Guide to Preparing a Staff Nomination

This guide is intended to support staff in preparing nominations for colleagues in the
Medical Education portfolio. Prepared May 2026.

Quick Checklist

Before you write:
[0 Review the award criteria carefully
[J Identify 3-5 key contributions
[0 Gather examples of impact (numbers, outcomes, quotes)
0 Identify potential referees

Strong nominations include:
[0 Clear alignment to each criterion
[0 Specific examples (not general praise)
[0 Demonstrated impact (so what?)
[0 Supporting evidence (metrics or testimonials)

Step 1: Map Contributions to the Award Criteria

Start by organizing the nominee’s work using this simple framework:
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https://temertymedicine.utoronto.ca/temerty-faculty-medicine-staff-impact-awards
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Step 2: Drafting the Nomination Letter

Authorship:

Consider whether having someone in a leadership position sign the letter will
strengthen the nomination

If permitted, consider having multiple people co-sign the letter to signal broad
support

Engage the nominee in providing context for and reviewing the letter to ensure all
relevant contributions are captured

General Nomination Letter Template:

TIP: Use award criteria as headings to help reviewers quickly assess the nomination.

Introduction

I am pleased to nominate [Name], [Role], for [Award]. | have worked with them as

[relationship] for [time]. [Name] is an exceptional candidate because they [brief summary

aligned to criteria].

Evidence of [Insert criterion 1]

Use this formula: Activity/Contribution > Role » Impact + Evidence

Activity: [Name] organized a series of lunch and learn events engaging 40+ staff
across the Medical Education portfolio to learn about topics such as project

management, communications, and MS Office tools.

Role: [Name] drafted a needs assessment survey to inform this work. Based on the
findings, [Name] led a working group of 6 colleagues to plan a series of 4 lunch and



learn sessions. Their contributions included identification of presenters and

facilitation of the sessions.

Impact & Evidence: This work has significantly increased staff knowledge and
engagement. More than 40 staff participated in these sessions. In post-event
surveys, 85% of participants reported increased knowledge on the session topic
and 75% felt comfortable applying their new skills in their day-to-day duties. [Name]
has developed a resource hub for staff with materials from the sessions and links to
further learning. One participant shared, “Taking part in the project management
session introduced me to the range of tools that can streamline my work planning.
[Name] was a very engaging facilitator, and | appreciated the attention paid to

ensuring the event and session materials were accessible.”
TIP: Include numbers, quotes, and outcomes where possible.

Evidence of [Insert criterion 2]

Use this formula: Activity/Contribution > Role » Impact + Evidence
Etc. [Repeat for additional criteria]

Conclusion
[Name] consistently demonstrates [values]. Theirimpact is seen in [examples]. | strongly

recommend them for this award.

Note on Impact:

What changed because of the nominee’s contributions? This “so what” piece of the
nomination is often what sets apart the successful nominee. Impact can refer to changes
in practices, perspectives, knowledge, policy, advancing EDIIA, etc.

Include qualitative and quantitative examples where possible. Short testimonies from a
range of collaborators and stakeholders that speak to the impact of the nominee can

strengthen and personalize the nomination letter.

Consider impact metrics such as the number of participants reached, any
awards/recognition received, instances of replication or adaptation to other contexts,
findings from evaluations, changes in practice, increased efficiency, advances in equity,

improved learner experience, etc.



Step 3: Securing the Letters of Support

Authorship:
[0 Consider how the letters of support can expand upon rather than duplicate the
content in the nomination letter. Letters of support can:
1. Expand in more detail on the process and outcomes of an activity referenced
in the nomination letter
2. Explore smaller scale contributions not referenced in the nomination letter.
[0 Choose individuals who work directly with the nominee or are directly impacted by
their work.
[0 Do not ask current learners to provide letters of support given the power dynamics
inherent to this relationship.

Do’s and Don’ts for Letters of Support:

Do:

v Be specific and personal: provide tangible examples of collaboration that showcase
the nominee’s traits or skills as they relate to the award criteria

v' Use results and metrics: how has the letter writer’s work, etc. improved because of
the contributions of the nominee?

Don’t:

Copy job descriptions

Use vague praise (examples are better than adjectives!)
Repeat examples from the nomination letter

X X X X

Focus only on tasks instead of outcomes
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