	University of Colorado Denver School of Medicine
Faculty Recommendation Form

Instructions

(Revised 9/9/2009)

	1
	Contact Name
	Person to contact for questions and retrieval of paperwork.

	2
	Contact Phone
	Phone # of contact person.

	2
	Position #
	Peoplesoft Position #

	3
	Posting #
	Peoplesoft Job Posting # (replaces Requisition #)

	4
	Today’s Date
	Date form was completed.

	5
	Name
	Faculty member’s first, last, middle initial and primary degree.  

	6
	Campus Box #
	Campus box number

	7
	Office Phone
	Office phone number

	8
	Employee ID# (or POI#)
	Employee ID#, if paid by Univ, or POI#, if not paid by Univ.

	9
	Office Address
	Office address, if off campus.

	10
	Email
	Primary and secondary email addresses.  

· Indicate N/A if no email address is available.

	11
	Home Address
	Home address

	12
	Home Phone
	Home phone number

	13
	DOB
	Date of birth

	14
	Gender
	Gender

	15
	Citizenship
	Indicate whether faculty member is US citizen.

	16
	Degrees Attained
	Indicate all degrees that have been attained by faculty member.

	17
	Race/Ethnicity
	Indicate which identifier best describes faculty member.

	18
	Primary Department
	Indicate primary department or outside School/Campus.

	19
	Secondary Department
	Indicate secondary department, if applicable.

	20
	Division/Section
	Indicate Division or Section, if applicable.

	21
	Center/Institute
	Indicate Center or Institute, if applicable

	22
	Effective Date of Action
	Date the requested action will begin, if approved.

	23
	Ending Date of Action 

(If applicable)
	Date the requested action will end, if approved.  

· Actions which require ending dates are: limited appointments, sabbaticals, leave of absences.

	24
	Requested Action(s)
	Indicate which action is being requested by this FRF.  

· New Appointment (primary or secondary)

· Reappointment (primary or secondary)

· Promotion 
· Tenure Award (choose if Award of Tenure it being proposed.)
· Termination (choose reason from drop-down list).  If faculty member is resigning, answer 3 questions below termination reason drop-down box.
· Regular to Clinical 

· Clinical to Regular 

· Administrative change (choose if administrative appointment is being proposed or ending.)

· Salary adjustment (Note: Salary increase request must be accompanied by salary increase justification as indicated in Fiscal Rules.)

· FTE Change (Note: for regular faculty, if change is to above or below .5 FTE, faculty type will change.)

· Sabbatical Request (Indicate beginning and ending date of sabbatical in “Effective Date of Action” and “Ending Date of Action.”)

· Return from Sabbatical (Indicate date returning from sabbatical in the “Effective Date of Action” field.)

· Transfer between departments (Indicate which department faculty member is transferring from).
· Transfer between divisions (Indicate which division faculty member is transferring from).
· Leave of Absence (Indicate beginning and ending date of LOA in “Effective Date of Action” and “Ending Date of Action.”  Also choose whether the LOA is paid or unpaid.)

· Return from Leave of Absence (Indicate return date from leave of absence.)


	25
	Current Status
	Leave Current Status section blank if the requested action is a new appointment.  Complete remaining fields in “Current Status” section only if faculty action is for faculty member with current appointment.

	26
	Current Status - Rank
	Indicate the rank this faculty member currently holds.

	27
	Current Status - Appointment Type
	Indicate whether faculty member currently holds a limited, indeterminate, at-will, tenured or tenure criteria appointment.

	28
	Current Status - Faculty Type
	Indicate current Faculty Type:
· Regular-Univ (>50% FTE, University paid or Affiliate paid)

· Regular-Other (paid outside of SOM, other than by an affiliate institution.)
· Clinical - Paid (<50% FTE)
· Clinical - Volunteer (unpaid)


	29
	Current Status – Appointment Location
	Indicate the location where the faculty member receives the majority of their salary/benefits; or, if unpaid, where they perform the majority of their teaching, research or clinical services.

	30
	Current Status – Status of Appointment
	· Indicate “Visiting – Awaiting Approval” if faculty member is being appointed at Associate Professor or Professor level and is awaiting approval of dossier.

· Indicate “Tenure - Awaiting Approval” if the Award of Tenure is being proposed along with new appointment and is awaiting approval.
· Indicate “Visiting – Temp” if the appointment being proposed is temporary (i.e., someone on sabbatical from another institution).

	31
	Current Status – VA Eighths
	If faculty member receives a paycheck from the VA, indicate how many eighths they are employed at the VA, i.e., 5, 6, etc.

	32
	Current Status - Admin Appointment
	Indicate if faculty member currently holds administrative position, i.e., Chair, Vice-Chair, Project Director, etc.

	33
	Current Status - Academic FTE
	Indicate current total FTE, including responsibilities at both University and Affiliates.  Note: volunteer appointments are 0% FTE.

	34
	Current Status - Salary
	Indicate current salary paid by University.   

· For affiliate or volunteer clinical faculty, indicate with N/A.


	35
	Proposed Status - Rank
	Indicate rank that is being proposed.
· If change in rank is not being proposed, indicate the current rank of the faculty member. 

	36
	Proposed Status - Appt Type
	Indicate proposed appointment type: limited, indeterminate, at-will, tenured or tenure criteria.
· If change in appointment type is not being proposed, indicate the current appointment type.

	37
	Proposed Status - Faculty Type
	· Indicate proposed Faculty Type:
· Regular-Univ (>50% FTE, University paid or Affiliate paid)

· Regular-Other (paid outside of SOM, other than by an affiliate institution.)
· Clinical - Paid (<50% FTE)
· Clinical - Volunteer (unpaid)

· If change in faculty type is not being proposed, indicate the current faculty type.

	38
	Proposed Status – Appointment Location
	Indicate the location where the faculty member receives the majority of their salary/benefits; or, if unpaid, where they perform the majority of their teaching, research or clinical services.

	39
	Proposed Status – Status of Appointment
	· Indicate “Visiting – Awaiting Approval” if faculty member is being appointed at Associate Professor or Professor level and is awaiting approval of dossier.

· Indicate “Tenure - Awaiting Approval” if the Award of Tenure is being proposed along with new appointment.

· Indicate “Visiting – Temp” if the appointment being proposed is temporary (i.e., someone on sabbatical from another institution).

	40
	Proposed Status – VA Eighths
	If faculty member receives a paycheck from the VA, indicate how many eighths they are employed at the VA, i.e., 5, 6, etc.

	41
	Proposed Status - Admin Appointment
	Indicate proposed administrative appointment.  

· If new administrative appointment is not being proposed, indicate current administrative appointment, if applicable.

	42
	Proposed Status - Academic FTE
	· Indicate current total FTE, including responsibilities at both University and Affiliates.  Note: volunteer appointments are 0% FTE.

· If no change in FTE is being proposed, indicate the current FTE.

	43
	Proposed Status - Salary
	Indicate proposed salary to be paid by University.   

· For affiliate or volunteer clinical faculty, indicate with N/A.  

· If no change in salary is being proposed, indicate the current salary.

	44
	Signatures
	Obtain signatures from Primary Department Chair, Secondary Department Chair, and Division Head or Center Director, if appropriate.


