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Deadlines for Academic Personnel Actions—Office of Academic Affairs (OAA)

Note:  Schools and Colleges may post deadlines that are earlier than those in this schedule. 

If so, please follow the schedule established by your dean's office and in accordance with Policies and Procedures for the Evaluation of Faculty for Tenure, Promotion, and Merit Increases, Dated May 17, 1996 and as Amended July 2009 [Page 32].
Questions and Interpretations:  Please direct any questions to your dean's or vice provost's office. If interpretations are still needed, please contact Vice Provost Carol Mack at 5-3419. 

For additional reference:  This schedule is posted on the Office of Academic Affairs website as “Deadlines Memo” at http://www.pdx.edu/oaa/promotion-and-tenure-information
Faculty Promotion and Tenure Processes: 

	Second Monday in October 
	Eligible faculty notified by department chair

	Fourth Monday in November 
	Departmental P&T committee recommendations 
to department chair

	First Monday in December 
	Faculty members notified of departmental P&T committee and department chair recommendations

	Second Monday in January 
	Committee and chair recommendations to academic dean

	Fifth Monday in January 
	Deans submit recommendations and files to the provost using the Dean’s Checklist for organizing materials. Checklist: http://www.pdx.edu/oaa/promotion-and-tenure-information


Annual Review for Tenure Related Faculty:  Effective now, annual reviews must be completed according to the schedule posted here. 
Third Year Reviews for Tenure Related Faculty:  In order to ensure that candidates for tenure have a timely assessment of their progress, there must be a review at the end of the third year (P&T Guidelines, IV.C.2a.)  Please send Third Year Reviews to OAA separately; they should not be mixed in with P&T notebooks sent in February.  Please note:  If a faculty member’s letter of offer predates this deadlines notice and indicates a date different than the one below for the Third Year Review, the date in the Letter of Offer should be honored. In the future all Third Year Reviews should follow the dates below. 

	First Monday in February (in faculty member’s 3rd year)
	Faculty file due to the departmental committee



	First Monday in March (in faculty member’s 3rd year)
	Recommendation from the committee to the chair

	First Monday in April (in faculty member’s 3rd year)
	Recommendation of the chair to the dean

	First Monday in May (in faculty  member’s 3rd year)
	Deans send the review letter to the faculty member with a copy to the Vice Provost for Academic Administration and Planning


Other Annual Performance Reviews are detailed at the end of this document.
(next page)

Institutional Career Support/Peer Review:  The peer review process is outlined in Article 16 of the PSU-AAUP Collective Bargaining Agreement. Please remember to implement the peer review process in your area.


3/15


Peer review recommendations from deans due in OAA.
4/1


Academic Affairs notifies faculty member of results.

Sabbatical Leave Requests:  Guidelines and forms may be found at http://www.pdx.edu/oaa/reference-documents

Third Monday in January

Leaves approved by the Dean’s Office should be sent to the Academic Employment Manager, at the Office of Human Resources (HR).  HR will coordinate the approval process with OAA.


Second Monday in February
HR forwards Sabbatical Leave Requests to OAA.
Departmental Chairperson selection:  The guidelines for chairperson selection are in Section 4 of the Faculty Governance Guide found at http://www.pdx.edu/oaa/reference-documents
Third Monday in April
The dean forwards departmental recommendations on selection of the chairperson to the provost. 

Notices of Intent Not to Reappoint for Instructional and Research Faculty:  Notice of Intent Not to Reappoint (“Notice”) should be sent to any AAUP-represented, instructional and research faculty members holding a fixed-term, renewable appointment that is >.50 (annualized) FTE who will not, or may not, be reappointed in the following fiscal/academic year.  By early December of each year, departments will receive a memo from OAA/HR with more details about notices. 

December 31

Letter of Notice to those not in first year of service; copies to OAA and HR

March 31 

Letter of Notice to those in first year of service; copies to OAA and HR
Notices of Position Termination for Academic Professional Staff:  The schedule for notice of position termination for AAUP-represented Academic Professionals is contained in Article 17, Section 5 of the current AAUP Agreement.  Please familiarize yourself with the details of this Section in order to provide timely notice for Academic Professionals.  For questions, contact Carol Mack at 5-3419 or mackc@pdx.edu. 

Deadlines for Annual Performance Reviews (next page)

Annual Performance Reviews

General information and forms on performance reviews may be found at http://www.pdx.edu/hr/evaluating_employees 
.

Annual Performance Review—Fixed-Term Instructional and Fixed Term Research Faculty:  Reviews are based on departmental processes developed per Article 18 of the PSU-AAUP Collective Bargaining Agreement.  Please note:  If the annual review of a fixed-term research faculty member will include review for potential promotion, please follow guidelines included as Appendix IV in the P&T guidelines found at the following link:  http://www.pdx.edu/oaa/promotion-and-tenure-information

March 15
Fixed-term instructional and research faculty reviews forwarded to deans and vice provosts. Reviews are to be filed in personnel files in the dean’s or vice provost’s office.  Please send copies to the Office of Human Resources.


June 15
Fixed-term faculty holding multi-year appointments must be reviewed by this date in the first year of the multi-year contract.  

Annual Performance Review—Academic Professionals (AP):  Advancement based on annual performance review is outlined in Article 17 of the PSU-AAUP Collective Bargaining Agreement. 
	First Monday of May 
	AP performance reviews forwarded to deans and vice provosts

	Third Monday of May 
	AP performance reviews forwarded to OAA


Annual Performance Review—Excluded Personnel:  Reviews of all ranked excluded personnel, except CADS members, are conducted using the annual performance review process and template established by OAA for Assistant and Associate Deans, Academic Chairs and Directors. Annual reviews of other excluded academic personnel may be conducted using a process adopted by their units.

	Fourth Friday in March
	Self evaluations of other ranked excluded personnel are due in the deans’ offices.

	Fourth Friday in April 
	CADS members send completed reviews to OAA

	Variable schedule
	Reviews of unranked excluded personnel are due in HR following the process and timeline adopted by their unit.


Annual Performance Review—Members of the Council of Academic Deans:  The annual and 5-year cycle review process has been established for CADS. The materials are posted here including:

Performance Review Process – Professional Faculty
PSU Organizational Competencies
Annual Performance Evaluation – Professional Faculty
