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Overview:

To complete the Peer Reference process, you will use RPT to solicit evaluations from proposed
references using a templated questionnaire and customized message (which will include evaluator
instructions along with the candidate’s CV). RPT will track the received responses and will automatically
send reminders based on the deadline that you have identified. The Peer Reference process is finished
once you have received 6 completed evaluations. Then you will upload all remaining dossier documents
into RPT before submitting the case to OAA.

Before you start, make sure you have:

Access to the candidate’s case in Interfolio RPT

o Reach out to your department resource in OAA if you do not see the case in your queue
A copy of the candidate’s CV downloaded from FEDS
The Peer Reference Questionnaire fillable PDF downloaded from the OAA website
The Evaluator Instructions downloaded from the OAA website
The candidate’s Peer Reference Submission Form including full names and email addresses for
all References

o Refer to the Peer References Guidelines when you vet the provided names against the
required reference criteria

Customized and saved the templated Peer Reference Solicitation Message with candidate’s and
department Chair’s (or Division Chief’s) information included in the appropriate sections.

Step one—the Set-Up:

1.

2.

Enter candidate info. in Peer Reference Questionnaire (fillable PDF):
o Candidate name and degree
o Action type
o Proposed rank
o Area of Concentration (please be as succinct as possible, no more than 70-80 characters)
o Primary Practice Site (field/specialty plus location - e.g. Pulmonary Ambulation at HUP)
Upload documents to Interfolio RPT Case (Peer Reference materials only. NOT full dossier)
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https://www.med.upenn.edu/oaa/assets/user-content/documents/Academic%20Review/Dossiers/AC_PeerReferenceRequestSample.pdf
https://www.med.upenn.edu/oaa/assets/user-content/documents/Academic%20Review/Dossiers/Evaluator%20Instructions.pdf
https://www.med.upenn.edu/oaa/assets/user-content/documents/Academic%20Review/Dossiers/Peer%20Reference%20Submission%20Form.xlsx
https://www.med.upenn.edu/oaa/faculty-affairs/peer-references-/-clinical-evaluations.html#PeerReferences1
https://www.med.upenn.edu/oaa/assets/user-content/documents/Academic%20Review/Dossiers/Templated%20Solicitation%20Message.pdf

o Candidate’s FEDS CV (and Grants pages if applicable) — in Candidate section

Case Materials ~ Case Details °

Search case materials by title

o =3

© Expand All @ Collapse All [ Share

Candidate Packet

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The candidate will be able to replace or delete any

files in an unlocked section before they submit.

~ Candidate Documents @ ei

C.V. 1 required

No files have been submitted.

Personal or Research Statement 1 required

No files have been submitted.

o Peer Reference Questionnaire w/completed candidate info. — in Department Materials
section
o Evaluator Instructions — in Department Materials section

s~ Department Materials

Required Documents: f

= Reference Letters (1 Minimum) - upload to External Evaluations Section
= EEO Report
= Academic Plan

Teaching Report
Department Letter

Optional Documents:

= Clinical Performance Evaluation
= Letter to Reguest Change in Title and Status

Forms:

= Request Form
= Department Vote

Step two—Prepare & Send Solicitation:
1. Scroll to the ‘External Evaluations’ section of the case and select ‘Request Evaluation’

EVIEW, FIQINOUON @i Tenune

I Cases
Templates > PSCS Materials Add File

Administration

Reports )
xternal Evaluations Request Evaluation Add File

Users & Groups
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https://www.med.upenn.edu/oaa/assets/user-content/documents/Academic%20Review/Dossiers/Evaluator%20Instructions.pdf

2. Inthe ‘External Evaluator Information’ section, add in the name and email address for each
reference. Select the ‘Add Another Evaluator’ button until all references have been included

Home

Faculty Search

Positions External Evaluator Information

Administration First Name *

Last Name *

Request External Evaluation

Email Address *

et Robert Smith | rsmith@thecure edu | x
Users & Groups
Jim Morrison jmorrison@thedoors.edu x
Review, Promotion and Tenure
I Cases
Michael Jordan mj@nba.edu x
Templates ‘ i@

Administration
I £ Add Another Evaluator |

Reports

Users & Groups

3. Create Solicitation Message

In the ‘Message to Evaluator’ section:

= The ‘From Name’ box will be prepopulated with ‘University of Pennsylvania’, so you
must change it to ‘PSOM + your DEPARTMENT NAME + Faculty Affairs’ (e.g., PSOM

Psychiatry Faculty Affairs, PSOM Department of Medicine Faculty Affairs)

=  The ‘Reply-to’ box will be prepopulated, so you will need to confirm that your email

address (the FC’s) is listed

® In ‘Subject’ enter: Request to evaluate Dr. CANDIDATE’S NAME

» Copy & paste customized™ Solicitation Message in ‘Message to the Evaluator’

*If you have not already done so, you MUST enter candidate’s name & PPS, proposed action

& rank, as well as name of Department Chair/Division Chief to customize the solicitation

Message to Evaluator

aluation of the candidate. Your reg

1include a personal mess:

Once completed, evaluators submit their reviews through Interfolio's secure delivery system

From Name

Reply-to

e to the evaluator and documents to aid the evaluator in their review.

‘ PSOM Psychiatry Faculty Affairs

tulios@upenn.edu

Subject

[ Request to Evaluate Dr. Julia Child

Message

mE| B I &|x= iz E [~ o]

Dear Valued Collzague,

We are evaluating Dr. Julia Child [Primary Practice Site: Psychiatry, CHOF) for Promotion to Associate Professor in the Academic Clinician track at the Perziman School of Madicine at the Univarsity of

Pennsylvania. You have been identifisd a5 a colleague who is familiar with this candidate's teaching, academic accomplishments, and'er Arsa of Concentration. Pleasa follow the instructions below
to complete this brief 4 question evaluation. You can accept the request now and then complete the evaluation later, so please save or flag this emall for future reference if needed.

Thank you for your essistance with this process
Sincarely

D Janis Jopha

Drepariment Chair
Departiment of Paychiatry
Perelman Schoal o

edicine
University of Pannsylvania

INSTRUCTIONS:

This evaluation requires Adobe Reader'Adobe Acrobat for complation, You will download a fillable PDF, complete the brief evaluation, and then upload the saved evaluation ([completed

PDF) into the application.
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https://www.med.upenn.edu/oaa/assets/user-content/documents/Academic%20Review/Dossiers/Templated%20Solicitation%20Message.pdf

4. Select ‘Preview email’ and doublecheck that all fields have been completed correctly

SHELBY TULIO v

Home

Faculty Search

Positions
Preview Email

Administration
Reports

Users & Groups Files

Files added here can be downloaded by the recipient when they accept the invitation to provide an evaluation.
Review, Promotion and Tenure
No files selected

I Cases

Add Files
Templates

Administration

Reports Response Settings

Users & Groups .
Deadline

The recipient will not be able to submit an evaluation after the deadline date.

o

(2] -

5. Under the ‘Files’ section, select ‘Add Files’ and then select the CV, Evaluator Instructions, and
the Peer Reference Questionnaire which should all have previously been added to the RPT case
in the appropriate sections (see above)

Add Files to Evaluation Request

Search ﬂ SECTIONS ~

File Name Section

cv Candidate Documents
Request for Voluntary Self Identification Department Materials

Peer Reference Questionnaire_Julia Child, PhD Department Materials

]
O

Evaluator Instructions Department Materials

CANCEL
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6. Under ‘Response Settings,” select a deadline for the evaluations. We suggest a deadline of one
month out in order to give reviewers enough time to complete the request.
o Note: RPT will automatically send reminders to all reviewers who have accepted the
request before the deadline
7. Keep the default selections for the other response settings
o Selected response for ‘Can the evaluator submit additional files?’ should remain ‘No’
o Selected response for the ‘Access’ dropdown should remain ‘Administrators & Entire
Committee’

SHELBY TULIO

Home Response Settings
Faculty S h
aculy Searc Deadline
Positions

The recipient will not be able to submit an evaluation after the deadline date.

Administration
Jun1,2023 = ©
Reports

Users & Groups

Can the evaluator submit additional files? *

Indicate whether or not you want to allow the evaluator to submit additional supporting materials, such as a CV, along with the requested file.
Review, Promotion and Tenure

Yes, allow the evaluator to submit additional files.
Cases
Templates © No
Administration Access *
Reports Choose who has access to this document.
Users & Groups Administrators & Entire Committee v

8. Then hit ‘Send Request’

SHELBY TULIO v

Deadline
Home The recipient will not be able to submit an evaluation after the deadline date.
Faculty Search Jun 1, 2023 )
Positions
Administration Can the evaluator submit additional files? *
Reports Indicate whether or not you want to allow the evaluator to submit additional supporting materials, such as a CV, along with the requested file.

Users & Groups Yes, allow the evaluator to submit additional files.

® No
Review, Promotion and Tenure
I Cases Access *
Choose who has access to this document.
Templates
Administration Administrators & Entire Committee v

Reports
Users & Groups ‘

0 ¥ Send Request Cancel
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Step three—Tracking Responses:
e Interfolio RPT keeps track of all requests sent: when they were sent, the status of the request
(accepted or declined), and the date the completed Questionnaire was received

SHELBY TULIO v

© Expand Al @ Collapse All & Download [ Share & Settings = Move
Home
aculty Search xternal Evaluations Request Evaluation | | Add File |
Positions .
Materials
Administration Title Details Actions
Reports Evaluation from Jane Waltman Accepted Edit
Apr 12,2023
Users & Groups
Evaluation from Rorie Leahy Submitted by Rorie Leahy Edit
Apr 12,2023
Review, Promotion and Tenure
Evaluation from Jane Waltman Requested Edit
I Cases Apr 12,2023
Templates Evaluation from Shelby Tulio Requested Edit
Apr 28,2023
Administration
Evaluation from Rorie Leahy Submitted by Rorie Leahy Edit
Reports Apr 28,2023
Users & Groups Evaluation from Shelby Tulio Requested Edit
May 1,2023

o

e Interfolio will also send notification emails to the RPT Committee Manager who requested the
evaluations as Questionnaires are received to help with tracking

e For pending requests, you can ‘Edit & Resend Request’, which will allow you to change the
deadline and manually send a reminder

SHELBY TULIO w

© Expand Al @ Collapse All & Download [ Share &f Settings = Move

Home
Faculty Search Materials
- Title Details Actions
Positions
L . Evaluation from Jane Waltman Accepted Edit
Administration Apr 12,2023
Reports Evaluation from Rorie Leahy Submitted by Rorie Leahy Edit
Apr 12,2023
Users & Groups
Evaluation from Jane Waltman Requested Edit
Apr12,2023
Review, Promotion and Tenure -
Evaluation from Shelby Tulio Requested Edit
I Cases Apr 28,2023
Templates Evaluation from Rorie Leahy Submitted by Rorie Leahy Edit
Apr 28, 2023
Administration
Evaluation from Shelby Tulio Requested
Reports May 1,2023

Edit Settings
Users & Groups

Edit & Resend Request

Cancel Request

(3]
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Step four—Finalizing the peer references:

e Interfolio RPT automatically attaches all received submissions to the candidate’s dossier
e

Julia Child

Packet Annotations

» CANDIDATE DOCUMENTS

> DEPARTMENT MATERIALS

> SCHOOL MATERIALS

> PSCS MATERIALS

~ EXTERNAL EVALUATIONS

Evaluation from Rorie Leahy

Evaluation from Rorie Leahy

I Evaluation from Shelby Tulio

LV =
e The peer reference process is complete once 6 evaluations have been received

e Candidate’s case should be submitted to the School once all dossier components have been
uploaded into RPT
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