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August 1, 2015
1
 

 

RE: Dr. Firstname Lastname, Request for CAWAR and Promotion to Associate 

Professor, effective July 1, 2016 

On behalf of the Tenure and Promotion Committee of the Department of xx, consisting of  xxx
2
 

and myself, I am pleased to recommend Dr. xx for CAWAR and promotion to Associate 

Professor, effective July 1, 2016. Dr. XX has been reviewed as a Clinician- Educator
3
. 

The vote of the Committee was XX in favour, X against
4
 and X technical abstention

5
.   

After xx years as an Assistant Professor, the recommendation is considered standard.
6
    

                                                           
1 Final review of the file must be done by the committee in place for the beginning of the academic 

year.  So although the file can be started in the prior academic year, the department committee 
must not make the final decision until after July 1st.  FHS requests that dossiers be submitted in 
early August so that they can be reviewed for technical errors and these can be corrected prior to 
the committee review in late August/September. 

2 List all committee members by first initial and last name in alphabetical order.  Explain the list if 
necessary.  I.e. do not provide 10 names, a vote of 8 and no explanation of the discrepancy. 

3 This is the first paragraph on every submission – it is factual and lays out exactly what the request 
is and the review stream. 

4 Note – if a member is at the meeting and abstains from voting but this is not a “technical 
abstention” – then this is considered a vote against the candidate. 

5 Explain the technical abstention – i.e.  Dr. YY provided a letter of support that is included in the 
dossier and so was noted as a technical abstention. 

Below is a sample outlining the formatting expected in the FHS T&P submissions for Clinician educators 

  Submissions should be on Departmental letterhead and must be signed by the Department Chair. 

  Letters should be addressed to the Dean as Chair of the T&P Committee 

  Submissions should be between 2-4 pages in length.   

  Please edit your letters for clarity and brevity.  
 
Note: if the request is to lapse the appointment, more than 4 pages may be necessary to adequately convey the 
decision of the department and to include the supporting information.  In these cases, 4-6 pages would be 
expected. 
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Introduction of the Candidate 

 
Example:  

Dr. xx obtained his
7
 (Provide specific degree) from the University of Toronto, in 1997. He then 

obtained an MD from McMaster University in 2001 and returned to the University of Toronto 

for post-graduate training in xxx. Upon completion of his residency in 2006, Dr. xx entered a 

fellowship training program in xx, which he completed in 2008.
8
 

In the fall of 2008, Dr. xx returned to to McMaster where he was appointed as an Assistant 

Professor (Special) in the Department of xx, Division of xxx.  His start date for academic 

purposes was set to July 1, 2009.  During the course of his appointment, he has received an 

approved stop to his academic clock. He is now being reviewed for CAWAR and Promotion to 

Associate Professor in his 6
th

 year at rank. 

As a clinician educator, Dr. xx spends the majority of his time in clinical service and related 

academic activities.   

  

                                                                                                                                                                                           
6 This sentence must be the final sentence of the paragraph – the committees want to be able to 

easily determine whether the review is standard or accelerated and want to know the specifics 
related to changes to the clock. 

7 Watch your pronouns – it is tempting to create a template to reuse for each individual but please 
ensure that you are using the correct pronouns.  i.e. change “he” to “she” as appropriate! 

8 This section is factual – list the degrees and training programs.  Further elaboration can be done in 
the following sections. 

  Provide a short paragraph describing the candidate.  
 o Briefly list candidate’s training.  

  Provide an overview of how the candidate’s time is allocated (do not provide percentages) i.e. The majority of 
the candidate’s time is allocated to clinical and educational activities 
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Educational Contributions9 

Example:  

Dr. xx has integrated students into all aspects of his busy clinical practice and as noted in his 

candidate’s statement, he strives to xxx. Although weighted with a heavy clinical load, since the 

beginning of his career at McMaster, Dr. xx has contributed to a variety of educational roles 

including formal and informal clinical teaching and supervision; curriculum development; 

academic leadership and continuing medical education.  In addition to his educational 

contributions to the medical programs, Dr. xxx has served as a supervisor within the Bachelor of 

Health Sciences Program.  Student ratings of his teaching activities place him in the very good to 

excellent rank which ranks him above his peers within the Department of xx.  

Dr. xx has shown his commitment to lifelong learning through his involvement in CME activities 

as well as through the completion of a M.Sc. in Health Sciences education from the Unviersity of 

x in 2014. 

 

Research activities10 

Example:  

In addition to the clinical scholarly activities detailed below, Dr. xx maintains an active research 

program in xxx. He has received xx in funding from xx, and xx and has xx peer reviewed 

publications.   

 

Development of a special program that attracts referrals and enhances the reputation of the 
University based on clinical best practice methods 

Example:  

Dr. xx’s most outstanding clinical scholarly contribution has been xxx.  Creation of this program 

has led to improvements in xxx 

As the founder of the xxx, Dr. xx is regarded as a leader in xx.  

                                                           
9 Each of these sections should be one paragraph – be concise – refer the reader back to the source 

documents – i.e. “As noted in the candidate’s statement and confirmed by Dr x…” 
10 If the individual has a research program that is not outlined in one of the clinical scholarly 

subsections – then provide details here.  Include the type of research and impact. 

  You are now ready to write the main portion of the letter.   
 o Provide information on direct educational contributions  
 o Provide information on research if the individual has a distinct research program that does not fit 

under the clinician educator guidelines. 
 o Use the Clinician educator headings (in the order they are presented in the policy) and provide 

evidence to show what the individual has accomplished in each specific area.   If there is an area 
where the individual has no accomplishments – delete the heading and move on to the next. 

  Be concise – restate the information in the source documents – do not just cut and paste this in. Synthesize 
the information and provide insight.  

  Remember – you are creating this draft on behalf of the chair and so it should be done professionally. 
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Playing a key role in the development of clinical practice guidelines 

Example:  

Dr. xx disseminates his clinical scholarly knowledge through many forums.  On a national level 

this includes his involvement on xxx.   

 

Development of written, video, audio or computer-based teaching materials for professional 
or lay groups specifically targeted for the advancement of patient care 

Example:  

In addition to creating and maintaining clinical practice guidelines, he has worked on websites, 

created videos and authored other written materials directed towards patient and caregivers.    

 

Dissemination of best practice findings through oral presentations  

Example:  

As the specialist in xx, he shares his clinical scholarly knowledge with various lay audiences 

through community presentations hosted by xxx. Additionally, Dr. xxx contributes to the 

McMaster Mini Med School.  

Further to these informal presentations, Dr. xxx has been an invited speaker at a variety of local, 

national and international events.  

 

Written scholarship that advances the field 

Example:  

Dr. xx contributes to research through collaboration on clinical trials and through involvement 

and supervision of resident research projects.  He has a career total of xx peer reviewed 

publications, xx of these published since joining the university. 

 

Involvement in administrative activities that support and enhance University based patient 
care and/or teaching and/or research in the clinical settings  

Example:  

Within the Medical School, he has taken on various administrative roles.  In addition to his role 

as xx outlined above, he is the xxx.  He is currently working to create  a Manual that will be used 

as a resource for xxx. 
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Serving as a member or leader on major committees, licensing or accrediting bodies and/or 
professional societies  

Example:  

Dr. xx serves as the lead xxx in the LHIN, which testifies to his local reputation for clinical 

scholarly expertise.  As well, as noted above, he is a member of several national organizations in 

his speciality areas, where he serves as a member of guideline development committees. 

Serving as an exceptional role model in the provision of optimal patient care  

Example:  

Dr. xx maintains a unique and fairly heavy clinical practice in a variety of settings.  He has 

integrated students into all aspects of his practice.  This integration is especially important in the 

xx residency training program where the unique clinical experiences attract students. 

 

Contributions to the candidate’s discipline or special area of interest which have promoted 
scholarship and excellence in the clinical setting  

Example:  

 Dr. xx is involved in the medical school’s outreach activities in Uganda.  His involvement 

consists of xxx  These ties have led to enhanced educational opportunities and enhanced patient 

care in both countries.  

Closer to home, Dr. xxx is active in outreach to the xxx. His active participation in community 

events directed to patients and caregivers has promoted excellence by xxx 

Receipt of formal awards/recognition  

Example:  

Dr. xx expertise has been acknowledged through the awards and honours he has received to date.  

These include: xxxxx 
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Letters of reference 

Example:  
 

Letters were received from xx internal and xx external reviewers
11

.  The xxx internal reviewers 

were highly complementary and were in strong support of his promotion.  

Dr. #1, Professor, xxx was in strong support of the promotion.  She felt that Dr xxx had met the 

criteria for promotion and stated that “xxx”.  Dr. #2, Professor, Department of xx was also in 

favour of promotion.  He noted that he has worked with Dr. xx on the creation of the new clinic 

in xxx and so was qualified to speak to his innovative nature, etc. 

Dr. xx, Associate Professor, Department of, was also in favour of this promotion, noting that Dr. 

xxx was unique, stating I am not aware of many xxx across the country who in addition to 

working as a xxx , also supervise xxx and are involved in xxx. Dr. xx, Professor, Makerere 

University remarked upon his contributions internationally, and provided excerpts from emails 

showing evidence of his ability to go above and beyond the expected, including xxx.   Lastly, Dr. 

xxx, Associate Professor, University of xxx, provided a letter of support outlining Dr. xxx 

expertise in a number of domains.  Although Dr. xxx did not specifically, state that he was in 

favour of the promotion; the Department committee inferred that he was due to the tone of the 

letter provided
12

. 

On behalf of the Department of xx Tenure and Promotion Committee, I wish to recommend 

CAWAR and Promotion to Associate Professor for Dr. xxx, effective July 1, 2016.
13

 

Yours sincerely 

 

 

Department Chair 

                                                           
11 Note – external letters are not required for CAWAR review 
12 Include this type of statement if the letter does not clearly specify that the writer is in favour or 

against the request for CAWAR. 
13

 One final time, provide the recommendation of the committee 

  Provide a brief snapshot from each letter: 
 o  Highlight something positive.   
 o Direct quotes can be used or you can reword their comments.  
 o If there are any: 

   negative comments,  
  perceived negative remarks  
  or anything that may raise a question by any reader of the dossier, ADDRESS THAT HERE.   

 o Even if the referee ultimately supports CAWAR – address this and respond to the negative comments 

  If the referee comments were used in earlier sections – DO NOT REPEAT HERE.  You can simply state “As 
noted above Drs X and Y are in favour of this request for CAWAR and promotion to Associate Professor”. 
 


