Timeline for Academic Personnel Actions

As of July 18, 2001

	Nature of Action/Title
	Fall Quarter

October-November-December
	Winter Quarter

January-February-March
	Spring Quarter

April-May-June
	Summer Quarter

July-August-September

	Ladder Faculty, for actions on the call

Definition:  Faculty holding tenured titles or non-tenured titles in a series in which tenure may be conferred.

Starting point for these actions:  Spring quarter

Policy references?

Document inventory?  Do we want to include this level of detail?  Who will be responsible for maintaining this document?
	· Follow up with faculty on actions and materials (faculty on the call and with external reviewers

· Ensure that voting occurs

· Personnel Committee(s) writes or reviews draft letters

· Submit actions requiring EVC’s approval to the Dean’s Office (Oct-Jan)

· Faculty begin drafting letters on merit cases (Sept-Oct)

· Receive salary history reports from the Division after October range adjustments

· Receive leave history reports from the Division
	· Submit actions requiring EVC’s approval to the Dean’s Office (Oct-Jan)

· Submit actions requiring Dean’s approval to the Dean’s Office (January)
	· Division receives call from AHR, listing names and type of action (May)

· Departments receive call from the Division, listing deadlines and requesting additional names for the call (May)

· Departments receive from the Division a list of senior faculty for consideration of review

· Notify faculty who are on the call, providing deadlines and instructions

· Contact faculty NOT on the call to determine interest in being added to the call

· Faculty provide names for outside letters (June)

· Chair/Dept Manager contacts external reviewers to secure agreement to write letters (June)

· Add teaching to biobibs and gather student evaluations for period of action (May-Sept)
	· First deadline for faculty to submit materials

· Set up departmental materials for voting and managing each case

· Add teaching to biobibs and gather student evaluations for period of action (May-Sept)

· Prepare files for committee review and action

· Send materials to external reviewers, if needed; include publications, if appropriate

· Faculty begin drafting letters on merit cases (Sept-Oct)

	Lecturers

Definition:  Academic appointees who are not members of the Academic Senate, i.e., Non-Senate academic appointees.  Note that Lecturers with SOE and Senior Lecturers with SOE are members of the Academic Senate.

Starting point for these actions:  Spring quarter
	· Establish on-going need for Lecturer(s)

· Division sends call for Unit 18 reviews (initiated by justification of need) and for Lecturers Without Salary

· Start review process

· Submit winter reappointments 60 days prior to the start of winter quarter
	· Identify which courses will need TAS for the following year

· Submit spring reappointment 60 days prior to the start of spring quarter
	· Refresh or re-do pools of lecturer applications by soliciting applications and/or confirming that current applicants want to remain in the pool

· Initiate new pool if department does not have an active pool

· Prepare and submit reappointment dossiers by early spring quarter for 7/1 full-year appointments

· Division sends call for rate card updates
	· Submit fall reappointments 60 days prior to the start of fall quarter

	Adjunct Faculty

Definition:
	
	
	
	

	Visitors (Faculty? Researchers? All?)


	
	
	
	

	Researchers, incl. Specialists and Post-Docs


	
	
	
	

	Academic Coordinators

	
	
	
	

	Courtesy Appointments


	
	
	
	

	Teaching Assistants?


	
	
	
	

	Visa documentation


	
	
	
	

	
	
	
	
	


Priority for personnel actions:

· New appointments

· Tenure reviews

· Reviews requiring ad hoc committees

· Rest of actions in order of receipt

K. Kenyon, Natural Sciences Division

Based on discussion with department, ORU, and division staff
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