








Date Message Faculty/ 
Faculty 

Committees 
/ASP
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Directors 

Coordinators

Dean VPAA Office/ 
President/ 

Other

9/4/2018 Spring 2019 class schedule due to deans and completed in Banner/Astra for Tier 
1 scheduling. Opportunity for consultation with faculty member required. 
Consultation with deans on overload required

  * YES     

9/17/2018 VPAA provides employees with timetable for distribution of Credit Unit 
Guidelines, development of course schedules, and official assignment of duties 
(workload form)

      * YES

9/24/2018 Revisions of student evaluation forms due to Academic Assessment and Testing 
for spring 2019 semester

  * YES     

10/11/2018 Faculty workload reports due to deans (final fall 2018 with tentative spring 
2019). Opportunity for faculty consultation required 

  * YES * YES   

11/1/2018 Applications for LWOS (leave without salary) for tenured/tenure-track faculty 
and ASPs for 2019-20 encouraged; must be submitted 3 months prior to start of 
leave

* YES       

11/1/2018 Deadline for ASPs to apply in writing for administrative educational leave and 
retraining leave for 2019-20 (copies to dean and VPAA, VPSA where 
appropriate)

* YES YES     

11/1/2018 Deadline for annually contracted faculty (with a seniority number of 10 or more) 
to apply in writing for administrative educational leave and retraining leave for 
2019-20 (copies to dean and VPAA, VPSA where appropriate)

* YES YES     

11/1/2018 Tier 1 scheduling begins in Banner/Astra for Fall 2019   YES YES   
11/9/2018 Summer 2019 Continuing Ed course requests due to SEL Academic Services and 

Operations
  YES YES   

11/12/2018 Chairs, directors, etc., submit ASP administrative educational leave and 
retraining leave applications for 2019-2020 to deans

  * YES YES   

11/12/2018 Chairs submit to deans faculty sabbatical applications, retraining leave 
applications and LWOS applications for 2019-2020

  * YES YES   
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11/12/2018 Chairs, directors, etc., submit annually contracted faculty (with a seniority 
number of 10 or more)  administrative educational leave and retraining leave 

  * YES YES   

11/14/2018 Last day for faculty to submit materials to Disability Services for conversion to 
alternate media for spring  semester

YES YES YES YES

11/15/2018 Annually contracted faculty/ASPs wishing to be considered for a PBI notify the 
VPAA of intent, in writing, copy supervisor and dean/director 

* YES     YES

11/20/2018 Deans submit retraining leave, sabbatical, LWOS, and administrative educational 
leave applications for 2019-2020 to VPAA

    * YES   

12/3/2018 VPAA communicates decisions on sabbaticals, retraining leaves, and 
administrative educational leaves

      * YES

1/17/2019 Fall 2019 Continuing Ed course requests due to SCE Academic Services and 
Operations

  YES YES   

1/18/2019 All annually contracted faculty provide chairs with supporting material for 
annual evaluation; indicate PBI if three previous consecutive "superior" ratings

* YES YES     

1/22/2019 Fall 2019 class schedule due to deans and completed in Banner/Astra for Tier 1 
scheduling. Opportunity for consultation with faculty member required. 
Consultation with deans on overload required

  YES YES   

2/6/2019 Faculty teaching at other institutions or providing consultative services 
complete form for Outside Employment Approval and forward to chairs

* YES YES     

2/12/2019 Chairs submit copies of annual evaluations of annually contracted faculty to 
deans and originals to VPAA

  * YES YES   

2/12/2019 Chairs submit to deans the Outside Employment Approval forms for faculty 
teaching or consulting at other institutions. Forms MUST be submitted and 
approved BEFORE the employment occurs

  * YES YES   

2/15/2019 Annually contracted faculty notify chair if they wish to be considered for 
employment during subsequent academic year

* YES YES     
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2/19/2019 Annually contracted faculty submit to chair request for reconsideration of 
"unsatisfactory" or "satisfactory" recommendation

* YES YES     

2/22/2019 Revisions of student evaluation forms due to Academic Assessment and Testing 
for fall semester

  * YES     

2/22/2019 Deans report to VPAA on faculty teaching at other institutions. (Forward 
approved outside employment forms.)

    * YES   

2/25/2019 Chair provides annually contracted faculty with written notification of 
reconsideration of "unsatisfactory" evaluation, copy to dean and VPAA

  * YES YES   

3/1/2019 Annually contracted faculty with "unsatisfactory" or "satisfactory" evaluation 
requests review by the ACF appeal committee

* YES       

3/1/2019 Chairs notify deans of any planned changes to ACF multi-year contracts   * YES YES   
3/5/2019 Chair provides ACF evaluation materials to ACF Appeal Committee YES * YES     
3/8/2019 Deans submit original evaluations of annually contracted faculty to VPAA, with 

copy to faculty
    * YES YES

3/8/2019 Deans notify VPAA of any planned changes to ACF multi-year contracts     * YES YES
3/22/2019 ACFs eligible for PBI and who did not achieve a 4th consecutive "superior" 

evaluation may submit PBI portfolio to department chair and also notify dean 
and VPAA

* YES       

3/22/2019 ACF PBI portfolios due   * YES     
3/28/2019 Chairs provide ACF PBI portfolios with recommendations to deans, copy to 

annually contracted faculty
  * YES YES   

3/28/2019 ACF appeal committee report sent to Chair, copy to Dean and VPAA * YES YES YES YES
3/30/2019 Chairs provide copy of re-employment roster of Unit B annually contracted 

faculty wishing 2019-2020 appointment to appropriate dean, VPAA, and UPI 
Chapter President

  * YES     

4/2/2019 VPAA notifies ACF of evaluation decision (if chair evaluation was unsatisfactory)       YES
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4/3/2019 ASPs provide supervisors with supporting material for annual evaluation and/or 
retention, merit and, where appropriate, PBI recommendations

* YES       

4/3/2019 Annually contracted faculty submit to chair requests for reconsideration of 
negative recommendation on PBI

* YES YES     

4/8/2019 Chair provides annually contracted faculty with written notification of 
reconsideration of negative recommendation of PBI

YES * YES     

4/9/2019 Tentative summer faculty workload reports due from chairs to deans; 
opportunity for faculty consultation required

  * YES YES   

4/10/2019 Deadline for withdrawing a multiple year ACF contract   * YES   YES
4/10/2019 Deadline for notifying ACFs with seniority of 10 or higher whether contract will 

be renewed
* YES

4/15/2019 Last day for faculty to submit materials to Disability Services for conversion to 
alternate media for summer semester

* YES YES YES YES

4/15/2019 Tentative 2019-2020 workload reports due from chairs to deans; opportunity 
for faculty consultation required

  * YES YES   

4/15/2019 ASPs who elect to count previous years of service at the University toward a two-
year appointment must notify the appropriate vice president in writing

* YES     YES

4/16/2019 VPAA appoints ASP PBI Committee       * YES
4/16/2019 Supervisor provides ASP with annual written evaluation and/or retention 

recommendation; copies sent to appropriate dean/director and vice president
  * YES * YES   

4/16/2019 By this date, after consultation with the ASP, supervisors (where director or 
chair is the supervisor) develop tentative written work plan for the next year 
and review statement of methods and materials used for evaluation; submit to 
appropriate dean/director and appropriate vice president for approval, with 
copy to ASP

  * YES * YES YES
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4/17/2019 Deans provide ACF PBI portfolios with recommendations to VPAA, copy to 
annually contracted faculty

    * YES YES

4/18/2019 VPAA provides PBI portfolios to ACF PBI Committee       * YES
4/23/2019 ACF PBI Committee provides recommendations to VPAA, copy to annually 

contracted faculty
* YES       

4/25/2019 ACF requests reconsideration of negative PBI Committee recommendation * YES       

4/29/2019 ACF PBI Committee provides reconsideration results to VPAA, copy to annually 
contracted faculty

* YES     YES

4/30/2019 Deans/directors provide retention evaluations to ASP, when necessary, to VPAA     * YES YES

5/6/2019 VPAA notifies annually contracted faculty of PBI results       * YES
5/8/2019 Last day for faculty to submit materials to Disability Services for conversion to 

alternate media for fall semester
* YES YES YES YES

5/14/2019 ASPs eligible for PBI and who did not achieve a 4th consecutive "superior" 
evaluation may submit PBI portfolio to supervisor and also notify dean and 
VPAA

* YES       

5/17/2019 Supervisor, where dean is supervisor, provides ASP PBI recommendations and 
materials to VPAA; copy to ASP

  YES * YES   

5/22/2019 Dean/director submits written recommendations on ASP PBI portfolios, where 
necessary, to appropriate vice president, copy to ASP. (This is only if the ASP did 
not receive the four consecutive superior evaluations.)

    * YES   

5/24/2019 VPAA provides materials to ASP PBI Committee       * YES
5/30/2019 PBI Committee provides recommendations to VPAA, copy to ASP * YES     YES
6/3/2019 ASP Work Plan due to ASP, copy to VPAA * YES * YES * YES YES
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6/12/2019 PBI Committee provides ASP with results of reconsideration; and copy to VPAA * YES     YES

6/17/2019 ASPs request reconsideration if PBI Committee recommendation is negative * YES       

6/17/2019 Appropriate vice president provides each ASP with retention decision       YES
6/26/2019 Appropriate vice president provides each ASP with PBI decision       * YES
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