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Prospective Candidate writes letter to Division Head or Center Director 
 Requests promotion 
 Provides background and details that support the request in the Candidate’s letter 
 Candidate provides list of 4 external arm’s length referees (people who have not 

worked with or supervised the candidate)

Candidate 

Division Head 
Center Director

Division/Center Head considers request and writes letter to Department Head 
 Provides the Department Head with a Letter of Recommendation that includes 

supporting evidence for the Candidate’s request and attaches the Candidate’s 
letter. 

Central Office 
HR 

Letter to Candidate & Central Office prepares documentation binder for FARPT  
 Chair of FARPT sends a letter to the Candidate advising them when they will be 

presented to the FARPT Committee.  
 Prepare Cover Page for the FARPT Binders (Candidate’s Name, Date of FARPT 

meeting and Date of Request, Division, Promotion to what rank etc.) 
 CV (updated and properly prepared in UBC format) 
 Teaching Dossier where applicable  
 Letters from Candidate and Division Head 
 Candidate’s list of 4 external arm’s length referees (people who have not worked 

with or supervised the candidate)

Presented to 
FARPT for 
Referees 

FARPT Committee selects Referees 
 Committee meets  monthly; reviews Candidate package; chooses 2 of 4 referees 

provided by Candidate in order of Committee preference 
 Committee determines 2 other independent referees 
 Chair of FARPT/Department Head sends “Solicitation Letter” to all referees with 

Candidates CV and TD via regular mail unless otherwise indicated. 

Presented to 
FARPT for Vote 

FARPT Committee  Votes 
 Central Office receives letters from referees 
 Central Office prepares the Candidate’s package for presentation at the 

        next FARPT Committee  
 Committee reviews and votes. Recommendations may be made. 
 Minutes are privileged documents, approved by the Chair of the Committee and a 

single copy is kept in the central office. They are not distributed. 
 Chair of FARPT sends letter notifying Candidate of the FARPT decision with note if 

applicable re Royal College Accreditation procedures. 

Central Office 
Central Office prepares package for Dean’s office 
 Department Head writes a covering letter of FARPT decision. 
 Central Office prepares complete Candidate package (see checklist) and sends by 

confidential courier to the Faculty of Medicine Dean’s office. 
 Check with Dean’s office re having background of referees according to rank.

Dean’s Office Dean’s Faculty APRT Committee reviews file  
 Committee meets monthly and votes on each case presented. Recommendations 

for Associate and Full Professors are forwarded to the University Senior 
Appointments Committee ( SAC). 

January –  
May University Senior Appointments Committee reviews file 

 SAC votes on each case presented and recommendations are  forwarded to the 
President (Board of Governors) for a final decision. 


