Planning Ahead for Success in the Reappointment/Promotion Process
It’s important to develop a system for managing your workload and organize the information you will need to prepare documentation for the reappointment/promotion process. Planning ahead will make your job easier. The following are some tips for success.

Position Description

The basis of your appointment as a faculty member is a position description, with responsibilities clearly listed and categorized according to the university criteria for reappointment and promotion. Be sure to share a copy of this with your mentor.

Mentoring and the Development of Performance Area Goals

Take advantage of the mentoring process. Developing performance area goals with your mentors provides you with a framework to meet both the responsibilities of your position description and the university criteria. Informal mentoring among other colleagues is also a good way to gather information and advice as needed.

Curriculum Vitae (CV)

Using the guidelines available on Plugged-In by the end of the first year, prepare your CV and have it reviewed by your mentor, peer committee and Program Administrator.

Focusing Your Efforts – Finding a Niche

As your career progresses, you will determine a focus area. This most likely will depend on your program interests and strengths, as well as clientele needs and available resources. To strengthen your efforts in this area:

· Join Extension program leadership teams, strategic planning groups and event planning committees which relate to your focus.

· Join other related professional associations.

· Proactively seek related opportunities in your county, such as membership on advisory councils, coalitions, and projects with other organizations.

· Respond to related grant opportunities.

Your job as a faculty member encompasses a broad variety of responsibilities; sometimes there is flexibility and other times there is not. The key to success in this area is: When you have the opportunity to make a choice, choose wisely in support of your focus.

Evaluation and Documentation of Impact

Through evaluation, document your program effectiveness and the impact of your programs on clientele on a regular basis. Select appropriate methods, such as evaluation forms, pre/post tests, end-of-program evaluations, or other methods. In addition, document and evaluate outreach of paid staff and volunteers, using similar evaluation tools and data collection methods.

Keeping Track of Numbers

When you conduct a program, it is important to keep track of data which will be used in completing your reappointment/promotion packets. This data includes program participation numbers, as well as data related to your role and percentage of participation in collaborative efforts.

Collecting Materials to Document Your Work

Develop a system which will help you organize your materials. You may wish to file by the three criteria (Educational Programs, Applied Research and Scholarly Work), by major program, or any other method with which you are comfortable. Types of materials to file:

· Program evaluation summaries.

· Program/workshop/lesson plans.

· Curriculum you developed.

· Sample educational materials you developed – scripts of audio visuals, power point presentations, and computer materials.

· Documentation of outreach by those you trained – evaluations, letters of commendation or appreciation, news articles.

· Copies of program impact reports.

· Evaluation summaries.

· Letters requesting materials you developed or other items which document use by others.

· News articles, especially those written about you and your program efforts.

· Copies of journal articles, publications, abstracts, professional meeting programs indicating your name as a presenter, and any other items which document your impact within the profession.

· Grant proposals, reports, abstracts, and letters from grantors.

· Research instruments, results and related papers; needs assessment tools and results.

· Printed programs, reports, and project results from involvement in professional associations, listing your name and role.

· Letters, agendas, and printed programs documenting involvement in collaborative efforts with external agencies and groups, as well as membership on local, state, regional and national boards.

· Letters of appointment, project results, reports relating to involvement in Extension campus departments, college and university committees.

· Letters, copies of certificate, etc., relating to awards and other recognition you have received.
