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Composition of COSFAP

• Professors 10

• Associate Professors 4

• Assistant Professors/Instructors 4

• Students 2 (M2 & M3)

• Meetings every 4th Wednesday of the month @ 

8-9am

CV template and COSFAP policies and guidelines @ Medical 

Staff Office website: http://iris.rush.edu/mso/index.html

Medical Staff Office contact: Lolesia_Johnson@rush.edu

phone 2-5496
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COSFAP Function

• Review of nominations from department 

Chairs for appointment or promotion

of an individual to senior faculty rank

– Associate Professor

– Professor 
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Process of Promotion

• Promotions can be in any primary or conjoint 
Department(s) without prejudice to the Faculty 
member.  

• It is unnecessary to receive the permission of the 
other conjoint Departments or the primary 
Department to recommend a Faculty member for 
advancement. 

• The process involves two steps:
– The individual must be nominated by his/ her primary or 

conjoint department chairperson to the Dean. 

– The nomination is then forwarded by the Dean to COSFAP 
for review and recommendations.  

– In some instances a proposed appointment arises from a 
search committee for a department chairperson or section 
director.  Under these conditions, the recommendations of 
the search committee and the supporting materials can 
significantly expedite the evaluation by the Committee and 
should be included with the nomination. 
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Appointment to Senior Faculty Rank

• Appointments to senior faculty rank at other 

institutions may be considered in assessing a 

proposed faculty appointment, but will not be 

the sole determinant in recommending a 

specific faculty rank. 

• All requirements for appointments with regard 

to packet preparation are the same as for 

promotion 









a. Evidence that an developed by the 

candidate serves as a model for other institutions (i.e., 

letters from colleagues stating this point, published teaching 

tutorials, novel teaching approaches and/or courses/lectures 

developed by the candidate adapted by other institutions, 

etc).

b.

c.

d. of students/residents/fellows/trainees/nurses

e. .

f. at other academic institutions.

g. by professional societies.

h. , or reviews published 

in peer review journals.

i. in peer review journals based upon 

teaching or course development in areas related to medical 

school or postgraduate teaching.  

k. with 

supporting documentation (i.e., description in letters of 

endorsement or letter from the Department Chairperson).

l. .

m. in national, international, or interinstitutional

educational activities.















•Teaching

•Research/scholarly

•Clinical 

•Administrative 





•Teaching

+

•Research/scholarly

•Clinical 

•Administrative 
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Steps in the Promotion Process
• Start as soon as you become Assistant Professor

• Discuss your level of preparedness at annual reviews with your 
chairperson

• Preparation for the next step is a continuous process

• Initiation by faculty/chairperson

• Package
– CV

– Chair’s Letter

– Evaluation letters

– Endorsement letters

– Advisory Committee approval

– Reprints (if research is one of the grounds)

– Any additional supporting documentation

• Package submission to the Medical Staff Office

• Approval by the Dean

• COSFAP chair review & assignments

• COSFAP committee review (3 members) & approval

• Faculty Council review & approval
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Timeline of the process

Assistant Professor

Associate Professor

Professor

Minimum 5 years

Minimum 5 years

month5y

initiation

1      2       3      4      5       6       7

Package 

submission 

Med Staff 

Office

Approval by 

the Dean

Solicitation 

of letters

COSFAP Review 

& Approval

Faculty Council 

Review & Approval

Self empowerment!

0
Work towards next step
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Nomination Packet

Clearly identified sections and subsections:

• Department Chairperson’s letter:
– Grounds for promotion

– Candidate’s role in the department's programs

– Summary of each area of performance 

– Summary of letters/distinction between evaluation and 
endorsement letters

– Recommendation of the Advisory Committee

• Letters of support (signed!)
– Letters of evaluation 3/5

– Letters of endorsement

• Curriculum Vitae (COSFAP CV template format)

• Reprints 3 (required if basis of promotion includes 
research)

• Teaching documents (required if basis of promotion 
includes teaching) 
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What are the changes?

• Only packets that are in compliance with 
COSFAP Policies and Procedures will be 
reviewed by the Committee

• Eligibility with advanced degree only

• Department Chairperson’s letter

• CV format

• Advisory committee approval

• Requirements for documenting teaching excellence

• Requirements for evaluation letters (independent 
assessment) +statement: “would qualify for the 

promotion in any of the tracks that they use at the 
evaluator's institution”. 

• Letters from former trainees
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Common mistakes

• Lack of compliance:

– Chair’s letter

– CV

• Format

• Content

– Ineligible evaluators

– Insufficient number of evaluation letters

– Absence of teaching documentation

– Absence of letters from former trainees
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:

• Chairperson will not promote you

• Talk to him/her and ask what else you need to do 

to get promoted. Get it in writing.

• At any one time, it is your right to file a grievance 

against the individual whom you think unfairly 

blocks your promotion from going ahead.
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:

Advisory committee of the 

Department will not support your 

promotion

The Chairperson of the Department still could 

put you up for promotion
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You do not know where your 

application is at any one time

You have the right to know where your application 

is. When all else fails, the person most likely to 

know is Lolesia Johnson in the Medical Staff Office 

(2-5496 )
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You heard your application was Tabled 

by COSFAP

Your Chairperson will in this case have received (or 

will receive within a few days) a letter outlining what 

additional information the committee would like to 

receive before it makes a decision. Ask your 

Chairperson to see the letter. Note that your 

Chairperson also can appear in person before 

COSFAP at its next meeting to clarify the situation. 

Also, should he/she be willing to do so, your chair 

can plead to case (to explain why you deserve to be 

promoted). 
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Your application is disapproved by 

COSFAP

Things could be worse. Your Chair can resubmit 

an amended application.
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More than 90% of applications presented to COSFAP 

are approved, either directly or soon thereafter (after  

answering a question raised by COSFAP).

More often than not,  applications who are 

disapproved are subsequently approved when a 

revised version is submitted six or more months 

later.

The applicant and his/her Chairperson  really have 

the fate of the applicant in their hand.
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My contact info: 

Susanna_Chubinskaya@rush.edu

phone: 26699

• GOOD LUCK !!!

Goal: To make promotion a happy journey

Do not Despair

No Magic is involved in the 

process


