OFFICE OF THE PROVOST AND EXECUTIVE VICE PRESIDENT
FOR ACADEMIC AFFAIRS

Jay D. Gatrell 5812121
Provost and Executive Vice President fo demic Affairs jeatrell@eiu.edu
J vV
To: Teaching and Resource Profggsionals and Academic Support Professionals of UPI
Bargaining Unit B

Date: August §, 2022

Re: Schedule for Personnel Actions and Credit Unit Guidelines Timetable

General Notice

The Schedule for Personnel Actions and Credit Unit Guidelines Timetable are issued in accordance with the
EIU-UPI Unit B Agreement (Agreement).

Notice of Availability of Applicable Policies, Rules, and Regulations:

The University’s Internal Governing Policies and the Policies and Regulations of the Board of Trustees are
available in departmental offices, deans' offices, and the Office of Academic Affairs and are on file at the
Reference Desk in Booth Library. Employees of the University are responsible for abiding by these policies.
The Internal Governing Policies are also available at http://castle.eiu.edu/auditing/igplisting.php. The Board of
Trustees Bylaws, Policies, and Regulations are available at http://www.eiu.edu/trustees/board.php. This
information is provided in accordance with Article 13 of the Agreement.

Schedule For Personnel Actions

The Agreement calls for the development of a Schedule for Personnel Actions. The Schedule for Personnel
Actions for AY2022-2023 is provided for the use of academic support professionals and annually contracted
faculty and persons involved in making personnel recommendations related to these employees. It is provided
as a courtesy and is not a substitute for reading the detailed provisions of the Agreement, on the evaluation of
annually contracted faculty as well as on the annual evaluations, retention evaluations, and leave applications for
academic support professionals. Copies of the Agreement are available at the Reference Desk in Booth Library,
online at https://www.eiu.edu/acaffair/contract/UnitB%2020182022.pdf and on the UPI Chapter web page
http://eiuupi.org/.

Special attention should be directed to Articles 8.1, 8.2, and 9 of the Agreement on evaluation procedures for
annually contracted faculty, evaluation procedures for academic support professionals, and retention procedures
for academic support professionals respectively.

Copies of all forms to be used in the AY2022-2023 evaluation process for academic support professionals and
annually contracted faculty are available in the office of the department chair or supervisor and on the VPAA web
page (https://www.eiu.edu/acaffair/A SPEvaluation.php) for academic support professionals and on the VPAA web
page (https://www.eiu.edu/acaffair/ACFEvaluations.php) for annually contracted faculty members.

Leave Without Salary. Administrative Educational Leave, and Retraining [.eave Applications



Although academic support professionals may submit requests for leave without salary (LWOS) at other times
within three months of the start of the leave, they are encouraged, where possible, to submit their LWOS
applications by November 1, 2022.

The administrative educational leave and the retraining leave forms for academic support professionals and
annually contracted faculty-with a seniority number more than ten, are due by November 1, 2022.
Administrative educational leave and retraining leave application forms are available from the department
chair/supervisor; use these forms for leave applications for 2023-2024. See Article 5 and Article 24 of the
Agreement for details on leaves.

Annual Evaluations for Annually contracted Faculty

Supporting materials submitted by annually contracted faculty are attached to Form A-1 (Annually contracted
Faculty Evaluation Portfolio for Annual Evaluation for Bargaining Unit and Non-Bargaining Unit Employees),
which is available in the department office and online. Chairs may not alter or delete materials already included
in the portfolio. However, the department chair may add unsolicited student concerns in the portfolio; see
article 8.1.b(6) of the Agreement. Additional materials requested by the evaluators during the evaluation process
should be clearly labeled as such.

Annual evaluations of annually contracted faculty are conducted by the department chair with copies forwarded
to the appropriate dean and to the Vice President for Academic Affairs (VPAA) and by deans with copies
forwarded to the VPAA. See Article 8 of the Agreement for details. The evaluation is to be conducted for
bargaining unit and non-bargaining unit annually contracted faculty, full-time or part-time (i.e., 50% or more for
the academic year). The department chair's and dean's evaluation of the performance of annually contracted
faculty shall be in the area of teaching/primary duties and based on the appropriate approved departmental
application of criteria statement (DAC) in the area of teaching/primary duties. Performance levels affect
placement on reemployment rosters; see Article 4.2.¢.(3) of the Agreement. Department chair evaluations are
submitted on Form B-1. Evaluations by the appropriate dean are submitted on form B-3. Copies of appropriate
evaluation forms, departmental application of criteria statements, and summer rotation plans should be secured
from the office of the appropriate department chair.

Annual and Retention Evaluations for Academic Support Professionals

Supporting materials submitted by academic support professionals are attached to Form A-2 (Academic Support
Professionals Evaluation Portfolio), which is available in the supervisor's office or online
https://www.eiu.edu/acaffair/ASPEvaluation.php. Department chairs/supervisors may not alter or delete
materials during the evaluation process. Materials used in the evaluation shall be materials submitted by the
employee in the evaluation portfolio, materials referred to in the employee's supporting materials, and materials
in the employee's personnel file, except for confidential materials. See Articles 6.2, 8.2. and 9 of the Agreement
for details on evaluation and retention procedures. All evaluations must be submitted on the appropriate forms
available in each unit office.

Academic support professionals shall receive an annual written evaluation from their department chair/
supervisor based on officially approved job descriptions, annual work plans, and materials and methods of
evaluation statements. Copies of the evaluation shall be provided to the employee and placed in the employee's
personnel file. Evaluations conducted in the employee's first, second, third, fourth, sixth, and eighth and each
subsequent fourth year of employment at the University, thereafter, shall also contain a recommendation for
retention or non-retention, in accordance with the provisions of Article 9.1 of the Agreement. Copies of
appropriate evaluation forms, officially approved job descriptions, annual work plans, and materials and
methods of evaluation statements should be obtained from the office of the appropriate department
chair/supervisor.



Performance-Based Increases

Eligible Unit B ACFs and ASPs may apply for a performance-based increase (PBI). Eligibility requirements for
both ACFs and ASPs may be found in Article 10.3 of the Agreement. PBI evaluation criteria and procedures are
specified in Article 10.4 and 10.5 of the Agreement.

Notification of intent to apply for a performance-based increase should be sent to the VPAA by November 15,
2022 with a copy to the chair and dean. Supporting materials should be submitted at the same time as evaluation
materials are submitted. See Article 10 of the Agreement for further information.

Credit Unit Guidelines Timetable

The Agreement (Articles 6.1.h) calls for the VPAA to develop forms to be used to record officially assigned
duties and to issue a timetable for distribution of credit unit guidelines, development of class schedules, and
official assignment of duties. Please note:

1. The faculty workload report (Assignment of Duties) form has already been developed and is in use
now. Faculty may access their workload report online through PAWS. Copies of the form are also
available in the office of each department chair.

2. The Faculty Assignment of Duties Guidelines-Effective Fall 2019 are in effect for AY2022-2023.
Copies of the guidelines are available in the office of each department chair and online at
https://www.eiu.edu/acaffair/contract/ AOD_2019.pdf.

The attached document also contains the credit unit guideline timetable dates in effect this year for:

1. The development and distribution of credit unit guidelines in effect this year using the F aculty
Assignment of Duties Guidelines-Effective Fall 2019;

2. The development of class schedules for the fall and spring semesters (including proposals by
individual faculty members) and for the summer session;

3. The official assignment of duties for individual faculty members.
This information has been reviewed with UPI and is presented for the information of teaching and resource
professionals and academic support professionals in the UPI bargaining unit, department chairs/supervisors, and

deans.

Please review the attached Schedule for Personnel Actions and Credit Unit Guidelines Timetable for dates
regarding your employment. Thank you.

Attachment: Schedule for Personnel Actions and Credit Unit Guidelines Timetable

cc:  Deans (with attachment)
Department Chairs/Supervisors (with attachment)



2022-2023 Unit A & B Schedule for Personnel Actions and Credit Unit Guidelines Timetable

D O
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9/5/2022 |Provost notifies faculty of sick leave policies NO NO NO YES
Spring class schedule due to deans and completed in Banner/Astra for Tier 1 scheduling.

9/6/2022 |Opportunity for consultation with faculty member required. Consultation with deans on YES YES NO NO
overload required.

9/15/2022 Nomln.at;ons for Achievement and Contribution Awards submitted to chair of ACA Selection NO NO YES NO
Committee

9/16/2022 VPAA provides employees with timetable for distribution of Credit Unit Guidelines, development NO NG NO YES

of course schedules, and official assignment of duties (workload form)

D It with chairs about classri isitation practi ithin thei
9/27/2022 eans c.onsu with chairs ut classroom visitation practices and procedures within their YES VES NO NO
respective departments.

Reminder to tenured faculty submitting retraining leave/sabbatical assignment applications for

10/4/2022 NO NO YES NO
/) next AY to submit applications to chair (copies to dean and VPAA) by first of November.,

10/11/2022 |Faculty workload reports due to deans. Opportunity for faculty consultation required. YES YES NO NO

10/14/2022 |Chair of ACA Selection Committee forwards list of recipients to President NO NO YES YES

10/14/2022 |Faculty who desire not to teach in summer session notify chair in writing NO NO YES NO

10/14/2022 |Last day for eligible faculty to apply for pre-retirement summer assignments NO NO YES NO

Selection of a departmental representative from each department to the college-level review
10/14/2022 |committee (in the case of Library Services, a Unit A, tenured, resource professional from each YES YES NO NO
reporting unit with tenured resource professional employees)

10/14/2022 |VPAA notifies deans of quota for Research/Creative Activity/Special Project Proposals NO NO NO YES

10/14/2022 |Operating and Capital Budget requests due to IBHE NO NO NO YES

10/21/2022 Reselarc /Creative Activity/Special PrnjeFt Proposa!s due t‘o department (-:hall' e‘ather from the NO YES YES NO
applicants or from the departmental review committee with comments, if one is elected

10/22/2022 |A copy of the approved department rotation list shall be provided to each department employee NO YES YES NO

10/27/2022 |Final fall/tentative spring faculty workloads and overload reports due to VPAA YES NO NO YES

10/31/2022 | President notifies ACA Selection Committee of any concerns or disagreement with selections NO NO NO YES

- i i fi 4 lei
10/31/2022 Tefu.xred/tenu.re track faculty may submit proposed assignment for 2023-2024 class schedule in NO YES YES NO
writing to chair

11/1/2022 Apph?atzons for LWOS ![eave without salary) for tenured/tenure-track faculty and ASPs must be NO NO YES NO
submitted 3 months prior to start of leave

Deadline for ASPs to apply in writing for administrative educational leave and retraining leave

11/1/2022
11/ (copies to dean and VPAA, VPSA where appropriate)

NO YES YES NO




Deadline for tenured faculty submitting retraining leave/sabbatical assignment

117172029 | 50 . N g
A/ applications(copies to dean and VPAA) 3 : 2 NO
11/1/2022 (Incumbent must notify the Dean whether or not Department Chair reappointment is desired YES YES NO YES
11/1/2022 |Chairs notify Deans of new course fees and course fee revisions NO YES NO NO
Deadline for annually contracted faculty (with seniority number of 10 or more) to apply in
11/1/2022 |writing for administrative educational leave and retraining leave for 2022/2023 (copies to dean NO NO YES NO
and VPAA, VPSA where appropriate)
11/11/2022 Chaifs submit to deans faculty sabbatical applications, retraining leave applications and LWOS YES YES NO NO
applications
11/11/2022 Chairs, c.iirectors, etc., submit ASP administrative educational leave and retraining leave YES VES NO NO
applications to deans
11/11/2022 |VPAA appoints ACF PBI Committee NO NO NO YES
11/11/2022 Last daly for faculty to submit materials to Disability Services for conversion to alternate media YES VES YES VES
for spring semester
h : ity f i [ | ]
11/14/2022 Sumr_ner Schedule dfje to .deans and VPAA Opportun;u y for consultation with faculty member YES VES NO NO
required. Consultation with deans on overload required.
ACA i ifies Presi i i f final i ipi if
11/15/2022 CA Committee natifies President of reconsideration of final selection of recipients, if necessary NO NO YES YES
A I n | Ps wishi id fi P i fi "
11/15/2022 n.n.ua ly co tracted‘facu ty/AS swu_shmg to be considered for a PBI notify the VPAA of intent, in NO NO YES YES
writing, copy supervisor and dean/director
Faculty wishi i for t i tify th i |
11/15/2022] acu - y wishing to be consrdered or tenure, promotion or PAI notify the VPAA of intent to apply, NO NO YES NO
in writing, copy dean and chair
11/15/2022 |VPAA notifies faculty of summer pre-retirement assignment decision NO NO NO YES
Research/Creative Activity/Special Project Application proposals with chair comments, and
11/17/2022 |departmental review committee comments if relevant, due to deans for presentation to college- YES YES NO NO
level review committee
D s i ini E i 1 inistrati i
11/21/2022 ear.ls Sl.lbmlt retraining leave, sabbatical, LWOS, and administrative educational leave YES NO NO YES
applications to VPAA
Deans id junct f; ith t nd notification i
11/22/2022 e n: provides adjunct faculty with course enrollment status and notification if course has YES YES VES NO
sufficient enrollment
12/1/2022 |Course fee requests (new, change, or delete) due to VPAA from Deans via online submission VL5 YES NO YES
12/1/2022 |President notifies ACA recipients NO NO NO YES
hair | here fi ibl i inati
12/2/2022 Chairs report to Deans classes where final exams are not feasible and any final examination YES VES NO NO
schedule changes for fall
12/8/2022 Dean:I; re;‘mrt to VPAA final e_xamination schedule changes and courses for which the final YES NO NO YES
examinations have been waived for Fall
12/9/2022 VPAA communicates decisions on sabbaticals, retraining leaves, and administrative educational NO NO NO VES
leaves
12/12/2022 |Dean issues decision on credit unit assignments from the allocated pool YES NO NO YES
12/12/2022 |Sabbatical replacement costs due to VPAA YES NO NO NO




Dean shall conduct a review of the department chair incumbent's performance prior to

12/15/2022 YES NO NO YES
/15 December 15 of final year of the incumbent's term of office per IGP 29.
12/16/2022 |Course fee requests due to Presidents Council NO NO NO YES
D F o hetacul : ST
12/20/2022 ea_n':s provides adjunct faculty with course enrollment status and notification if course has VES YES YES NO
sufficient enrollment.
1/11/2023 |Grade Appeal Committee Semester Report for fall due to CAA and CGS YES NO YES NO
Faculty applying fi ntion, otion, and re provide chair (for DP ith
1/18/2023 y ; pplying f)r retention ;?rom i nd/or tenure provide ir (for DPC use) wi NO YES —_— NO
supporting material for evaluation
1/18/2023 ft\ll _annually Fontracted fa'u:ulty prowde.ch::nrs Wlt.h s::pp(.)rtmg material for annual evaluation; NO VES YES NO
indicate PBI if three previous consecutive "superior” ratings
1/23/2023 |Provost notifies faculty of sick leave policies NO NO NO YES
Fall class schedule due to deans and completed in Banner/Astra for Tier 1 scheduling.
1/24/2023 |Opportunity for consultation with faculty member required. Consultation with deans on YES YES NO NO
overload required. Due to VPAA
1/26/2023 |DPC submits retention, promotion, and tenure recommendations to chair NO NO YES NO
2/1/2023 Dean shall make a recommendation regarding the reappointment of the incumbent chair to the YES NO NO YES
Provost by February 1.
2/1/2023 Faculty notifies VPAA of acceptance/rejection of sabbatical assignments NO NO VES YES
2/1/2023 |CAA Invites nominations for designation of Faculty Laureate NO NO YES NO
2/3/2023 |Draft IBHE program review due from deans to VPAA YES YES NO NO
2/3/2023 Chair provides. dean with 1st, 2nd,. 3rd, 4th, and 5th ve.ar retfantion and tenure and promotion VES YES NO NO
recommendations of DPC and chair (except for reconsiderations)
Chair provides 1st, 2nd, 3rd, 4th, and 5th year faculty with retention, tenure, and promotion
2/3/2023 [recommendations of DPC and chair YES YES NO NO
2/6/2023 Facu!ty teaching at other institutions or providing fcnsultative services complete form for NO YES YES NO
Outside Employment Approval and forward to chairs
2/8/2023 Deans c.onsu t with chairs about classroom visitation practices and procedures within their YES VES NO NO
respective departments
h : 37 =
2/8/2023 Summer Research and Creative Activity Awards deadline VES YES YES VES
2/8/2023 [Eligible faculty submit PAl materials to chair for submission to DPC NO NO YES NO
Chairs report to deans on faculty teaching at other institutions. All Outside Employment
) 23 YES YES NO NO
a/lbiag Approval forms should be forwarded to deans by this date via online system
2/10/2023 Cha.irs submit copies of annual evaluations of annually contracted faculty to deans and VPAA; YES YES NO NO
copies to faculty
2/13/2023 Faculty requests for reconsiderati.on of negative recommendations on retention, promotion NO NO VES NO
and/or tenure by DPC and/or chair
2/13/2023 |PAls requiring summary statements of work, submit statement to Provost with copy to chair NO NO YES NO




Annually contracted faculty notify chair if they wish to be considered for employment during

2/15/2023 |subsequent academic year NO YES YES NO

2/16/2023 Final faculty workloads and oveﬂée!d reports due from chair to d.ean, includin_g final spring YES YES NO NO
semester workloads based on official enrollment reports for spring semester

2/16/2023 |DPC submits PAI recommendations to chair NO YES YES NO

2/16/2023 DPC prqvides written results of r.econsideration of negative recommendation of retention, NO VES VES NO
promotion and/or tenure to Chair
Deans provide VPAA with 1st (DPC and chair recommendations only, unless recommendations

2/20/2023 are negative), 2nd, and tenure/tenure-year promotion recommendations of DPC, chair, and yEe 8O NO Ve
dean

2/20/2023 Chair pr.ovides written results of reconsid.eration of negative recommendation of retention, NO YES NO NO
promotion and/or tenure of DPC and chair to dean.
VP bmi - i

2/21/2023 AA su mlts.lst (where necessary), 2nd, and tenure/ tenure-year promotion NO NO NO YES
recommendations to UPC

2/22/2023 f\nn.ually con"tracted faculty §ubmit to chair request for reconsideration of "unsatisfactory" or NO VES VES NO

satisfactory” recommendation

2/23/2023 |Deans report to VPAA on faculty teaching at other institutions via online system YES NO NO NO

2/24/2023 Final faculty workloads and overltina‘d reports due from dean to \{PAA, including final spring YES NO NO YES
semester workloads based on official enrollment reports for spring semester

2/24/2023 |Chair provides PAI recommendations of DPC and Chair to faculty NO YES NO NO

2/27/2023 I(Jthair p.rovides 3nnuaily lcontracted faculty with written notification of reconsideration of YES VES NO NO

unsatisfactory" evaluation, copy to dean and VPAA

3/2/2023 |[Chairs notify deans of any planned changes to ACF multi-year contracts YES YES NO NO

3/2/2023 UPC 5ut?mits written reco.mmendations 0{'\ 1st (where necessary), 2nd, tenure, and tenure-year NO NO YES YES
promotion recommendations to VPAA, with copy to faculty member

3/2/2023 |Last day for approved CAA action on items to be included in the undergraduate catalog YES YES NO NO

3/6/2023 Faculty sub.mit to chair r.equests for reconsideration of negative recommendation on PAI by DPC NO NO YES NO
and/or chair
Deans provide VPAA with 3rd, 4th, and 5th year retention and promotion recommendations of

hai : 3 ; :

3/7/2023 DPC.,_c air, and dear? {DPC arjd chair recc?mmendatlons only for 3rd probationary y.ear ”. YES NO NO YES
positive]; also submit retention, promotion, and tenure recommendations of admistrative staff
not in the bargaining unit

3/7/2023 Annually contracted fellculty with "unsatisfactory" or "satisfactory” evaluation requests review by NO NO YES NO
the ACF appeal committee

3/8/2023 |Chair provides dean with DPC and chair PAl recommendations (except for reconsiderations) YES YES NO NO
D i f i

3/9/2023 eans notify VPAA of any planned changes to ACF multi-year contracts YES NO NO VES
Deans submit copies of annual evaluations of annually contracted faculty to VPAA, with copy to

3/9/2023 |faculty YES NO NO YES




3/9/2023 |VPAA submits 3rd, 4th and Sth year retention, and promotion recommendations to UPC NO NO YES YES

3/9/2023 Chair provides ACF evaluation materials to ACF Appeal Committee NO YES VES NO

3/10/2023 |Academic Success Center sends midterm grades YES NO NO NO
DPC/Chair provides faculty with written notification of reconsideration of n ive

3/10/2023 | PP/ Chair pro ¥ cet i geat NO YES YES NO
recommendation of PAl

3/10/2023 Chair prowdesldean with chair and DPC written notification of reconsideration of negative NO VES NO NO
recommendation of PAI
Faculty requests for reconsideration of 1st (where necessary), 2nd year retention, tenure, and

3/10/2023 [tenure-year promotion recommendations (if UPC recommendation is negative and DPC NO NO YES NO
recommendation is positive) sent to UPC

3/15/2023 |Deadline for withdrawing a multiple year ACF contract NO YES NO YES

3/21/2023 |Undergraduate Catalog made available to deans/directors/ departments for review YES YES NO YES

3/22/2023 |Deadline for nominations for Faculty Laureate to Chair, Faculty Laureate Committee YES YES YES YES

3/22/2023 UPC providgs faculty with results of :ecunsidera.tion of negative 1§t {wh&?re necessary) and 2nd NO NO YES YES
year retention, tenure, and tenure-year promotion recommendations with copy to VPAA
ACFs eligible for PBI and who did not achieve a 4th consecutive "superior" evaluation may

23/2023 NO YES NO

323 submit PBI portfolio to department chair and also notify dean and VPAA NR

3/27/2023 |Dean submits written PAl recommendations to VPAA, with copy to faculty member YES NO NO NO

3/27/2023 upC sut?mits written rej‘commendations for 3rd (where necessary), 4th, 5th year retention and NO NG YES VES
promotion to VPAA, with copy to faculty member

3/29/2023 Chairs provide ACF PBI portfolios with recommendations to deans, copy to annually contracted YES VES NO NO
faculty

3/29/2023 |PAl recommendations submitted to UPC by VPAA NO NO NO YES

3/30/2023 |ACF appeal committee report sent to Chair, copy to Dean and VPAA YES YES YES YES

3/30/2023 Chairs pro»jide copy of re-emp.loyment roster of Unit B annually contracted faculty wishing 2023- NO YES NO NO
2024 appointment to appropriate dean, VPAA, and UPI Chapter President

3/31/2023 |VPAA notifies ACF of evaluation decision (if chair evaluation was unsatisfactory) NO NO NO YES

3/31/2023 |VPAA notifies faculty of 1st and 2nd, year retention decisions NO NO NO YES

3/31/2023 |Provost invites eligible faculty to serve on the ACA Committee NO NO YES YES

3/31/2023 ASPs provide super\{isors with supporting r.naterial for annual evaluation and/or retention, merit NO NO YES NO
and, where appropriate, PBl recommendations

4/4/2023 |Reissue Section Size Minima Memo NO NO NO YES
T ing f i ing f i t al

4/4/2023 enu.red fac.ultv pot applyln‘g or promotlon and/or appfylrfg or a PAl with summary must also NO YES VES NO
provide chairs with supporting material for annual evaluation.
Faculty requests for reconsideration of 3rd (where necessary), 4th and Sth year retention,

4/4/2023 |promotion (if UPC recommendation is negative and DPC recommendation is positive) sent to NO NO YES NO
UPC

4/6/2023 Annually contracted faculty submit to chair requests for reconsideration of negative NO VES YES NO

recommendation on PBI




VPAA notifies faculty of tenure-year promotions and tenure recommendations. Tenure decisions

4/7/2023 o] 0] NO YES
17/ are made by the Board of Trustees according to their schedule o .

4/7/2023 Tentative—summer faculty workload reports due from chairs to deans; opportunity for faculty YES VES NG NO
consultation required
UPC provides faculty member with written r s of reconsideration of negative 3rd (where

4/10/2023 |/FEP Kty b e T e L L EEave SId (whe NO NO VES YES
necessary), 4th, 5th year retention and promotion recommendations, copy to VPAA

4/10/2023 |Deadline for notifying ACFs with seniority of 10 or higher whether contract will be renewed NO YES YES NO

4/11/2023 Chair Prowdes annuatlv_ contracted faculty with written notification of reconsideration of NO VES YES NO
negative recommendation of PBI

4/13/2023 [Tentative summer faculty workload reports due from deans to Director of Summer School YES NO NO YES

4/13/2023 [Revised Undergraduate Catalog materials due to VPAA YES YES NO YES
By this date, after consultation with the ASP, supervisors (where director or chair is the

4/14/2023 supervisor) develop‘tentatiue written w?rk plan f?r the next ye.ar and revif.ew statement of YES YES NO YES
methods and materials used for evaluation; submit to appropriate dean/director and
appropriate vice president for approval, with copy to ASP

4/14/2023 Sup_ervisor provides AS.P with anm{al written eufaluatior.z and/or retention recommendation; YES VES NO NO
copies sent to appropriate dean/director and vice president

4/14/2023 |VPAA appoints ASP PBI Committee NO NO NO YES
ASPs wh i i i i -

4/14/2023 S s.w o elect to cour?t previous VEalTS of s_erwce a_t the uniV?T?IW toward a two-year NO NO VES YES
appointment must notify the appropriate vice president in writing

4/14/2023 Date by which first-year tenurelz—t.rack emplpyeels .eligibl_e for placement in a higi'!er probationary NO YES YES NO
year may elect to do so by notifying VPAA in writing, with copy to dean and chair

orf : : —— : z >

4/14/2023 Last day for faculty to submit materials to Disability Services for conversion to alternate media YES YES YES VES
for summer semester

4/17/2023 Tentf;\tive workload reports due from chairs to deans; opportunity for faculty consultation YES YES NO NO
required

4/17/2023 Deans provide ACF PBI portfolios with recommendations to VPAA, copy to annually contracted YES NO NO VES
faculty

4/18/2023 [UPC submits PAI recommendations to VPAA, copy to faculty NO NO YES YES

4/18/2023 [Renewal request for Unit B and Adjuncts for AY22 can be entered into the online PAR system YES YES NO NO

4/19/2023 [VPAA provides PBI portfolios to ACF PBI Committee NO NO NO YES
Chair eans cl swhere fi 2 feasible an final examinati

4/20/2023 irs report to Déeans ¢ ?SSE‘ where final exams are not feasi d any final examination YES VES NO NO
schedule changes for spring

4/20/2023 Laslt day for catalcfg revi.sions to be updated in Acalog by the associate deans, Registrar, and NO NO YES NO
Office of Academic Affairs

4/21/2023 VPﬁfA. notifies tenured/tenure-track faculty of 3rd, 4th and Sth year retention and promotion NO NO NO YES
decisions

4/24/2023 |ACF PBI Committee provides recommendations to VPAA, copy to annually contracted faculty NO NO YES NO




4/24/2023 |Tentative workload reports due from deans to VPAA YES NO NO NO
4/25/2023 |Notice of Summer Appointments to be sent to Deans' Offices YES NO NO YES
4/26/2023 |Faculty submit to UPC requests for reconsideration of negative recommendations of PAI by UPC NO NO YES NO
4/26/2023 Deans report to VPAA cia'sses where final exams are not feasible and any final examination YES NO NO YES
schedule changes for spring
4/27/2023 [ACF requests reconsideration of negative PBI Committee recommendation NO NO YES NO
i ty S i the VP,
4/28/2023 Representatives of Faculty .enate, UPI Chapter, and Office of the VPAA select, by lottery, the NO NO NG YES
members of the ACA Committee
4/28/2023 [Deans/directors provide retention evaluations to ASP, when necessary, to VPAA YES NO NO YES
5/2/2023 ACF PBI Committee provides reconsideration results to VPAA, copy to annually contracted NO NO YES VES
faculty
5/2/2023 UPC provides faculty with written notification of reconsideration of negative PAI NO NO YES NO
recommendations, copy to VPAA
5/4/2023 [VPAA notifies faculty in writing of PAl decisions NO NO NO YES
5/4/2023 Chairs/Coordinatt?rs review listings of regular graduate faculty, associate am? adi.unci graduate YES YES NO NO
faculty to determine renewais for new and Sth year status and prepare nominations
5/5/2023 [VPAA notifies annually contracted faculty of PBI results NO NO NO YES
= i e | e :
5/5/2023 Academic deans review nominations for regular graduate faculty, associate and adjunct graduate VES NO NO NO
faculty for AY
5/5/2023 |Spring EWP submissions due for students NO YES YES NO
5/8/2023 Last day for faculty to submit materials to Disability Services for conversion to alternate media VES YES YES YES
for fall semester
ASPs eligible for PBI and who did not achieve a 4th consecutive "superior" evaluation may
5/12/202 NO NO YES NO
/12/2023 submit PBI portfolio to supervisor and also notify dean and VPAA
5/15/2023 |Spring EWP ratings due for faculty NO YES YES NO
5/18/2023 Supervisor, where dean is supervisor, provides ASP PBI recommendations and materials to YES YES NO NO
VPAA; copy to ASP
Dean/director submits written recommendations on ASP PBI portfolios, where necessary,&nbsp;
5/22/2023 [to appropriate vice president, copy to ASP. (This is only if the ASP did not receive the four YES NO NO NO
consecutive superior evaluations.)
5/24/2023 |VPAA provides materials to ASP PBI Committee NO NO NO YES
5/26/2023 |PBI Committee provides recommendations to VPAA, copy to ASP NO NO YES YES
6/1/2023 |Grade Appeal Committee Semesterly Report for spring due to CAA and CGS YES YES YES YES
6/1/2023 |ASP Work Plan due to ASP, copy to VPAA YES YES YES YES
hai . - : e f :
6/2/2023 Chairs submit copies gf annual evaluations of tenured faculty not applying for promotion or PAI YES VES NO YES
to deans and VPAA, with copy to faculty
6/6/2023 |ASPs request reconsideration if PBI Committee recommendation is negative NO NO YES NO
6/9/2023 [Final IBHE program reviews due from Deans to VPAA YES YES NO NO
6/9/2023 [PBI Committee provides ASP with results of reconsideration; and copy to VPAA NO NO YES YES
6/15/2023 |Appropriate vice president provides each ASP with retention decision NO NO NO YES
6/15/2023 |Appropriate vice president provides each ASP with PBI decision NO NO NO YES




Final Summer faculty workload reports due from chairs to deans; this final faculty workload

6/30/2023 : : : : YES NO NO NO
report is the basis for overload payments; accuracy is essential

6/30/2023 |Deans forward list of student complaints to VPAA YES NO NO YES

6/30/2023 Dea.n.f» provides adjunct faculty with course enrollment status and notification if course has YES YES VES NO
sufficient enroliment,

7/7/2023 |[Deadline for Deans to enter minor revisions to Summer 6-WK and Summer 8-WK assignments YES NO NO NO

7/10/2023 [Final Summer faculty workload reports due to VPAA /academic Services and Operations YES NO NO NO

7/17/2023 |Deans/directors submit A&P direct report evaluations to VPAA YES NO NO NO

id dj facul ith ification i
8/1/2023 Deans provides adjunct faculty with course enroliment status and notification if course has YES YES YES NO

sufficient enrollment.




