
Candidate for MOA Department 

Rank Track 

MAINTENANCE OF APPOINTMENT (MOA) 
Faculty Member 
To be completed by the faculty member and submitted as one packet to the Department Chair: 

Logged in to Elements, reviewed records and added necessary activity, generated VTCSOM Curriculum Vitae 
and attached to this packet. 
Please note: clinicians (e.g., M.D., D.O., M.B.B.S.) currently practicing medicine must update/add the following information in Elements: 
active state licensure, including license number, date obtained and expiration date; board certification(s), including date of initial 
certification, date of most recent board certification, and date at which next certification is due. 

Completed Faculty Personal and Contact Information form (page 2 in packet) 
Completion of the Faculty Personal and Contact Information (PCI) form provides VTCSOM with up-to-date contact information. 
Alternatively, personal and contact information may be updated at any time in Elements.

Completed Faculty Involvement form (page 3 in packet) 
A faculty appointment requires participation in the fulfillment of the mission of VTCSOM through teaching, assessment/evaluation, 
curriculum development, administrative duties or other types of service. Regarding teaching, maintenance of appointment may involve 
teaching or other educational activities with a wide range of learners including VTCSOM medical students, residents/fellows, VT graduate 
students and/or other learners.

Completed Required Faculty Training Modules 
Faculty at VTCSOM are required to complete the "Diversity, Inclusion, and Belonging" (Vector LMS) and the "Creating a Positive 
Learning Environment" (Cornerstone) training modules once every three years. 

Date Name printedSignature of faculty member 

Duration of next appointment 
after review (3 years unless 
otherwise indicated) 
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To be completed by Chair of Departmental APRT Committee: 

____________________________________ MOA recommended by Departmental Committee 
(please ensure all attachments are included) Name printed – Chair of Departmental APRT Committee 

______ 
Date 

Discontinuation of appointment recommended ______ ____________________________________ 
Signature – Chair of Departmental APRT Committee Date 

To be completed by Department Chair prior to submission to the Office of Faculty Affairs:

MOA recommended by Department Chair 
(please ensure all attachments are included) 

____________________________________ 
Name printed – Department Chair 

______ ____________________________________ 
Signature – Department Chair  Date 

Discontinuation of appointment recommended ______ ____________________________________ 
Signature – Department Chair  Date 

___________________________________________________ 
Brief explanation

You accept your typed signature is the legal equivalent of your manual signature

____________________________________ 
Signature – Chair of Departmental APRT Committee 

You accept your typed signature is the legal equivalent of your manual signature

You accept your typed signature is the legal equivalent of your manual signature

You accept your typed signature is the legal equivalent of your manual signature

You accept your typed signature is the legal equivalent of your manual signature

Date appointment terminates without maintenance 

Section (Required- if applicable) 

___________________________________



First Name 

Middle Name 

Last Name

Suffix 

 Professional Suffix(es) 

Business E-mail Address

Personal E-mail Address
 Organization/Affiliation

Preferred Mailing Address 

Maintenance of Appointment
FACULTY PERSONAL AND CONTACT INFORMATION  

Please provide your current contact information:

Medical licensure and board certifications must be updated during maintenance of appointment.  
To do this in Elements, go to Professional Activities, click "Add New", and select "Licensure".

Personal and Contact information
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Address Line 1 

Address Line 2 

City, State, Zip 

Office Phone 

Cell Phone

I confirm my medical or other professional license, as well as board certification(s), have been added and/or 
updated in Elements.       

 Not applicable



Faculty Involvement Form

Select your activities at VTCSOM and Carilion Clinic involving teaching or service related to teaching. 

VTCSOM medical student teaching or mentoring/advising: 

 Block design/curricular development activity 
 Clinical setting 
 Clinical skills 
 Domain Day 
 LACE 
 Lecture(s)/presentation(s) 
  Medical student advising
 Research Live! presentation 
 Research advisor 
 Small group teaching/facilitation 

Carilion Clinic – VTC resident and fellow teaching: 

Service on VTCSOM faculty committees: 

Academic Committee
Appointment, Promotion and Tenure Committee
Departmental Appointment, Promotion, Retention & Tenure Committee 
Faculty Governance Committee
Learning Environment Advocacy Committee
Medical Curriculum Committee
Medical Student Admissions Committee
Medical Student Performance and Promotion Committee
Multiple Mini Interviews 
TEACH Membership 
TEACH Steering Committee 
Other(please describe) _______________________

Lecture(s)/teaching session(s)  
Small group teaching/facilitation  
Inpatient supervision 
Outpatient supervision  
Research and/or quality improvement 
advisor

Other activities (please describe): 

Page 3 of 3 Maintenance of Appointment Packet for Faculty Completion 12/17/21


	Checklist and Confirmation
	Faculty Personal and Contact Information Form
	Faculty Professional Development in Teaching Form 




How to generate VTCSOM Curriculum Vitae in Elements 


1. Login to Elements at https://efars.provost.vt.edu/login.html


2. To login via CAS, click CAS Login. You will be prompted to enter your Virginia Tech 


username and password. If you do not know your username you can click “I forgot” 
and submit a request to receive the information.


3. Your Elements homepage will appear with a personalized icon and your name.


4. Navigate to the top-right of the page and click the “Help” icon (indicated with a 


question mark). This will open to the help information page. To generate a CV you will 


need to select "Click here to generate your CV" located under the Information section 


of this page.


5. Once you have clicked the link you will be redirected to the University Data Commons-


Faculty Activity Data Portal (UDC). The UDC is where all university reports are housed.


6. "VT Carilion School of Medicine" should be selected for the College.


7. Under Report, "Curriculum Vitae" should be automatically selected. Select the date 


range you wish to include. Please note: If you do not select a date range all data will 


be included.


8. Click “Download Report”
9. Open the downloaded word file and finalize formatting. Please note that any edits 


done in the word document will not change data in Elements. To edit records you 
must do so in your Elements account, then re-run the report. 


Have a question? Please contact efarshelp@vt.edu



mailto:digitalmeasures@carilionclinic.org










 
 


Required Training Modules for VTCSOM Maintenance of Appointment 


Starting in January 2023, VTCSOM Faculty members are required to complete two 
training modules every three years to renew their faculty appointments, in addition to the 
standard MOA paperwork.  Both of these modules can be completed at any point within your 
three-year faculty appointment term to receive credit for this requirement. Prior to the due date 
for your MOA, you will receive a reminder and notice on how to access the materials. The 
expected completion time for each module is less than one hour.  


Instructions on how to access and complete these modules are listed below: 


Module 1: Diversity, Inclusion, and Belonging 


Link for VTCSOM’s VectorLMS Site:   https://vtmed-va.vectorlmsedu.com/training/home 


VTCSOM faculty will use the Vector Learning Management system to complete the required 
Diversity, Inclusion, and Belonging module.  To access the VectorLMS platform, faculty must 
use their Virginia Tech Credentials and utilize Duo Two-Factor authentication. 


 


Faculty that have forgotten their Virginia Tech Username (PID) and Password can reach out to 
the Virginia Tech 4HELP (540-231-4357) to reset this information. When calling 4HELP, notify 
them that you are a faculty member at VTCSOM and provide your 9-digit VT-ID number to 
process the password reset. Your departmental administrative assistant or the Office of Faculty 
Affairs can assist you with obtaining your 9-digit VT-ID number if needed.  


 



https://vtmed-va.vectorlmsedu.com/training/home





 
How to Access Training in Vector 


Once logged into the VectorLMS, the required Diversity, Inclusion, and Belonging module will 
be appear on the Home Screen at the top of the webpage. The Due date will be set for your next 
Maintenance of appointment deadline.  


 


A Disclaimer notice will appear, which must be accepted prior to beginning training.  


 


 


 


 


 


 


 


 


 


 


 


 







 
 


 


 


 


 


 


 


 


 


Course Completion 


Begin the module by selecting 
“Start Course” at the top of the 
course section page. Selecting 
this arrow will take faculty to the 
introduction. If the module has 
been previously started, this 
arrow will say “Continue 
Course” and will resume at the 
next uncompleted section.  


The estimated completion time 
of this module is ~45 minutes, 
with eight short sections that can 
be completed simultaneously or 
in separate sessions. Each section 
contains a short video discussing 
relevant topics, along with a few 
questions and scenario learning 
options. The prior Section must 
be completed before advancing 
to the next one. 


 


 


 


 







 
 


Completion Requirements 


To complete the module and attain credit for your Maintenance of Appointment, all eight 
sections must be completed with an 80% received on the final assessment. Once completed, no 
further action will be required within the VectorLMS, and the Office of Faculty Affairs will 
automatically be notified.  Following your appointment renewal, the module will be reassigned 
to you for completion within the next three-year faculty appointment term. 


 


Module 2: Creating a Positive Learning Environment 


 


 


 


 


 


 


 


 


 


 


The Creating a Positive Learning Environment module was developed through Carilion Clinic 
and VTCSOM. Access to this module occurs differently for Carilion-employed faculty and non-
Carilion-employed faculty.  







 
 


Carilion-Employed Faculty 


This module will be available as part of your standard Spring in-service Cornerstone Training. 
You will be able to complete it in succession with the other assigned Carilion modules once 
every three years. Completion of this module will be tracked through Cornerstone reporting. 


Non-Carilion Employed Faculty 


The module can be accessed through the following link: 
https://rise.articulate.com/share/6okFHeM21_d-ijy0n7eS-g0U9oWxionQ. 


Please note, at the end of the module there is a “Survey” button that will need to be filled out to 
receive credit for completing this module. If you do not enter your name on the Survey form, 
we will not receive confirmation that you completed this requirement and you will most 
likely need to repeat the module.  


 


 


Questions 


Should you have questions regarding access to either of these modules, please reach out to Avery 
Mahaney, Faculty Affairs Manager, at amahaney@vt.edu.   


 


THANK YOU FOR YOUR CONTINUED SERVICE TO VTCSOM! 



https://urldefense.com/v3/__https:/rise.articulate.com/share/6okFHeM21_d-ijy0n7eS-g0U9oWxionQ__;!!IPSbOkggTOHFLw!3doRIVnbler8AUoof7ELH0xrTDUFQMP_BnGCQzw0i8ZknYhxzwGsdOEN5705YAuuhqcAw_fn_0nrT4iJKMvi9yc$

mailto:amahaney@vt.edu
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