Faculty Coordinator Workshop
April 7, 2011
Introduction
Handouts
EDB (Educational Database)
1. Binder, Table of contents (with CD included), Use the templates on FAPD.
Section 1: CV (John Doe format)
2. Include a copy of the candidate’s CV, most coordinators should have access to FEDS in order to obtain a copy of the CV.
Section 2: Personal Statement
3. The candidate must prepare his/her own personal statement (1 page in length) to speak to how much teaching they provide, and their philosophy regarding their teaching or teaching style. This section is also the place where the candidate may emphasize any specific innovations or course work that they have created/implemented (i.e. creating a new course, writing a book that is used in the course, patents, etc.)
Section 3: Teaching Activities
4. Should include all teaching from the last 3 years. Internal Teaching only
a. Section 3A- Undergraduate Medical Education (UME).  This section is for instruction given to medical students only. Didactic teaching activity typically within in a classroom setting & within the School of Medicine). Can be taught in the form of a lecture, small group, workshop or in a lab setting (however, mentoring is listed in Section 3D). Section 3A should not include students in other schools such as SAS.
b. Section 3B- Biomedical Graduate Studies This section is for instruction given to graduate students in any BGS program. Didactic teaching activity taught in the form of a lecture, or seminar or graduate group setting. Candidate should specify and be sure that the information in this section is didactic and not mentoring!
c. Section 3C- Graduate Medical Education (GME) This section is for instruction given to residents and fellows. Also didactic teaching activity taught in the form of a lecture, small group, or workshop setting. Candidate should specify and be sure that the information in this section is didactic and not mentoring!
d. Section 3D- Clinical teaching. This is for what is often referred to as “Bed-side teaching.” Taught to a variety of students, but should not include other faculty. Mostly a supervisory teaching activity (Preceptor, Attending, etc). Be sure to specify the location (outpatient/inpatient clinic, ER, etc) at Penn Med or any of the affiliates. 

e. Section 3E-Mentoring/Research. One on one (or small group setting) mentoring with trainees, including a variety of students (i.e. post docs, medical students, fellows, junior faculty, etc) on various research projects, scholarly pursuit or career mentoring at Penn Med or any of the affiliates. The OUTCOME section must be filled out including the specific outcomes for each research project (i.e. peer reviewed articles, abstracts, awards, posters, other articles, etc.  Status of designated Outcome may be “in process.”).

f. Section 3F- Continuing Medical Education CME. Teaching activities performed internally or externally to a variety of audiences where the attendees receive CME credit.  CME teaching does include Grand Rounds.

Section 4: Administrative Teaching Activities

5. Should include all activity from the last three years. This section reflects the candidate’s “good citizenship” in the Medical School.

a. Section 4A-Adminstrative Efforts include being a course director, sitting or chairing a variety of Penn Med committees (i.e. Admissions committee, residency selection committees, Education officer, etc) Internal only
b. Section 4B-Thesis Committee includes chairing thesis committees or dissertation committees. If they do not chair these committees, this activity may be considered mentoring, thus belonging in section 3D. Internal only
c. Section 4C- Other Educational Activities include teaching that does not fall into any of the other categories. (Some candidates teach high school students, SAS students, Bioengineering students, etc and that teaching would go in this section along with guest lecturing that is not for CME credit, some teaching done for the community, etc).
Section 5: Evaluation Data
6. Hamster report will be inserted in this section for most candidates. Candidates that have BGS data may contact Colleen Dunn and CME data should be retrieved from the director or administrator for that teaching event. If candidate only has hard data/handouts, the EO needs to summarize the final score/rating.
Section 6
6a. Education Officer Letter. This section includes a letter from your Departmental Education officer and must be signed. This letter is important in clarifying any outlier data, summing up the EDB, and highlighting the exceptional work performed by the candidate. This letter must reflect what is listed in the EDB and must be in the format provided on the Faculty Affairs website http://www.med.upenn.edu/fapd/EducationalDatabase.shtml
6b. Graduate Group Chair letter. This section should only be included if the candidate is a member of a graduate group and should describe the candidate’s participation in graduate student training.
6c. Other Letters: This is section is only required if the candidate has evaluation data that falls below the absolute standard minimum or does not meet expectation. There should be letters from all types of trainees that speak to the candidate’s strong teaching/mentoring efforts in their opinion.
Questions

Always feel free to contact myself or Anna Delaney with any questions or concerns.

