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Cover letter
A cover letter should accompany the personnel action packet and include:
· a statement of the personnel action and rank requested and the date it is to be effective 

· for Faculty Members with a joint appointment, indicate the proportion of the appointment 
· information about any extenuating circumstances that reviewers should be aware of, such as additional work taken on during a colleague's absence or during a position vacancy 

· a brief overview of how you have compiled your packet, such as how supporting documents are arranged 

I. Face Data
A. Name: 
Hit return after the above heading and the text style changes to “body text” 
B. Current Rank: 

C. Cooperative Extension Office and Location:

D. Professional Experience:

(Provide a list of previous salaried positions, with dates, beginning with the most recent.) 

E. Educational Background:

(For each degree obtained, provide field, institution, and date received.)
II. Record of Actions
 A. Initial Probationary Appointment:
(Provide date of hire, rank, and number of years credit towards any continuing contract, if any.) 

B. Reappointments:
(Provide effective date and length of each reappointment.) 

C. Promotion(s):
(Provide effective date and new title and rank information for any promotion.) 

D. Continuing Contract Recommendations:
(This section will be completed as the application for Continuing Contract moves forward.)
 

	1. Promotion Review Committee’s Recommendation:

	Positive ____
	Negative ____
	Date:

	2. Program Administrator’s  Recommendation:

	Positive ____
	Negative ____
	Date:

	3. Director’s Recommendation:

	Positive ____
	Negative ____
	Date:

	4. Chief Academic Officer’s Recommendation:

	Positive ____
	Negative ____
	Date:

	5. President’s Recommendation:

	Positive ____
	Negative ____
	Date:


E. Exceptions to  Board of Trustees Policy:
(not applicable to Faculty Members with majority Extension appointments) 

F. Transmittal Letters:
(The appropriate administrative review letters will be inserted in the application for continuing contract as it moves forward.) 

1. President 
2. Chief Academic Officer 

3. Director 

4. Program Administrator 

Candidate’s Profile
A. Job Description

(Include a copy of your current job description, followed by a listing of the Performance Areas with days and weights assigned to each and the POW issues and outcomes addressed in Performance Area I. Please provide a space at the bottom of the page for your Program Administrator’s signature and date.)
Examples of Performance Areas with weights and POW goals:
	Performance Area
	Days
	Weight (%)

	I - Educational Program Development*
	140
	61

	II - Undergraduate and Graduate Teaching and Advising
	n/a
	n/a

	III - Scholarship and Professional Activity
	40
	17

	IV - Organizational Support
	20
	9

	V - Public Service
	5
	2

	Unassigned
	25
	 11

	Total
	230
	100


Program Administrator: _________________________      Date: ____________
1.*Under Educational Program Development, select one or more of the 18 Maine POW Issue Areas that your POW will address in Alignment with your job description:
	Aging Lifestyles

	Agriculture - Crops

	Agriculture - Sustainable Business Management

	Coastal and Marine

	Community Development: Capacity-Building Skills

	Entrepreneurship - Small and Home Based Business

	Environmental Education - Sustainable Living

	Family Relations and Transitions

	Food Safety

	Forestry and Wildlife

	Health Literacy, Disease and Our Health Care System

	Healthy Lifestyles

	Home Horticulture

	Maine Livestock Industry

	Pest Management

	Sustainable Communities

	Watershed Management

	Youth Development


2. For each of the state areas that you select, identify the number of planned days for each that totals the number of days allocated to Educational Program Development.
Samples: For a faculty member focusing on tourism economic development:
                                                                                                            DAYS
· Sustainable communities                                                           60 

· Entrepreneurship: Small & Home Based Business                    40 

· Community development capacity building skills                       40 

For a faculty member engaged in youth development, childhood obesity prevention, and after school child care:
· Youth development                                                                    70 

· Healthy lifestyles                                                                        40 

· Sustainable communities                                                           30 

Success Story or Program Summary

If you are using a success story use the UMCE “Key Components for a Success Story” format.  The six components of a success story PPPPI &C. 

If using the program summary include the various aspects or parts of program development, implementation and evaluation you used in the program you are describing as well as the impacts.  

B. PERFORMANCE AREAS, CRITERIA, INDICATORS, AND STANDARDS

· Faculty performance will be evaluated using the criteria, indicators, and standards for each performance area. It is expected that evidence of activity and increasing quality of performance in each criterion in each applicable performance area will increase with time in rank. 

Faculty Members are referred to IV. Faculty Performance, Reappointment, Promotion, and Continuing Contract Performance Areas, Criteria, Indicators, and Standards for details. That information should be used in preparing your packet for submission to ensure that all applicable criteria, indicators, and standards have been addressed.
The performance areas and criteria to be addressed are:
Performance Area 1: Educational Program Development
Criterion 1. Conducts issues and needs assessment

When you have a reference to an item you are including in your appendix you can use the INSERT – Reference – Caption -  
This will be the Title to the Appendix Item - See Appendix:  1
It will automatically number your appendix items and renumber if you add something in between listings. 
Here is the Second One - See Appendix:  2

Criterion 2. Sets goals and outcome-based objectives

Criterion 3. Designs, delivers, evaluates, refines, and reports programs


Criterion 4. Engages in professional development to enhance teaching preparedness and effectiveness


Criterion 5. Conducts or collaborates on applied research to support program development


Criterion 6. Seeks and acquires grants, contracts, and special funds in support of educational program development


Criterion 7. Demonstrates educational program leadership

Here’s another appendix listing - See Appendix:  3
Performance Area II: Undergraduate and Graduate Teaching and Advising (if applicable)

Criterion 1. Teaching philosophy, strategies, and approaches

Criterion 2. Efforts to address multiculturalism, gender, and international issues, and other curricular goals of UMS
Criterion 3. Efforts to enhance teaching effectiveness
Criterion 4. Courses taught
Criterion 5. Special teaching assignments or innovations
Criterion 6. Strategies and approaches to student advising
Criterion 7. Advising commitments for honors theses, master’s theses, and doctoral dissertations
Criterion 8. Students evaluations

Performance Area III. Scholarship and Professional Activity

Criterion 1. Scholarly works completed and in progress
Criterion 2. Unpublished professional presentations

Criterion 3. Other scholarly activities

Performance Area IV. Organizational and Campus Service
Criterion 1. Serves on organizational committees

Criterion 2. Serves on search and interview teams

Criterion 3. Enhances skills and knowledge of County Executive Committees and other advisory groups

Criterion 4. Builds and sustains UMCE linkages with UM and UMS

Criterion 5. Conducts administrative roles and responsibilities

Criterion 6. Demonstrates commitment to UMCE and UM diversity goals

Performance Area V. Public Service

Criterion 1. Presentations and programs that do not require engagement in the full educational program development process

Performance Area VI. Awards and Recognition

Criterion 1. Type of award or recognition

Faculty Name

Curriculum Vita
Personal information 

· name 

· address 

· phone number(s) 

· email 

Academic background 

· Postgraduate work 

· Graduate work or degree(s), major and minor, thesis and dissertation titles, honors 

· Undergraduate degree(s), major and minor, honors 

· Professional license(s) or certification(s) 

Academic and teaching experience 

· Courses taught 

· Courses developed 

· Innovation in teaching 

· Teaching evaluations 

· Technical and specialized skills 

· Related and other experience 

Professional and academic honors and awards 

· Professional development 

· Conferences and workshops attended 

Research and scholarly activities (indicate those that are peer-reviewed) 

· Journal articles 

· Conference proceedings 

· Poster Sessions 

· Books 

· Chapters in books 
· Magazine articles 

· Papers presented 

· Electronic articles 

· Work currently submitted 

· Work in progress 

Grants 

· Proposals submitted, amount requested, outcome, amount of award (if any) 

· Proposals in progress 

Public Service 

· Academic 

· Professional 

· Community (utilizing your skills and expertise as a Faculty Member) 

Affiliations and memberships 

Foreign language abilities and skills 

Consulting work 

Volunteer work 

References 
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