* papers presented,
= grants and contracts, or professional practice.

Activities in other categories are supplemental to the above.

The Committee will assess the importance and quality of scholarly work by considering the
audience reached, the standing of the journal or book, the rigor of the review process, the type of
publication, and the impact of the work.

Consideration is given to the quality of books, chapters or articles and the audience reached.
Specifically, as to chapters in books or textbooks the following should be considered: importance of
the book; standards applied in selection of authors; review-type material or new data or new
conceptual/theoretical formulations; standing of the publisher; professional reactions to the book
including reviews; and, level of use of the book (instructional, advance, scholarship, etc.).

Concerning articles or essays in refereed journals, the following need be addressed: the primary
audience reached; the standing of the journal in the discipline or profession; if reviewed, the rigor of
the review process; the method for selecting articles, if not reviewed; the scope of the paper -
review, scholarly, or a form of public service activity.
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(i) Tenure Track Assistant to Associate Professor - Scholarship

GOOD

EXCELLENT

DISTINGUISHED

Publications

Evidence of activity

Evidence of activity but including
publication in recognized prestigious
journals in the field

As in excellent, but with evidence of impact
in research in the field

Papers Read
at Meetings

Evidence of activity beyond
state or local levels

Evidence for original work which is
reviewed and presented at the
national level

As in excellent but, in addition, invited
papers

Grants and Contracts

AND/OR

As in excellent

Evidence of activity with at least one
grant or contract approved from an
outside agency

At least one outside full grant of a creative
nature approved and funded, of which
individual is principal investigator

Practice Activities

Evidence of activity

Evidence of activity in more than one
of the listed areas

As in excellent, plus activity in grants and
contracts or evidence that practice has led
directly to establishment of new standards
of care on a regional or national level

The above represents minimum criteria. If evidence presented in the above categories is only sufficient to meet the good or excellent
ratings, then the evidence may be supplemented by showing activity in the following categories in order to support an overall rating of
excellent or distinguished:

GOOD

EXCELLENT

DISTINGUISHED

Special Lectures:
Invited

Evidence of activity

Evidence of activity

As in excellent but with major activity in
higher priority areas

Consulting

Evidence of activity

Evidence of activity

Evidence of activity

Patents

Evidence of activity

Evidence of activity

Evidence of activity

Other Publications

Evidence of activity

Activity in at least 2 of the listed
areas

Activity in at least 3 of the listed areas

Honors and Awards

Evidence of activity

Evidence of activity

Evidence of activity
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(i) Tenure Track Associate Professor to Professor - Scholarship

GOOD

EXCELLENT

DISTINGUISHED

Publications

Evidence of activity but
including publication in
recognized prestigious
journals in the field

Continuation of publication in
recognized prestigious journals

As in excellent, but with evidence of impact
in research in the field

Papers Read
at Meetings

Evidence for original work
which is reviewed and
presented at the national
level

As in distinguished

As in good plus invited papers

Grants and Contracts

AND/OR

Evidence of activity with at
least one grant or contract
approved from an outside

agency

At least one outside, full grant of a
creative nature approved and
funded, of which individual is
principal investigator

As in excellent but with more than one
grant approved and funded and/or renewal
of grant(s); must be a P.l. on at least one
of the grants

Practice Activities

Evidence of activity in more
than one of listed areas

As in good plus activity in grants
and contracts or evidence that
practice activity has led to the
establishment of new standards of
care on a regional or national basis

As in good plus activity in grants and
contracts and evidence that practice
activity has led to the establishment of new
standards of care on a regional or national
basis

The above represents minimum criteria. If evidence presented in above three categories is only sufficient to meet the good or
excellent ratings, then the evidence may be supplemented by showing activity in the following categories in order to support an
overall rating of good or distinguished:

GOOD

EXCELLENT

DISTINGUISHED

Special Lectures:
Invited

Evidence of activity

Evidence of activity but with major
activity in higher priority areas

As in excellent rating

Consulting Evidence of activity Evidence of activity Evidence of activity but must include
activity at national level
Patents Evidence of activity Evidence of activity Evidence of activity

Other Publications

Evidence of activity

As in distinguished rating

Activity in at least 3 of the listed areas

Honors and Awards

Evidence of activity

Evidence of activity

Evidence of activity
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Evaluation of Service
a. Procedure
(i) Purpose

The purpose of this evaluation is to assess the quality and quantity of the candidate's activity
in service areas. The Faculty Affairs Committee has developed a list of areas that will be
given consideration under the service requirements for tenure and/or promotion. These
areas, along with the criteria for evaluation, are discussed later in this section.

(ii) Evaluation Mechanism

1. The candidate is to prepare a list and a description of his/her past and current
service activities.

2. The Faculty Affairs Committee will use this information along with the information
provided by the candidate's department Chairperson and/or the appropriate
Chairpersons of committees on which the candidate has served to rate the
candidate's service performance as good, excellent or distinguished.

b. Areas of Evaluation

The following areas of evaluation have been selected to reflect the candidate's service to the
School, the University, the candidate's profession, disciplines outside the candidate's own
profession and the community.

(i) School and University Service
1) Committee Assignments

= Standing Committees and Subcommittees
=  Ad Hoc Committees
= Task Forces

2) Special Service Activities

Campus or University-wide Senate or governing body
Class Advisor

Advisor to student organization

Graduate Council and Committees

= Departmental Special Committees

3) Administrative Service

= Service Director (Drug Information, Poison Center)

= Assistant or Associate Dean

= Department Chairperson

= Department Programs Director (graduate, Experiential Learning Program)
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4) Continuing Education

(ii) Service to the Candidate's Profession

* Local, State or National Board activities (including preparation or evaluation
of instruments)

= Office held in Professional Societies or Associations

= Committee activities in Professional Societies or Associations

= Organization of local, State or National programs or meetings

(iii) Professional Service in Other than the Candidate's Own Discipline

Providing individual consultations in the candidate's areas of expertise with
professional colleagues who are outside the area - not part of the routine job
description. For example:

=  Committee Assignments (Pharmacy and Therapeutics or Human
Volunteers Committees)

= Consulting in Pharmacokinetics Laboratory

= Consulting in Poison Center

(iv) Community or Non-University Service

= Non-school lectures or teaching or individual consultation to lay groups in
areas relevant to areas of professional expertise

= Volunteer outreach clinical activities

= Education or Health Care Planning Programs

C. Criteria for Service

The Faculty Affairs Committee has developed the following criteria for determining good,
excellent and distinguished. These criteria vary depending upon whether the promotion is
from the Assistant to Associate Professor or from the Associate to Professor level, since the
extent of service activity would differ for candidates of these two different levels.
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(i) Tenure Track Assistant to Associate Professor - Service

GOOD

EXCELLENT

DISTINGUISHED

Record of service on standing School or
University Committees or Task Forces

Record of membership in Local, State or
National professional associations

Active participation as a member of a
major School or University committee or
as a Class or Student Organization
Advisor

Service on committees in Local, State or
National professional organizations, or

Evidence of significant activity as a
consultant to professional colleagues or
activity in community affairs relevant to
areas of expertise

Service as a Chairperson or a
distinguished member on a School or
University Committee or Task Force

Service as an officer or Committee
Chairperson in Local, State or National
professional organizations

Evidence of significant service activity as
a consultant to professional colleagues
or activity in community affairs relevant
to areas of expertise

(ii) Tenure Track Associate Professor to Professor - Service

GOOD

EXCELLENT

DISTINGUISHED

Continuing record of providing input to
School or University Committees or Task
Forces

Continuing record of membership and
service in Local, State or National
professional organizations

Evidence of service activity as consultant
to professional colleagues or in
community affairs relevant to areas of
expertise

Ongoing record of distinguished service
including Chair of at least one School or
University Committee or Task Force

Service as an officer or Committee
Chairperson in a National or Regional
professional organization, or

Evidence of significant service activity as
a consultant to professional colleagues
or in community affairs in need of
expertise

Served with distinction as Chairperson of
more than one major School or
University Committee or Task Force

Service as a major Officer or Committee
Chairperson in more than one National
or Regional professional organization

Recognition as an authority in consulting
with professional colleagues or in
community affairs relevant to area of
expertise
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PROMOTION REVIEW PROCEDURES FOR NON-TENURE TRACK FACULTY (Revised
2/8/00)

1. Scope and Relationship to Guidelines, Policies, and Criteria for Other Faculty
Appointments

The following section provides guidelines and criteria for appointment, and promotion of Full-Time
Non-Tenure Track or Part-Time Non-Tenure Track Faculty with at least a 50% appointment at the
School of Pharmacy, as defined in sections 1.A.2.a. or 11.A.2.b. of the faculty handbook. Position
titles covered by this section include Pharmacy School Assistant Professor, Pharmacy School
Associate Professor, and Pharmacy School Professor as well as research faculty with the titles
Research Assistant Professor, Research Associate Professor, and Research Professor.

Appointment and promotion policies and procedures for Part-Time Non-tenure Track Faculty with
less than a 50% appointment at the School of Pharmacy with titles Clinical Instructor, Clinical
Assistant Professor, Clinical Associate Professor and Clinical Professor, are covered by section
II.G. of this Handbook entitled: CLINICAL TRACK FACULTY APPOINTMENT AND PROMOTION
POLICIES AND PROCEDURES.

The general philosophy and procedures for appointment and promotion (i.e., section II.B.), and
criteria for appointment and promotion (i.e., section II.C.) of all faculty are consistent with the
philosophy and procedures in this section. However, given the periodic and focused nature of the
non-tenure track appointments, this section stresses the role of the appointment letter and faculty
effort report in the faculty performance evaluation and review process.

Also, it should be noted that section I1.D. of the handbook entitled SPECIFIC STANDARDS OF
PERFORMANCE REQUIRED IN EACH FACULTY RANK pertains only to Tenure-Track Faculty
with the explicit titles Assistant Professor, Associate Professor and Professor, and is not general
in nature. The requirements necessary to achieve the rank of Pharmacy School Associate
Professor, Pharmacy School Professor, Research Associate Professor, and Research Professor
are described below.

2. Appointment and Promotion

Appointment to a Non-Tenure Track Faculty position is made at a rank, for a stipulated period of
time, and it is generally characterized by a defined scope within one or more of the general areas
of teaching, scholarship, and service. The appointment is subject to periodic administrative review
that examines both the continuing need for the position as well as a performance evaluation of the
individual faculty member in the position. An appointment at the rank of Pharmacy School
Assistant Professor or Research Assistant Professor is made by the Dean, and does not require
review or action by the Faculty Affairs Committee. Also, continuation of a non-tenure track faculty
member at rank does not require evaluation or action by the Faculty Affairs Committee. There are
no stipulations regarding the number of times such an appointment may be renewed or the
duration of time an individual may be in such a position at rank without review by the Faculty
Affairs Committee.

Thus, the following evaluation and review guidelines apply only to promotions (i.e., changes in
rank) or initial appointments to the rank of Pharmacy School Associate Professor, Pharmacy
School Professor, Research Associate Professor, or Research Professor. These guidelines and
criteria have been designed to provide a balance between the focused nature of a non-tenure

27



track appointment and the expectation that faculty members who achieve the rank of Associate
Professor or Professor must be multi-dimensional.

It is essential to have an established and clear understanding of the scope of an appointment in
order for the Faculty Affairs Committee to conduct a fair evaluation. Terms and conditions of a
faculty member's appointment are stated in an appointment letter from either the Dean of the
School of Pharmacy or the President of the University of Maryland, Baltimore. Wherever possible,
the scope of an appointment for Non-Tenure Track faculty should include specific assignments
within the general categories of teaching, scholarship, and service, goals and objectives for these
assignments, and an estimate of the proportion of effort that should be expended in each area.
When re-appointments are made, the annual Faculty Effort Report should document key elements
of performance for the reporting year, as well as provide a detailed description of the faculty
member's assignment and responsibilities for the coming year. Because non-tenure track faculty
are often hired for a specific purpose(s), information related to the scope of the appointment is
required by the Faculty Affairs Committee as part of the portfolio of information used to direct a
review for initial appointment or promotion. The Faculty Affairs Committee is committed to utilizing
this information to assist the faculty member hired for a specific purpose, yet it is aware that
faculty assignments and activities frequently change to meet the needs of the Department,
School, and/or funding agencies.

3. Criteria for Appointment and Promotion

Each candidate for appointment and promotion will be rated as being Distinguished, Excellent or
Good in three areas: Teaching, Scholarship and Service. General descriptions of these areas are
provided in Section II.C. Procedures, explicit criteria and rating information for the Non-Tenure
track candidates are outlined in the following sections and tables.

a. Evaluation of Teaching

The evaluation of teaching is conducted according to the procedures specified in II.E.
"PERFORMANCE REVIEW PROCEDURES FOR TENURE-TRACK FACULTY", section 1.
"EVALUATION OF TEACHING PERFORMANCE."

b. Evaluation of Scholarship

The purpose of this evaluation is to assess the quality and quantity of the candidate's activity
in scholarly areas. Areas of evaluation for scholarship are: Publications, Presentations,
Practice, Honors and Awards, Consulting, and Grants and Contracts. The evaluation
mechanism is based on information provided by the candidate in the CV, and information
provided by the Department chairperson.

In order to determine an overall ranking in one of the aforementioned areas of evaluation,
each area has been parsed into a set of items, in a tabular framework, consistent with levels
of performance in that area. Guidelines for the determination of an overall ranking in an area
are provided in the left most column of the table for that area. At the end of this section,
guidelines are provided for the overall evaluation of scholarship.
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(i) Criteriafor Evaluation of Scholarly Activity — Non-Tenure Track

Good

Excellent

Distinguished

Publications
Overall

Excellent
Excellent ratings
for >2 items.

Distinguished
Distinguished
rating(s) for >1
item.

Has consistently published letters,
commentaries, book reviews or brief
reports in recognized journals and/or
published articles in non-refereed
publications

Has published in peer reviewed
journals;

Has authored a book, book chapter,
or invited paper;

Has served as an editor or on the
editorial board of a journal;

Has consistently published review or
continuing education articles;

Has consistently served as a referee
for a professional or scientific journal,
Has served as an editor for a
recognized text or widely utilized
work;

Has authored a published monograph
or technical report

Has consistently published in
recognized journals;

Has published one or more articles
which have had a significant impact
on the field over time;

Satisfies at least four criteria listed
under “excellent”

Presentations
Overall

Good
Good ratings for
>1 item.

Excellent
Excellent ratings
for >1 item.

Distinguished

1 Distinguished
and >1 Excellent
ratings or >1
Distinguished
ratings.

Has presented platform presentations
and/or posters at meetings (may be
local or regional);

Has consistently presented platform
presentations or posters at meetings
(may be local or regional);

Has consistently presented platform
presentations or posters at national or
international meetings;

Has participated on panels or as a
workshop facilitator at meetings (may
be local or regional);

Has participated on panels or as a
workshop facilitator at national or
international meetings;

Has led panels or workshops on more
than one occasion;

Has presented scientific and/or
professional information to
governmental agencies, professional
organizations or industrial gatherings
(may be local or regional);

Has presented scientific and/or
professional information to
governmental agencies, professional
organizations or industrial gatherings
on more than one occasion (may be
local or regional);

Has presented scientific and/or
professional information to
governmental agencies, national
professional organizations or
industrial gatherings on more than
one occasion;

Has been an invited speaker at a
meeting (may be local or regional);

Has been an invited speaker at
national or international meetings;
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Good

Excellent

Distinguished

Practice
Overall

Good
Good ratings for
>2 items.

Excellent
Excellent ratings
for > 2 items.

Distinguished

1 Distinguished
and > 2 Excellent
ratings or >2
Distinguished
ratings.

Contributes as a member of a health
service or research team (health care
team, management team, etc.)

Is valued as a member of a health
service or research team (health care
team, management team, etc.)

Has had a dramatic impact on the
provision of professional services
within his/her practice setting

Provides credible and reliable
professional services;

Has established a credible and
respected practice;

Has developed a respected
pharmaceutical care model;

Has established new professional
services in a facility, health system or
setting;

Has established new professional
services in more than one facility,
health system or setting;

Has developed a research
method/technique or significantly
improved an existing
method/technique;

Has evidence of the utilization of new
or improved method/technique by
others;

Has evidence that the
method/technique has been widely
adopted by others;

Has attained and maintained
nationally recognized skill certification;

Has attained and maintained
nationally recognized certification as a
specialist;

Has developed innovative
professional services or undertaken
creative endeavors in professional
practice which have had a significant
impact on the state, national or
international level;

Has developed new roles for
pharmacists;

Has established reimbursement for
new or existing professional services;
Has discovered a novel entity (gene,
protein, product, program, method,
technology, etc.)
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Good

Excellent

Distinguished

Honors and
Awards

Overall

Distinguished

Has received a professional honor or
award that confers local recognition.

Has received a professional honor or
award that confers statewide or
regional recognition.

Has received a professional honor or
award which confers national or
international recognition;

Has received multiple honors and/or
awards at any level.

Distinguished

rating in > 1 item.

Consulting Has participated as a member of an Has served in a consultant capacity to Has served in a consultant capacity to
advisory group, technical assistance two or more entities, at least one two or more entities at the state (if

Overall committee, consensus panel or similar being at the state (if governmental), governmental), national or

Distinguished groups or served as an advisor or national or international level. international level;

Distinguished consultant to governmental agencies, Has chaired advisory groups,

rating in > 1 item. industry, professional groups or public technical assistance committees,
organizations. consensus panels or similar groups;

Grants, Has participated in practice or service Has served as principal investigator or Has consistently received funding for

Contracts, contracts over time; co-investigator on a practice or and served as principal investigator

Patents service contract or grant over time; on more than one practice or service

contract or grant over time;

Overall Has participated in the development Has developed and received funding Has developed and received funding
of creative or unique entrepreneurial from an outside agency for a creative from an outside agency for more than

Good activities; or unigue entrepreneurial activity; one creative or unique entrepreneurial

Good rating(s) for
>1 item.

Excellent
Excellent rating(s)
for >1 item.

Distinguished
Excellent rating(s)
for >1 item.

activities;

Has participated as an investigator in
creative grants from an outside
agency;

Has received funding for and served
as principal investigator or co-
investigator on one or more peer
reviewed competitive grants from
outside agencies;

Has received internal funding for a
creative proposal;

Has received a patent or has been
named as an inventor in one or more
patent applications submitted through
the O.R.D.
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(if) Overall Evaluation of Scholarly Activity
- Good
Demonstrates a rating of good or higher in publications or practice; and,
Demonstrates a rating of good in a second area.
- Excellent
Demonstrates a rating of excellent or distinguished in publications or practice; and,
Demonstrates a rating of excellent or distinguished in a second area; and,
Demonstrates a rating of good or higher in a third area.
- Distinguished

Demonstrates a rating of distinguished in the area of publications or practice; and,
either,

Demonstrates a rating of distinguished in an additional area and a rating of excellent
in a third area; or,

Demonstrates a rating of excellent in three additional areas.
Evaluation of Service

The purpose of this evaluation is to assess the quality and quantity of the candidate's
activity in service areas. Areas of evaluation for service are: School Committees,
University Service, Professional Organizations, Other Committees, Administrative
Service, Special Service, and Community Service. The evaluation mechanism is
based on information provided by the candidate in the CV, and information provided
by the Department chairperson.

In order to determine an overall ranking in one of the aforementioned areas of
evaluation, each area has been parsed into a set of items, in a tabular framework,
consistent with levels of performance in that area. Guidelines for the determination of
an overall ranking in an area are provided in the left most column of the table for that
area. At the end of this section, guidelines are provided for the overall evaluation of
service.
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(iii) Criteria for Evaluation of Service — Non-Tenure Track

Good Excellent Distinguished
School e Has served on a School of e Has served on a School of Pharmacy or
Committees Pharmacy or Departmental Departmental committee or task force
committee or task force on more than one occasion;

Overall

e Has chaired a School of Pharmacy or e Has chaired School of Pharmacy or
Excellent Departmental committee or task force; Departmental committee or task force
Excellent ratings for >2 on more than one occasion;
ftems. e Was responsible for a major e Was responsible for major

accomplishment of the committee accomplishments of committees on

Distinguished
Distinguished ratings
for >1 item(s).

more than one occasion

University Service e Has served as a member of a e Has served as a member of more than
committee, task force or group one committee, task force or group for
Overall for a component of the components of the University System
University System other than other than the School of Pharmacy
Excellent the School of Pharmacy
Excellent rating(s) for e Has served on a campus or university e Has chaired a campus or university
>1 item(s). level committee, task force or group; level committee, task force or group;
o e Was responsible for a major
Distinguished accomplishment of a campus or
Distinguished rating(s) university level committee;
for > 1 item(s). e Has served on a campus or university
level committee, task force or group
on more than one occasion;
e Has represented the School of e Has served as an officer or committee
Pharmacy in the Faculty senate; chair in the Faculty senate;
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Good

Excellent

Distinguished

Professional
Organizations

Overall

Excellent
Excellent rating(s) for
>1 item(s).

Distinguished
Distinguished rating(s)
for > 1 item(s).

Has served as committee
member in state or local
organization;

Has served as committee member in
state or local organization on more than
one occasion;

Has served as state or local committee
chair;.

Has served as state or local officer;

Has served as state or local officer or
committee chair on more than one
occasion in a professional
organization

Has served as committee member in
national or international organization;

Has served as national or
international officer;

Has served as national or
international committee chair;

Has served as committee member in
national or international organization
on more than one occasion;

Other
Committees

Overall
Excellent

Excellent rating(s) for
>1 item(s).

Has served on professional,
scientific, health related, or
educational committees or task
forces not described elsewhere

Has chaired professional, scientific,
health related, or educational
committees or task forces not described
elsewhere;

Has served on professional committees
or task forces not described elsewhere
on multiple occasions;

Has chaired professional, scientific,
health related, or educational
committees or task forces not
described elsewhere on more than
one occasion

Administrative
Service

Overall

Excellent
Excellent rating(s) for
>1 item(s).

Distinguished
Distinguished rating(s)
for >1 item(s).

Not applicable

Has served as a director of a program;
Has served as a departmental vice-
chair;

Has served as a faculty advisor to a
School or campus student organization;

Has served as an assistant or
associate dean;

Has served as a department chair;
Has served as served as director/vice-
chair on more than one occasion;

Has served as a faculty advisor on
one or more than one School or
campus student organization or to a
single organization for more than one
term;
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Good

Excellent

Distinguished

Special Service
Overall
Distinguished

Distinguished rating(s)
for >1 item(s).

Not applicable

Has received recognition for service
activities on state or local level;

Has received recognition for service
activities on national or international
level;

Has received recognition for service
activities on state or local level
organization on more than one
occasion;

Community Service
Overall

Good
Good rating(s) for >1
item(s).

Excellent
Excellent rating(s) for
>1 item(s).

Distinguished
Distinguished rating(s)
for >1 item(s).

Has provided professional
services to the community;

Has provided professional services to
the community on more than one
occasion;

Has provided professional services to
the community on a regular basis;

Has provided volunteer
services as part of a School or
University sanctioned effort;

Has provided volunteer services as part

of a School or University sanctioned
effort on more than one occasion;

Has provided volunteer services as
part of a School or University
sanctioned effort on a regular basis;
Has organized or headed community
service efforts on behalf of the School
or University
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(iv) Overall Evaluation of Service

- Good

= Demonstrates a rating of good or higher in school committees; and,
= Demonstrates a rating of good or higher in a second area.

- Excellent

= Demonstrates a rating of excellent or distinguished in school committees; and,
= Demonstrates a rating of excellent or distinguished in a second area; and,
= Demonstrates a rating of good or higher in a third area.

- Distinguished

= Demonstrates a rating of distinguished in a single area; and,
= Demonstrates a rating of excellent or higher in school committees; and,
= Demonstrates a rating of excellent or higher in an additional area.

d. Standards of Performance Required For Each Faculty Rank (Revised 4/1/01)
(i) Pharmacy School Professor or Research Professor

To achieve the rank of Professor, a faculty member must typically be evaluated as
"distinguished" in two areas of activity, and "excellent" in the other area.

(i) Pharmacy School Associate Professor or Research Associate Professor

To achieve the rank of Associate Professor, a faculty member must typically be evaluated as
"excellent" in two areas of activity, and "good" in the other area.

G. CLINICAL TRACK FACULTY APPOINTMENT AND PROMOTION (Updated 4/9/07)

Individuals who routinely provide student education and training in experiential learning courses are
required to hold a faculty appointment with the School of Pharmacy. Clinical Track Faculty who are
full-time or part-time employees of the School of Pharmacy must hold Tenure or Non-Tenure track
appointments at any rank. Clinical Track Faculty who are not employees of the School of Pharmacy
shall hold a Clinical Track faculty appointment, including position titles of Clinical Instructor, Clinical
Assistant Professor, Clinical Associate Professor and Clinical Professor.

Individuals seeking a Clinical Track faculty appointment must submit evidence of professional
qualifications including information regarding their education, training, experience, service, scholarly
activities, awards, and licensure. The initial rank of newly appointed Clinical Track faculty shall be
consistent with the definitions outlined in University of Maryland Policy on Appointment, Rank, and
Tenure. Specifically, Clinical Instructors shall hold, as a minimum, a terminal professional degree in
pharmacy (a B.S. or Pharm.D. degree).
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The appointee must have clearly demonstrated potential in the practice of pharmacy, and
experiential teaching. To be appointed at the rank of Clinical Assistant Professor, the appointee
shall hold. as a minimum. a terminal professional degree in pharmacy. with appropriate experience
or advanced training in an area of pharmacy or other health care discipline. In addition, to the
requirements of clinical instructor, there must be clear evidence of a high level of ability in the
practice of pharmacy and the potential for excellence in pharmacy or some other health care
discipline. The appointee shall also have demonstrated scholarly and/or administrative ability.
Recommendations for initial Clinical Track faculty appointment and rank shall be made by the
Director of Experiential Learning and the Chair of the Pharmacy Practice and Science Department.
The Faculty Affairs committee must review and approve any initial appointment at the Associate
Professor or Professor level. The final offer of appointment shall be made by the Dean.

Clinical Track appointments shall be effective for a maximum of three (3) years. Re-appointment of
Clinical Track faculty shall be made by the Dean at the recommendation of the Director of
Experiential Learning and Department Chair. To be re-appointed, Clinical Track faculty must submit
updated information regarding their professional qualifications, accomplishments, and licensure.
Individuals at the rank of Clinical Instructor who meet the qualifications for Clinical Assistant
Professor at the time of re-appointment may be appointed to the higher rank at the recommendation
of the Director of Experiential Learning and Department Chair. In general, Clinical Track faculty who
do not make themselves available for clinical teaching assignments during the previous appointment
period will not be re-appointed in the absence of extenuating circumstances. However, Clinical
Track faculty who are not re-appointed may request reinstatement at any time.

Clinical Track Faculty seeking promotion should demonstrate a record of active, consistent, ongoing
activity in teaching within the experiential portion of the school's curriculum. Substantial contact time
with students, including consistent student interaction is important.

The following specific guidelines will be used in assessing the performance and contributions of
clinical track faculty.

1. Teaching

Teaching is the primary function of the clinical track faculty and is an important criterion in
promotion. Every effort is made to recognize and emphasize excellence in teaching.

Evidence of teaching competency shall include but not be limited to teaching evaluations, visits
by the Director of Experiential Learning or designee, teaching aids and documents developed by
the clinical track faculty and peer review, and other factors such as:

a. Review of rotation objectives and expectations with the students where applicable

b. Provision of information to students concerning the goals, objectives and grading system of
the course and the expectations of the faculty.

c. The ability to organize the rotation in a reasonable manner consistent with the School's
curriculum

d. Ability to convey knowledge to students in an understandable manner.

e. The development of teaching aids and demonstrations
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2.

In clinical teaching, the candidate is proficient at the clinical skills he or she is teaching the
student and demonstrates the ability to teach and guide students in acquiring these skills.

The ability to evaluate performance and competencies

In clinical settings serving as a role model to students in dealing with patients and other
health professionals

Evidence of ongoing assessment and improvement of the rotation

Professional Achievements, Innovative Practice and Publications

An important factor in determining a Clinical Track Faculty's merit for promotion shall be his or
her contribution in the form of professional achievement, innovative practices and the
dissemination of professional information to peers and other professionals.

a.

3.

a.

Practice standards and innovation

Activities may include the following:

(i)

(ii)

(iii)

(iv)

Evidence of development and maintenance of new or innovative types of pharmacy
services

Evidence that the practice has had or continues to have demonstrable effect on
health care outcome within a practice setting

Evidence that the practice has influenced the nature of other types of health care
delivery (e.g. prescribing of physicians or medication administration by nurses) toward
more optimal delivery of health care

Evidence that the practice has led directly to the establishment of new standards of
care within the practice setting or within the profession

Presentations and Publications

(i)

(ii)

(iii)
(iv)

Presentations to professional groups (e.g. pharmacists. physicians and nurses)

Publications in appropriate journals as well as the less formalized print or electronic
media.

Television and/or radio appearances and presentations relevant to pharmacy practice

Participation in the didactic program of the School of Pharmacy

Service

Professional Participation
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4.

Recognition will be given to participation in the activities of professional societies in the form
of membership on committees, service as an officer or in some other active participation
role.

University Service

Participation on committees and/or task forces: departmental, program, School, Campus or
University.

Community Service

0] Community Development Organizations
(i)  Charitable Organizations
(i)  Fraternal Organizations

The promotion process may be initiated by the Chair of Pharmacy Practice and Science in
conjunction with the Director of Experiential Learning, or it may be initiated by the Clinical
Track faculty member.

Clinical Track faculty independently seeking promotion to the rank of Clinical Associate
Professor or Clinical Professor must submit a written request to the Chairperson of the
Department of Pharmacy Practice and Science in accordance with the School's faculty
promotion and review annual timetable. The procedures and criteria for promotion of
Clinical Track faculty shall be those outlined above. The Department of Pharmacy Practice
and Science is responsible for the detailed evaluation of the candidate's credentials. The
Department Chair will establish the review process and will forward a letter of
recommendation to the Faculty Affairs Committee with accompanying documentation. The
Faculty Affairs Committee will review the documentation and forward a letter of
recommendation to the Dean.

Criteria for Promotion

The following is a description of what is required to achieve the rank of Clinical Associate
Professor and Clinical Professor. The areas to be evaluated are experiential teaching,
professional achievements and service.

a. Clinical Associate Professor

To achieve the rank of Clinical Associate Professor, a Clinical faculty member must be
evaluated as at least "excellent with promise of distinction" in experiential teaching,
"excellent” in one other area and “good" in the remaining area.

b. Clinical Professor

To achieve the rank of Clinical Professor, a Clinical faculty member must be evaluated as

"distinguished" in experiential teaching, "distinguished" in one other area and "excellent” in
the remaining area.
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The criteria for the evaluations are presented in the following tables. Clinical Track Faculty
shall be given a copy of these policies and procedures at the time of initial appointment and
reappointment.

CLINICAL TRACK FACULTY - Criteria for Evaluation of Activities for Promotion

CATEGORY | ITEM(S) GOOD EXCELLENT DISTINGUISHED
Experiential (), (b), (c), Must occur on a regular Must meet criteria for excellence
Teaching and (e) basis
(d), (), and Must be rated 3 or higher Must be rated 4 or higher 90% of
(h) 90% of the time on the the time on the relevant items on
relevant items on student student evaluation.
evaluations.
(9) Must consistently provide Must meet criteria for excellence
accurate evaluations of
student performance and
competencies as
determined by the
coursemaster.
0] Must occur consistently as
determined by the Director of
Experiential Learning and the
coursemasters and a peer
preceptor.
Practice i) thru iv) Evidence of Evidence of activity in more | As in excellent, plus evidence that
Standards activity in any | than one or the listed practice has led directly to
and area. areas. establishment of new standards
Innovation of care on a regional or national
level.
Presentations | i) thru iv) Evidence of Evidence of activity in more | As in excellent, plus evidence of
and activity in any | than one of the areas. impact in area of excellence.
publications area.
Professional | (a), (b), and | Evidence of Evidence of activity in more | As in excellent, plus evidence of
Participation | (c) activity in any | than one of the listed leadership in any area.
area. areas.
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H. Guidelines for the Appointment of Postdoctoral Fellows

Postdoctoral training is, with increasing frequency, becoming a required step on the path to a
research career in the biomedical sciences. The number of postdoctoral fellows is growing, as is the
average time spent in postdoctoral positions prior to the initiation of an independent research
career. An important correlate of this situation is the major contribution made by postdoctoral
fellows to the national research enterprise. Postdoctoral positions are not, however, generally well
defined, with the result that not all fellows are treated equally and some find that their expectations
have not been met.

In 1998, the Committee on Postdoctoral Education of the Association of American Universities
issued a report and recommendations®. On November 19, 1999, the Executive Committee of the
Association of American Medical Colleges endorsed that report and urged member institutions to
adopt its recommendations®. After careful study of these reports, the University of Maryland School
of Pharmacy has established the following guidelines for the conduct of postdoctoral training. These
guidelines address four major areas: (1) the definition of a postdoctoral appointment; (2) the terms
of such an appointment, including duration, compensation, and benefits, (3) the designation of an
office responsible for ensuring that institutional responsibilities to the postdoctoral community are
met; and (4) the responsibilities of faculty mentors of postdoctoral fellows. It should be noted that
these guidelines are also consistent with the recent National Research Council publication
Enhancing the Postdoctoral Experience for Scientists and Engineers®.

1. The Postdoctoral Appointment: Definition
A postdoctoral appointment is characterized by all of the following:

¢ the trainee is a University of Maryland employee classified as either “Post Doctoral”, “Clinical”,
or “Research” Fellow (see “UMB Policy Concerning Employment of Employee/Trainee
Personnel in the Fellow Series” (1998));

o the appointee has recently earned a Ph.D., Pharm.D. or other terminal doctoral degree (e.g.,

D.D.S., Ed.D., D.M.D., J.D., or M.D.); the appointment is temporary;

the appointment involves substantially full-time research or scholarship;

the appointment is viewed as preparatory for a full-time academic and/or research career;

the appointee is under the supervision of a faculty mentor; and

the appointee has the freedom, and is expected, to publish the results of his or her research or

scholarship during the period of the appointment.

2. Terms of Appointment
a. Recruitment

Postdoctoral fellows are generally recruited to the institution by the faculty mentor with whom they
will work. Because postdoctoral positions represent temporary training positions, postdoctoral

! Association of American Universities Committee on Postdoctoral Education (1998) Report and Recommendations, online at
http://www. Tulane.EDU:80/~aau/PostdocEducationReport.html

2 Association of American Medical Colleges (1999) Endorsement of AAU Report on Postdoctoral Education, Memorandum #99-77.

% National Research Council (2000) Enhancing the Postdoctoral Experience for Scientists and Engineers, National Academy Press
and online at http://www.nationalacademies.org/postdocs
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recruitment may proceed outside the human resources procedures that govern the regular
university hiring process.

b. Duration

Postdoctoral appointments at the University of Maryland School of Pharmacy will not normally
exceed a term of three years. It is understood, however, that some programs or departments may
provide well thought-out postdoctoral experiences that are four or five years in duration. If, at the
end of the initial appointment, it is apparent that additional benefit would accrue to the postdoctoral
fellow, application can be made to the Dean of the School of Pharmacy for an extension.

Permission to continue in a postdoctoral capacity for a total period in excess of the initial
appointment period will be contingent upon demonstration that the fellow will be continuing his/her
research development by gaining exposure to a significantly different area of investigation or
furthering accomplishments in the area of investigation carried out during the first period. In no case
will a postdoctoral appointment exceed a total of six years, regardless of the sites at which the
positions were held.

The intent of this policy is to formalize the temporary nature of the postdoctoral experience. If the
fellow and the School of Pharmacy wish to continue their established work relationship beyond the
initial appointment and any approved extension, then the fellow should be hired according to the
standard University practices that cover employees and provided with a full package of University
benefits.

C. Compensation

All postdoctoral appointees will be compensated at a minimum at the N.I.H. stipend level
corresponding to their years of postdoctoral experience. Exceptions must be approved by the chair
of the department and the Associate Dean for Research and Graduate Education in the University
of Maryland School of Pharmacy.

d. Benefits

Those appointed as Postdoctoral Fellows will obtain employee benefits. The trainee is entitled to
Employee health insurance, including the ability to purchase subsidized insurance for dependents;
the employee must select health coverage offered by the University of Maryland and in accordance
with UM Policies. The employee is also entitled to all other benefits as defined by the appropriate
UMB policies.

e. Appointment/Termination

Each postdoctoral appointee will receive, prior to his/her employment, an appointment letter, signed
by the faculty member extending the offer and by the department chair or other responsible School
of Pharmacy official, detailing the period of the appointment, compensation, and benefits. Copies of
the applicable School of Pharmacy policies and guidelines should accompany the letter. Every
effort will be made to notify a trainee at least 60 days prior to termination of his/her appointment.
Prior to termination of the trainee’s appointment, the trainee must expend all unused leave.

3. Needs of International Post-Doctoral Fellows
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In addition to all traditional rules of employment, international post-doctoral fellows will require a
valid visa in order to enter and work in a US academic institution. In order to fulfill document
requirements that provide a lawful entry of international post-doctoral fellows into the United States,
the faculty member hiring the post-doc(s) will inform and work with the Department representative
within the school to provide all information necessary for the obtaining of an appropriate visa. The
visa(s) request are then sent to the appropriate office at the University of Maryland Baltimore that
deals with visas — Records and Registration, which will prepare and provide the necessary
documents to allow the post-doctoral fellows to apply for a visa. For more information on
international students/exchange visitors see: http://www.umaryland.edu/ois. The Faculty mentor
may not permit the postdoctoral fellow to begin work until all I-9 forms have been completed and/or
until all required visa documents are in place.

4. Institutional Responsibilities

The Associate Dean for Research is responsible for implementing these guidelines and will strive to
define and enhance the status of postdoctoral fellows, and will ensure that policies governing
postdoctoral fellows are applied consistently. The Associate Dean for Research will facilitate
interaction among the widely dispersed population of fellows and will act as an advocate and
facilitator to assure that the postdoctoral fellow is informed about employee benefits available
through the Human Resources Department and make sure that the mentor and department are
supportive of the fellow seeking such services. Should a problem arise that cannot be resolved
informally, fellows will follow established employee grievance policies in effect at the School of
Pharmacy.

5. Responsibilities of the Faculty Mentor

Postdoctoral training has become a required credential for many of those trained in the biomedical
sciences. The faculty mentor of each postdoctoral fellow is in a unique position to insure that the
experience makes a suitable and substantial contribution to the professional development of the
fellow. At the same time, the need of the mentor to advance a particular project may, upon
occasion, conflict with the training needs of the postdoctoral fellow. The School of Pharmacy
expects the mentors of post-doctoral fellows to:

a. make sufficient time available to the postdoctoral fellow to insure a productive experience;

b. encourage open discussion of the postdoctoral training experience;

c. assist his/her postdoctoral trainee to acquire the skills essential to a productive career,
including the ability to communicate effectively both orally and in writing; to work in teams;
and to see the science being pursued, both in his/her own laboratory and in other venues, in
the broadest of terms;

d. assist and/or encourage the postdoctoral trainee to develop knowledge of career options
and the means for achieving particular career goals;

e. ensure that the postdoctoral trainee has ample opportunities to present research findings at
professional meetings and symposia;

f. provide regular feedback to the postdoctoral trainee on his/her performance and ways in
which that performance might be improved; and

g. if interested in an academic career, provide opportunities for the trainee to develop expertise
in teaching and will, to the extent possible, share insights into other academic duties.

6. Responsibilities of the Postdoctoral Fellow
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Postdoctoral fellows must comply with all applicable UMB policies. Postdoctoral fellows must also
take ownership for the development of their professional careers. This may require the fellow to
seek assistance on the pathway best suited to his/her skills and personal goals. The fellow should,
therefore, ask the counsel of his/her faculty mentor in choosing a career. In addition the
aforementioned UMB policies, to achieve his/her long-term goals, the University of Maryland School
of Pharmacy expects post-doctoral fellows to be professional in the performance of their research.
This will require the postdoctoral fellow to:

a.
b.

be responsible for the responsible and ethical conduct of research;

be in compliance with following safety rules according to NIH, OSHA and University of
Maryland guidelines;

report results in laboratory notebooks that are comprehensible and organized in a timely
manner and in such a fashion that the post-doctoral mentor will be able to find and interpret
data pertinent to the research;

be responsible for the creation of manuscripts, including the organization of data in journal
acceptable formats and the participation in the writing of the article;

leave in the mentor's laboratory, upon completion of the post-doctoral training, original
copies of the research in appropriate laboratory notebooks and in electronic forms;
international postdoctoral fellows are encouraged and expected to develop and/or
implement the use of excellent oral and written communication skills in English, the
recognized language for the dissemination of scientific knowledge.
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[1l. FACULTY DEVELOPMENT PLAN (Revised 12/1/99)

The term "faculty development" describes those activities faculty members undertake to maintain and
improve their capabilities to perform their academic tasks. While the format of those activities may vary
widely, the essential component is that the faculty member is learning. The objectives and motivation for
faculty development are different for new faculty compared to established faculty, so each will be
considered separately. However, the key to successful development in both cases is planning. There
must be cooperative planning between the administration and the faculty member so that realistic goals are
set and resources (time and money) may be specifically allocated to establish them. While the every-
seven-year sabbatical is the traditional form of academic faculty development, the planning and goal
setting must occur annually so that some faculty development goes on continually.

A. New Faculty

For new faculty, the motivation for faculty development is professional advancement and promotion.
New faculty often have difficulty with the area of "Scholarship”, so attention will be focused on that
area. New faculty need (1) to develop the ability to balance their academic activities (i.e. teaching,
research, and service), (2) to develop relationships with established researchers who can serve as
their mentors and collaborators, (3) to learn grant-writing skills and about opportunities, and (4) to
learn "the ropes", i.e., how the university system works and what is necessary for promotion and/or
tenure.

Each new faculty member will be assigned to a senior faculty member to serve as a mentor for the first
year. A different mentor may be selected for subsequent years.

The responsibility for aiding the new faculty member falls squarely on the faculty assigned mentor and
department Chairperson. Senior faculty share the responsibility for helping the new faculty member to
gain the skills listed above, but the department Chairperson must ensure that they are acquired. The
department Chairperson should meet initially with the faculty member to formulate a development plan
with realistic expectations and allocation of faculty effort. Thereafter the department Chairperson
should review his/her progress annually and make alterations in the plan as necessary. Itis very
important that the yearly feedback and salary rewards coincide with promotion requirements. There
have been many cases where mixed messages have been sent, in that faculty members have been
told they are doing well and are given good raises, often for performing excellent service activities, but
then encounter difficulty when they are reviewed for tenure. The department Chairpersons can also
be very helpful in guiding new faculty members to established investigators with whom they may
collaborate. This is especially important in a School of Pharmacy where there often are few (or only
one) faculty in a given area of research.

The Faculty Affairs Committee plans to meet with new faculty members during their first semester on
the job and will offer an informal three-year review to help them identify which areas need
strengthening prior to the official tenure review. The Faculty Affairs Committee and department
Chairpersons should take the initiative in carrying out and participating in this review.

B. Established Faculty
For established faculty members the objective of faculty development is to maintain productivity,
excitement, and a current knowledge base. The motivation for maintaining such productivity includes

not only salary rewards, but also positive administrative feedback, peer recognition, and self-
satisfaction.
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The format for faculty development for established faculty members will vary. Certainly all faculty
members need to attend national meetings, and all need time to read and think. Retraining on either a
short-term basis (e.g., short courses, mini-sabbaticals) or a long-term basis (e.g., full sabbaticals) may
be necessary. In any case, maintaining and improving faculty productivity requires careful allocation
of faculty time, development of defined and realistic expectations, and rewards commensurate with the
achievement of those expectations.

C. Role of the Faculty Effort Report

The focus for accomplishing faculty development in our school is the annual Faculty Effort Report. Its
use has been broadened from just an instrument for salary review to a way to provide a basis for
negotiation of the next year's activities, including those pertaining to faculty development. Planning
must occur on a personal and on an administrative level. Expectations must be realistic, especially in
terms of faculty time, and resources must be allocated in order to allow each faculty member to pursue
some faculty development goals. The Department Chairperson will meet and discuss the past year's
performance as well as the next year's goals with the faculty member. The discussion must take the
form of a negotiation and must include specific discussion of allocation of resources to accomplish
these goals. The results of the discussion should be conveyed to the Dean and negotiation for
resources continued at that level, if necessary. Finally, each department Chairperson should provide
written feedback to each faculty member summarizing the evaluation, the final agreement on goals,
and the results of discussions with the Dean. This feedback and discussion should occur over and
above the ranking of faculty members for salary purposes, which necessarily involves a comparison of
one faculty member with another.

The Faculty Effort Reports will be due at the end of January, to cover activities performed in the
previous calendar year. The discussion and negotiation between the department Chairpersons and
their faculty members will occur during February and March, and discussions with the Dean will follow.
It is essential that the whole process, including written feedback from the department Chairpersons, be
concluded by the beginning of the summer, to provide time for faculty members to plan their activities
for that relatively flexible time period.

Provision for such individualized review and planning should be retained even in the event that the
administrative organization of the school is changed. Granted, expansion in the size of administrative
units might make the process more difficult to carry out; nonetheless procedures must be established
to allow continuation of this important activity.

D. Summary of Recommendations

1. Department Chairpersons must play an active role in faculty development for both new and
established faculty. For new faculty they should establish a faculty development plan
leading to tenure, help new faculty establish collaborative research activities, help them to
balance teaching, research, and service activities, and help them to learn grant-writing skills
and university procedures.

For more established faculty, department Chairpersons must be involved in planning faculty
members' activities so faculty development goals can be set and accomplished. The
allocation of resources, including faculty time, should be negotiated with the individual and
the Dean, if necessary. An annual review and planning session should be scheduled for
each faculty member, the resulting agreement formalized in writing, and the next year's
review based on the past year's agreement.
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The Faculty Affairs Committee will assist in development planning for new faculty by
meeting with them during their first semester and then offering a voluntary review of their
credentials after three years of performance.

Any new administrative structure should still provide for such a detailed, individualized
planning and review process.

Department Chairpersons should be held accountable and evaluated based upon specific
criteria that include their efforts to implement the recommendations contained in this report.
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IV. PROFESSIONAL CONCERNS
A. Licensure for Practice Faculty (Revised 2002)

School of Pharmacy faculty with responsibility for providing pharmaceutical care to patients or
supervising students who are performing direct pharmaceutical care to patients, are expected to be
licensed to practice pharmacy in Maryland in accordance with the Annotated Code of Maryland, Health
Occupations, Section 12-301 of the Maryland Pharmacy Act.

B. Examinations and Grading (Revised 12/1/99)

Faculty are responsible for fairly assessing student performance and assigning grades. The
assignment of grades must be based on student performance and not influenced by non-academic
factors. Examination security must be maintained. This includes keeping paper and electronic copies
of exams and draft exams stored in a manner that will not allow unauthorized access.

Examinations must be proctored to assure that cheating does not occur. At least one faculty member
must be present in each room where an exam is given. Since most examinations in the School of
Pharmacy are simultaneously administered in two rooms, this requires a minimum of two faculty. Itis
strongly suggested that a minimum of two proctors be available for each room. The second proctor
could appropriately be a faculty member, graduate student, or a teaching assistant.
C. Responsibilities of Academic Advisors (Revised 12/1/99)
Academic Advisors provide assistance to students in their professional and personal development. In
providing information to students, it is essential that confidentiality be maintained in your relationship
with your advisees. Legal requirements limit what you can disclose to others. If you must talk to
others (including parents and friends) about a student's academic (GPA, class standing, test scores,
etc.) and/or personal progress, the student must grant written permission. In the absence of
permission, you should instruct others to ask the student directly. You, as an Advisor, can discuss the
policies and procedures used in the academic process without obtaining student permission. It is
important that the Academic Advisors convey to students the confidential nature of the relationship
since this builds trust and can facilitate a good Academic Advisor-Advisee relationship.
The responsibilities of the Advisor include:

1. Communicating the rationale for the academic requirements in pharmacy,

2. Reviewing the student's study skills,

3. Reviewing course selections,

4. Encouraging extracurricular involvement,

5. Exploring career choices,

6. Knowing when and how to refer students for additional help or information,

7. Communicating effectively, and
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8. Assisting students in the problem solving process by weighing possible options and making
informed, realistic decisions.

Additional detailed information on the role and responsibilities of the Academic Advisor, including
relevant policies, rules and regulations, is contained in a Faculty Advisement Booklet that can be
obtained from the Office of Student Affairs.

D. Responsibilities of the Class Advisor (Revised 12/1/99)

Each Fall, a faculty member is selected to serve as Class Advisor for the entering class. This
important individual serves in this capacity until graduation and has the following responsibilities:

1. With the help of SGA officers and the office of Student Affairs, organize student leadership into
a functioning group

2. Serve as an advocate for the class and a liaison between the class and faculty and
administration of the School and University

3. Provide guidance and counsel regarding fundraising, service, educational and social activates
4. Accompany the class on the traditional second year class trip
5. Serve on the Student Affairs committee as Class Advisor

6. Distribute awards to individuals within the class at appropriate award ceremonies and
convocations

7. Announce the names of graduates at Spring convocation
E. Use of Copyrighted Materials (Revised 4/07)
In certain cases, permission must be obtained to use copyrighted materials in college courses. Please
refer to the UMB GUIDELINES ON REPRODUCTION OF COPYRIGHTED MATERIALS for more
information (See Appendix B for updated web resources).
F. Recruitment of Faculty/Associate Staff (Revised 12/1/99)
Detailed information must be maintained on recruitment efforts for faculty and associate staff for
Affirmative Action purposes and also for forwarding recommendations to the President for
appointment. The procedure to be followed is described below.
Upon completion of a search for a faculty member, all search committee files will be forwarded to the
School of Pharmacy's Business Office. These records need to be placed into a labeled file box. The
labels will need to include:

1. Title of the position

2. Account number/line number

3. Current incumbent
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The search committee files need to consist of:
1. Affirmative Action Hiring Report
2. List of all applications for the position with attached curriculum vitae
3. List of all applicants who were interviewed
4. Reasons for selecting the person hired
5. Reasons for not selecting others who were interviewed

6. A list of the members of the Search Committee
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V. GUIDELINES FOR COMPREHENSIVE REVIEW OF TENURED FACULTY (Revised 6/5/00)

A.

INTRODUCTION

In accordance with the policies on the Comprehensive Review of Tenured Faculty of the Board of
Regents (adopted July 12, 1996) and the University of Maryland, Baltimore (approved November 15,
1999), each tenured faculty member will be subject to a collegial assessment at least once every five
years as part of a formative process for future faculty development, for enhancing the learning
environment of students, and for the improvement of the academic program to which the faculty member
contributes.

These policies will serve, as the enabling documents and all School policies will conform to those
documents.

Comprehensive reviews of tenured faculty in the School of Pharmacy will be conducted during every Fall
semester. The faculty members undergoing review will be asked to assemble the necessary
documentation during the preceding Spring and Summer.

GUIDING PHILOSOPHY

All tenured faculty are subject to this process. The process for the comprehensive review of tenured
faculty must reflect a recognition that faculty careers change over time and that a faculty member's
present responsibilities may be different from those that the faculty member had at the time of hiring or
subsequent promotion(s). Contributions in areas of teaching, scholarship and service should be
balanced by the institution's individual expectations of each faculty member's responsibilities. The
primary purpose of the review is to provide a mechanism for faculty development while assuring that the
faculty member continues to contribute to the school and its mission. Thus, the usual criteria for
promotion and tenure will not be employed in this review. The review will consider the faculty member's
performance in teaching, scholarship and service. However, care must be taken not to set a standard
for the faculty member that is higher than that which is currently in place for the rest of the faculty. The
committee needs to recognize that individual careers evolve in differing directions and that faculty can
make meaningful contributions to the school from a number of perspectives.

The review will remain internal to the University of Maryland. Outside letters of evaluation will not be
solicited, as they are when an individual seeks tenure or promotion to a higher faculty rank.

The review committee is responsible for assuring that the process is reasonable and fair, and must take
into account items such as interpersonal issues arising between a Chair and a faculty member, a faculty
member's explanation of certain aspects of his or her record and that faculty member's teaching load
vis-a-vis other department members.

PROCEDURES

The Faculty Affairs Committee will be responsible for oversight of the comprehensive review process.
The review will be conducted by a committee of three tenured faculty: a Faculty Affairs Committee
representative (appointed by the Chair of the Faculty Affairs Committee), one member selected by the
faculty member undergoing review and one member chosen by the Faculty Affairs Committee from a list
of two tenured faculty recommended by the faculty member's Department Chair. The latter member will
serve as chair of the review committee. The Department Chair may not be a member of the review
committee and representation from both School of Pharmacy departments is not required.
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E.

Each faculty member will be asked to prepare a CV in the standard format used by the School of
Pharmacy. Other information will also be used, such as student evaluations. The Department Chair will
be asked to prepare a letter for the review committee outlining the performance expectations of the
faculty member, as well as his or her assessment of the faculty member's contributions to the
department and the school.

Each faculty member will be asked to prepare a letter for the review committee describing 1. his/her
career and its development, 2. changes in responsibilities over time, 3. factors that have enhanced or
hindered development and 4. any other issues the faculty member deems relevant.

TEACHING

The committee will review the faculty member's teaching, seeking evidence that this teaching has made
a meaningful contribution to the students' knowledge and skills as well as to the school's mission, and
will identify any areas where the faculty member might need to improve. The committee will obtain from
the faculty member representative material from professional and graduate teaching, including course
syllabi, handouts and examinations and student evaluations. In reviewing the faculty member's
teaching, the committee will ascertain information on as many of the following items as possible:
whether the teaching load is reasonable in light of the faculty member's other responsibilities, whether
preparation appears adequate, whether classes are delivered appropriately and whether appropriate
use is made of small groups or other methods (depending on the nature of the course, the amount of
time for the course and the objectives of the course), whether student evaluations are positive and
where the faculty member might need to make changes, whether appropriate assessment of student
performance is carried out and whether, and to what extent, the faculty member mentors graduate
students, residents or fellows.

SCHOLARSHIP

The committee will conduct its review with the purpose of determining whether there is evidence of
contribution in the area of scholarship. The faculty member will be asked to provide three samples of
his or her work as it relates to scholarship. Care will be taken to ensure that these guidelines do not
duplicate the criteria for promotion and/or tenure. The committee will be looking for evidence that the
faculty member has attempted to pursue his or her work from a scholarly perspective.

Factors under consideration include but are not necessarily limited to: obtaining financial support,
developing funded and non-funded proposals, demonstrating a consistent record of publications in peer
reviewed journals, non-peer reviewed journals, newsletters, etc. (not limited to research publications
but also including publications in such areas as educational activities or general information for the
pharmacy profession or other scholarly community), demonstrating a consistent record of presentations
(including but not limited to submitted/refereed, submitted/not refereed, invited, CE, etc), authoring of
books, chapters, monographs or reports, and developing patents.

While many tenure track faculty are hired with the expectation that they will pursue and obtain funded
research projects, practice (patient care) activities represent a significant proportion of some faculty
members' professional time. In the criteria for promotion and tenure, the School recognizes this as an
appropriate alternative to the grants and contracts portion of scholarship. For those tenured faculty
who devote a significant proportion of their scholarly activity to professional practice, the committee will
review their practice activities and will seek evidence of continued excellence and activity in that area.
Considerations might include such elements as proportion of time devoted to practice activities, type of
practice and opportunities for innovation and whether any new practice initiatives have been developed
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F.

H.

SERVICE

The committee will seek evidence that the faculty member has reasonably continued to participate, in
an equitable manner, in the service responsibilities expected of all faculty, recognizing the variability of
a senior faculty member's responsibilities to the school. Review factors include but are not necessarily
limited to: a reasonably consistent record of membership on committees or task forces at the school or
campus level, evidence of service to the profession, such as participation or office in national
organization(s), evidence of consulting or expert panel service (e.g. study section) and evidence of
involvement in community or other civic activities.

THE REPORT

Since this is a collegial assessment of a faculty member's contribution to the School, there is no need
for a vote. The review committee report will be confined to noting how and to what extent there is
evidence that the faculty member contributes to the School and Department as well as whether and
how the faculty member could benefit from development activities, including recommendations for such
administrative actions as reassignment of responsibilities. The committee should seek consensus but
differing opinions may be noted. The report will include all supporting documentation used in the
review.

The committee's report will remain confidential. The report will be sent to the Faculty Affairs Committee
Chair, and a copy will be sent to the faculty member. The faculty member will provide a statement of
“agreement” or “disagreement” with the review committee recommendation regarding overall
performance to the Faculty Affairs Committee Chair. The faculty member will have an opportunity to
address, in writing, any issues raised in the report and these comments will be appended to and will
become part of the report. If there is agreement with the report, the report and any additional
statements from the faculty member will be sent to the Dean and the Department Chair by the Faculty
Affairs Committee Chair. If there is disagreement with the report, the report and faculty statements will
be reviewed by the Faculty Affairs Committee. In this case, the Faculty Affairs Committee will review
the report of the review committee and faculty statements, and will develop an overall summary
statement, including whether the review was fair and balanced. The Faculty Affairs Committee will
comment on any areas of disagreement.

In cases where there is disagreement between the faculty member and the review committee, the Dean
shall decide whether the faculty member has met expectations, based on the record, input from the
Department Chair and in consideration of the Faculty Affairs Committee summary. The Dean shall
prepare a written review, copies of which shall be provided to the faculty member, the Department
Chair, and the Chair of the Faculty Affairs Committee. For all faculty members reviewed during the
year, the Dean shall report to the Vice President for Academic Affairs that the faculty member’s
performance either did or did not meet expectations. For the faculty member whose performance was
considered not to meet expectations, a development plan will be formulated.

PLAN FOR ADDRESSING NEED AREAS

The Dean and Department Chair will work with the faculty member to identify specific areas of
concern, identify factors contributing to a lack of performance, set goals for the formulated plan and
identify measures of progress toward these goals. Formulation of the development plan may involve
consultation with other professionals and experts in areas identified; and specific development efforts
might include, but not be limited to, one or more of the following: internal or external mentored
experience, short courses, assistance with writing, assistance with teaching, restructuring of the

53



faculty member's workload, redistribution of assignments within a department, or other constructive

actions.

The Department Chair and/or Dean must send a report to the Faculty Affairs Committee within 3
months, detailing the development measures that have been put into place. The Faculty Affairs
Committee will have the right to comment on this plan.

Progress in meeting the goals of the development plan shall be assessed during a follow-up review
beginning one year after the implementation of the development plan. The follow-up review may be
deferred for one year if the Dean determines that there has been insufficient time for significant
progress under the plan.

Any further action on this report by the Dean will be governed by applicable UMB policy.

I REVIEW SCHEDULE

The Dean's office will establish a schedule for faculty reviews. Approximately six faculty per year will
be reviewed, beginning with those faculty whose last review for promotion and/or tenure has been the
most distant in time. Thereafter, review for each tenured faculty member will be every five years.

The Associate Dean for Academic Affairs will inform the Chair of the Faculty Affairs Committee as to
who will be reviewed. The Dean’s Office staff will provide administrative support to the review

committee.
Comprehensive Review of Tenured Faculty
(Post-tenure Review)
Dates Activity
Mid-August Faculty members undergoing post-tenure review will be notified by the chair of the

Faculty Affairs Committee (FAC).

Mid-September

Faculty member submits the name of one faculty member and the Department Chair
submits the names of two faculty for the Post-Tenure Review Committee. The FAC
will then set up the Post-Tenure Review committee.

Mid-October

Signed CV (in standardized format) due to Post-Tenure Review Committee and chair
of FAC.

Mid-November

Letter from faculty member undergoing review; letter from department chair;
teaching documentation due to Post-Tenure Review Committee and chair of FAC.

Mid-January

Reports of Post-Tenure Review Committee due to the chair of the FAC and faculty
member undergoing review.

End of January

Statement of agreement or disagreement with report from faculty undergoing review.
Reports and statements of agreement are forwarded to Dean.

Mid-February

Report by FAC for faculty who indicate disagreement with the Post-Tenure Review
Committee report is forwarded to Dean.

Dates are merely for general guidance. Please refer to the specific dates published by the Dean
each academic year.

Rev. 6.23.09
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VI. FACULTY GRIEVANCE POLICY AND PROCEDURE

Recommended by the School of Pharmacy Faculty Assembly on September 12, 2003; approved by the
Dean of the School on December 17, 2003; approved by the President, UMB, on December 22, 2003.

A. Preamble

In working together to fulfill the Mission of the School of Pharmacy (School) and the University of Maryland
Baltimore (UMB), legitimate problems, differences of opinion, complaints, or grievances might arise in the
relationship between the School or UMB and the School's faculty. Many such complaints are resolved
informally through discussions or formally through policies governing specific matters, such as School,
UMB or University System of Maryland (USM) policies on appointment, rank, and tenure. On occasion,
however, complaints will arise that cannot be resolved under existing policies and procedures.

The UMB Faculty Senate and the President of UMB have adopted a Faculty Grievance Policy ("Campus
Policy") intended to satisfy the Board of Regents Policy II-4 - “Policy on Faculty Grievances”, which
requires all USM institutions to have a formal faculty grievance policy culminating in decision on grievances
by the President. The Campus Policy is intended to assist the President in deciding grievances after a
timely, consistent, collegial and simple process. The Campus Policy recognizes that a faculty grievance
should be considered at the School level, and advanced to a campus level if it is not resolved at a School
level. Implementation of the Campus Policy therefore requires a School grievance policy (School Policy).
This Grievance Policy and Procedure is the School Policy for the School of Pharmacy.

It is the intention and expectation of the faculty and administration of the School that the majority of faculty
grievances in the School can be resolved by informal process and, failing that, by a collegial committee
process as described in this Policy. However, the Campus Policy is available to School faculty not satisfied
with grievance resolution at the School level, and is available for grievances relating to actions of the Dean
whether or not the School Policy has been followed.

B. Persons Covered By This School Policy

This School Policy applies to grievances asserted by faculty holding paid faculty appointments in the
School of Pharmacy at UMB, including all ranks of tenured faculty, tenure-track faculty, and non-tenure-
track faculty. If a School faculty member has a joint faculty appointment, and is not a primary appointee of
the School, that faculty member may file a grievance under this School Policy only if the facts giving rise to
the grievance involve the faculty member's relationship to the School.

C. Matters Constituting a Grievance Under This School Policy

A faculty grievance normally involves action by one or more academic administrators of the School or
UMB, acting in their administrative role, which a faculty member believes has violated his or her rights.

School faculty members may file a grievance petition under this School Policy for any action or inaction by
an academic administrator that they believe is unfair, discriminatory, or improperly reached. Grievance
issues include, but are not limited to, academic freedom, University salary, academic assignments, space
allocations, and the nature and conditions of a faculty member’s academic work.

Matters relating to faculty practice plans, and matters that are insufficiently related to the concerns of the
academic community, will not be addressed under this School Policy.
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Grievances are not the appropriate means to seek changes in written UMB and USM policies. In
accordance with USM Policy 11-4.00 and the Campus Policy, no grievance shall be reviewed under this
School Policy if:

i.  The grievance pertains to a subject reviewable under, or specifically excluded from review by, any
other System or UMB institutional policy. For this purpose, "institutional policy" includes any policy of
the School which has been adopted with approval of its faculty body.

ii.  The grievance pertains to an official policy, regulation, or procedure of the USM or UMB; a decision or
action by the Board of Regents, the Chancellor, or the President; or any matter the remedy for which
would contravene or interfere with any such official policy, regulation, procedure, decision, or action.

iii. The grievance pertains to broad areas of fiscal management, staffing or structure of USM, UMB or
one or more of its Schools or units, or any other institution of USM.

iv. The resolution of the grievance is not under the control of UMB and/or USM.

D. Definitions

Days: Calendar days excluding Saturday, Sunday, and days UMB observes as holidays.
Dean: Dean of the School.

Discriminatory: Disparate treatment on the basis of race, color, ancestry, national origin, age, religion,
gender, marital status, veterans status, disability or sexual orientation.

Faculty President: The elected President of the faculty assembly of the School of Pharmacy.

Grievant: The faculty member initiating a grievance.

Improperly Reached: The decision was reached without the consultations required by department or
School regulations prior to the making of such decisions or without approval of higher-level administrators
where such approval is required.

Respondent: The administrator responsible for the action or inaction addressed in the complaint. When a
grievance involves a decision made by a group of persons, the Respondent shall be the person that has
the authority to make the decision about which the Grievant is petitioning under this School Policy.

Unfair: An action or inaction that is arbitrary, capricious, vindictive, lacking in justifiable cause or basis in
official policy, discriminatory with respect to treatment accorded to equals, or extreme in relation to what
would be a reasonable and available alternative course of action.

E. Procedure for Handling a Grievance

1. The Three-Stage Process

As stated in the Policy, the attempt to resolve a grievance should normally follow a three-stage process:
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a. Informal Process — The Grievant shall promptly attempt to resolve the matter informally with the official
having immediate authority over the matter.

b. School Policy — The School Policy must be invoked if the informal process fails to resolve the matter.
There is one exception. If the grievance concerns an action by the Dean, the School Policy involving
consideration of the grievance need not be followed, and the grievant may file a grievance under the
Campus Policy if the informal process does not result in a satisfactory resolution.

c. UMB Policy - If no resolution is reached through the informal and formal School mechanisms, the
faculty member may file a grievance to be reviewed under the UMB Policy.

2. Presentation of Grievance Petition

A grievance petition under this School Policy must be filed within 60 days after the occurrence giving rise to
the grievance. The grievance petition should follow a prescribed form:

a. The petition shall be submitted in writing and must be delivered in person, by certified mail or other
method providing a written receipt of delivery, to the Faculty President or the Associate Dean for
Academic Affairs, with a copy to the Dean.

b. The petition shall contain at a minimum a concise statement of the action or inaction giving rise to the
grievance, including the time-frame of the action or inaction and the name of the Respondent.

c. The petition shall specify the adverse effect that the action or inaction has had or may have on the
Grievant, and the remedy sought. Requested remedies must be limited to those that the School or
UMB has the authority to provide.

d. The petition should indicate earlier efforts made to resolve the matter (informal process) and the
results.

e. The petition should be filed with copies of available evidence or documentation necessary to establish
the merits of the Grievant's argument in support of the grievance.

f.  If the Grievant wants the petition to be handled under a confidential review process at the School
level, the petition should state this request. If the Grievant does not want the petition disclosed to the
Faculty President in the confidential review phase, this should be stated in the petition.

g. The petition must be signed and dated by the Grievant.

3. Confidential Review

If the Grievant has requested that the petition be handled under a confidential review process, the
Associate Dean for Academic Affairs will investigate the petition, consult with the Faculty President unless
this action is precluded by the Grievant, and make a recommendation to the Grievant and Respondent.
The Grievant may choose this path for any reason such as cases in which the grievance involves the
disclosure of confidential, sensitive or personal information that the Grievant would not want divulged in a
hearing process.

The written recommendation to the Grievant and Respondent will be made within 30 days of the petition

being received. The recommendation will be implemented as the final action on the grievance if it is
accepted by the Grievant. The Grievant shall have 14 days after receiving the Associate Dean's
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recommendation to determine whether it is accepted. If it is not accepted, the Grievant may proceed under
the Campus Policy.

4. Reqular Review

a. If confidential review has not been elected, and the petition has been filed with the Faculty President,
the Faculty President will forward a copy of the grievance petition to the Associate Dean for Academic
Affairs who will coordinate action to address the grievance as described in the policy. If the grievance
is against an action of the Associate Dean, the Faculty President will ask the Dean to name an
academic administrator to replace the Associate Dean. If the petition has been filed with the Associate
Dean, a copy of the petition will be provided to the Faculty President

b. The Faculty President and Associate Dean, will determine if the petition falls within the purview of this
School Policy. If the Faculty President and the Associate Dean disagree as to the applicability of the
Palicy, the grievance will be considered under the Policy if the Faculty President finds the School
Policy applicable. If the Policy is determined not to be applicable, the Faculty President will return the
petition to the Grievant within 10 days of receipt with the reason for the return stated in writing.

c. If the petition falls within the purview of this School Policy, the Faculty President shall establish a
grievance committee to consider the petition. The grievance committee shall be named within 10 days
after receipt of the grievance. The grievance committee will consist of three members: the Associate
Dean and two School faculty members chosen by the Faculty President. The Faculty President shall
name one of the members as chair of the committee. The Associate Dean is the only member of the
grievance committee who may be an academic administrator. Actions of the grievance committee
require the agreement of at least two members of the committee. If the grievance involves a decision
made by the Associate Dean, the Dean shall name an academic administrator to the committee to
replace the Associate Dean.

d. The Faculty President shall notify the Associate Dean, Grievant, Respondent and committee members
of the membership of the grievance committee and send the Respondent a copy of the grievance.

e. The Office of the Associate Dean will provide reasonable administrative support to the grievance
committee.

f. The Respondent may prepare a written response to the grievance and submit it to the Associate Dean,
who will furnish it to the Grievant and the grievance committee. A written response is due within 10
days after the Respondent receives the Grievance. If the Respondent chooses to respond at a
committee meeting, rather than file a written response, the Grievant shall have the opportunity to be
present to hear the Respondent's position. A Respondent shall be asked to provide documentary
evidence in support of the Respondent’s position if the Respondent wishes to counter any of the
written information or documents received from the Grievant.

g. The grievance committee members shall meet initially to discuss the grievance, establish a schedule
for meetings to review the grievance and submitted materials, and choose one of the appointed faculty
members to chair the committee. The Associate Dean will schedule this initial meeting.

h. The Grievant has the right to an impartial review and evaluation of his or her grievance by the grievance
committee. Potential grievance committee members are expected to request to be excused if they
have a family relationship or conflicting personal or professional ties to the Grievant or the
Respondent. Prior to the beginning of a committee's work, the Grievant or Respondent may request
the removal of any committee member(s) he or she feels would be unable to evaluate the case
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impartially. If a member does not recuse himself or herself voluntarily upon request, the Faculty
President may remove that member. When a faculty member appointed to the committee recuses
himself or herself, or is removed for any reason, the Faculty President shall appoint a replacement. If
the Associate Dean is recused or removed, the Dean shall appoint a replacement.

At any time, the grievance committee may determine that a grievance relates to a matter which does
not constitute a grievance within the scope of the School Policy or to a complaint which is insufficiently
related to the concerns of the academic community. In such cases, the grievance committee will
dismiss the petition. The decision of the grievance committee to dismiss a grievance petition will be
sent in writing to the Grievant, the Respondent, the Faculty President, and the Associate Dean.

At the committee's discretion, the Grievant and Respondent shall be invited to meet with the
committee, either together or separately, to explain their positions and attempt to resolve the
grievance. The grievant and the respondent should be given ample opportunity to explain their
positions to the grievance committee, and to present written and tangible information. The committee
may limit presentations which are redundant or irrelevant.

The meetings of the committee shall be conducted informally, with the objectives of facilitating
communication and mutual understanding of the parties' positions and seeking, through a collegial
process, workable solutions to problems that may be identified by grievances. Committee meetings
will not be recorded.

The Associate Dean will keep records of committee meetings and copies of materials submitted to the
committee.

Following meetings with the parties and consideration of relevant information, the grievance
committee will make a recommendation in the matter and the chair of the committee will communicate
this recommendation to the Grievant and the Respondent. If the Grievant and the Respondent accept
the recommendation, they will advise the committee in writing. The Dean and the Faculty President
then will be advised of the recommendation and the parties' agreement to it. If either the Grievant or
the Respondent does not accept the recommendation, the Dean and the Faculty President will be
advised of the recommendation and the parties' positions, if they have been communicated to the
committee in writing. In either case, final action at the School level is determined by the Dean, who
will advise the committee and the parties in writing of the Dean's decision. The Dean will consult with
the Faculty President before making a final decision that departs from a committee's recommendation.

The grievance committee's review of a matter should be concluded within 30 days after appointment
of the committee. The grievance committee's recommendation to the parties shall be made within 10
days after it receives the last requested information about the grievance, or has its last meeting with
either party, whichever is later. The parties should respond to the recommendation in writing within 10
days of receiving it. A recommendation from the committee to the Dean shall be made within 10 days
after receiving the parties' responses.

F. Actions of the Dean

1.

After receiving a report and recommendation, the Dean will attempt to respond within 10 days. The
Dean's response will be in writing and will be delivered to the Grievant with copies to the grievance
committee members, the Faculty President, and the Respondent. It is expected that the Dean will
give great weight to the recommendation of the grievance committee. However, the Dean is not
bound to accept the recommendation. The decision of the Dean shall be the final decision at the
School level.
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If the Dean does not accept the committee's recommendation, the Dean will state in writing what part
of the finding and recommendation is not accepted, and the reason for the Dean's action. This
statement will be provided to those persons who receive a copy of the Dean's decision.

. The Grievance File

The Associate Dean shall establish a grievance file for any grievance evaluated under this School.
Any files and minutes of grievance committee meetings will be a part of the grievance file. A
grievance file shall be maintained by the Associate Dean for a period of at least five years from the
date a grievance is filed.

. Miscellaneous

Deadlines specified in this Policy should be followed if practical. For good cause shown, deadlines
may be extended by the Dean, Associate Dean or the Faculty President.

The Grievant shall be responsible for all costs incurred by the Grievant in connection with the

Grievant’s preparation, presentation, investigation, hearing, appeal, and resolution of a grievance
under this School Policy.
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APPENDIX A. CRITERIA FOR EVALUATION OF TEACHING (Revised 5/2/2004)

Items 1-10 represent minimum criteria for Excellence in teaching. To achieve a rank of Excellent, all ten ratings mustb e “
Iltem 10 is only applicable to Regular Members of the graduate faculty.

Items 11-26 represent criteria that may contribute toward a ranking of Excellent with Promise of Distinction or Distinguished in

teaching.

agree’”.

Criteria
The faculty member:

Data Source

Notes

Rating® "

1. furnishes students with a syllabus for didactic courses or
materials for experiential or research rotations that are
complete and contains the following elements:

a. educational objectives

b. schedule or description of the rotation

c. grading system and policy

copies of syllabi as reviewed by the peer

review committee

Cv

2. employs teaching methods and methods of presentation
appropriate to the content and/or skills being taught and the
teaching scenario

observation by peer review committee

individual students vs. small group
vs. lecture vs. laboratory, etc.

3. employs assessments that:

a. reflect the objectives of the course (or rotation, unit,
activity)

b. are appropriate to the objectives, content and skills being
assessed

copies of assessments

4. speaks in a manner that is readily understandable by
students and is appropriate to the level of knowledge/ability
of the students

observation by peer review committee;
student evaluations

5. provides instructional materials that are clear and readily
understandable

copies of teaching materials;
student evaluations

6. employs instructional activities that promote the
development of student skills (communication skills,
problem solving skills)

description of course activities in the
syllabus

per the terminal outcomes of the
curriculum

7. assumes a teaching load consistent with the needs of
the school, department, and the expertise of the individual
faculty member

teaching section of CV;
statement from vice chair and/or chair

Teaching load includes entry level,
non-traditional, graduate, resident,
fellow and other teaching activities

8. teaches in a manner that is judged to be interesting,
effective and fair by students

student evaluations

9. is up-to-date and knowledgeable in the area of
instruction or proficient in clinical skills

observation by peers and review of
teaching materials

10. mentors and/or serves on dissertation committees as
primary advisor or committee member

Doctoral thesis completed under
chairmanship and/or graduate students
supervised section of CV
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Criteria
The faculty member:

Data Source

Notes

Rating®"

11. assumes responsibility for improving instructional
and/or training programs through:

a. designing/redesigning courses or units within courses
b. developing new programs such as residencies,
fellowships, continuing education programs, curricular
pathways

in supplemental section of CV, note
innovations undertaken

12. assumes a leadership role in integrating disciplinary
content throughout the curriculum

statements from peer coursemasters,
associate dean, vice chair or chair, or
Curriculum Committee

13. assumes a higher than expected teaching load

teaching section of CV
statement from vice chair and/or chair

14. participates in and facilitates interdisciplinary and/or
elective collaborative teaching efforts beyond assigned
teaching responsibilities

teaching section of CV
statements from peer coursemasters,
associate dean, vice chair or chair, or
Curriculum Committee

Faculty should receive credit for
participating in course like ISAT,
PHAR 516 or career development
and planning course/activities

15. provides leadership in the development of teaching
skills among faculty

statements from associate dean, vice
chair or chair, or Curriculum Committee

Faculty receive credit for undertaking
self development in the areas of
teaching and sharing what they have
learned with other faculty, in order to
aid the overall development of
teaching within the faculty

16. coordinates the evaluation of teaching activities and
provides feedback to participants in those activities

statements from associate dean, vice
chair or chair, or Curriculum Committee

Faculty should receive credit for
conducting assessment of teaching
in a course/unit in such a manner
that they can and do provide
constructive feedback to other
faculty participating in the course/unit

17. develops innovative techniques or methods for
instruction

presentation of materials in teaching
package provided to peer review
committee; authorship of educationally
focused lectures, presentations,
publications; in supplemental section of
CV, note innovations undertaken

18. develops innovative techniques or methods for
assessing learning

presentation of materials in teaching
package provided to peer review
committee; authorship of educationally
focused lectures, presentations,
publications; in supplemental section of
CV, note innovations undertaken

62




Criteria
The faculty member:

Data Source

Notes

Rating®"

19. employs methods of assessment that furnish
information regarding the specific strengths and
weaknesses of the skills and knowledge of individual
students

copies of assessments

assesses knowledge, skills and
abilities relating to problem solving,
patient care and other curricular
outcomes

20. advises, assists, motivates individual students and/or
student organizations

statement from associate dean; teaching
section of CV

21. facilitates the development of career planning for
individual students aside from assigned responsibilities as
an advisor

in supplemental section of CV, note the
accomplishments and placement of
former graduate students, postdocs and
residents

22. receives awards or honors for teaching or educational
accomplishments

Ccv

23. students/residents present research at local/national
professional or scientific meetings

papers read at scientific or professional
meetings section of CV

24. students/residents are 1% author in refereed scientific
journals

publications in refereed journals section of
CcVv

25. students/residents receive awards and/or fellowships

doctoral thesis completed under
chairmanship, and/or post doctoral
scholars supervised, and/or graduate
students supervised section of CV;
teaching section of CV

26. graduates/residents are in positions of significance in
academia, practice, pharmaceutical industry or
organizations, or the federal government

doctoral thesis completed under
chairmanship and/or post doctoral
scholars supervised section of CV

4 For items 1-10, rating options are agree or disagree, although item 10 is not applicable (NA) to candidates who are not Regular Members of the graduate faculty.

® For items 11-26, rating options are strongly agree, agree, or no evidence.

Peer Reviewer’s overall rating:
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