TIMETABLE FOR PERSONNEL ACTIONS


PROBATIONARY NON-TEACHING ACADEMIC STAFF


�


�
Year in


  Service



































1st 











2nd 














2nd 











 3rd - 5th  











6th 





�	


	Performance Review


Within first month of each contract period the immediate supervisor reviews & explains work assignments and performance expectations for the period.  Performance evaluation completed by:*








January 15











October 15














February 15











February 15











February 15














*a copy of the performance evaluation should be forwarded to the Chancellor's Office with the reappointment recommendation.


�		Renewal of


	Appointment


Immediate supervisor's recommendation to reappoint or not to reappoint due to Provost by*:




















February 1*











November 1*














May 1*











May 1*











February 1 (recommendation regarding indefinite status due to Provost 


(see below for further details)








*written copy of supervisor's report given to staff member at same time


�		 Notice of


	Non-Renewal


Written notice given to appointee by Chancellor in advance of expiration of appointment as follows:























At least 3 months before end of the appointment








At least 6 months before end of the appointment in the second year








12 months before end of the appointment








12 months before end of the appointment








12 months before end of the appointment
































�
�


Salary Recommendation:


initiated annually by immediate supervisor


due to Dean or Assistant/Associate Vice/Vice Chancellor on January 17


due to Provost on January 24 (recommendations based on general criteria established for the unit)


Affirmative Review Leading to Indefinite Appointment:


must be made not later than the end of the 6th year of probationary service


written notice must be given to the academic staff member at least 30 days prior to the review conference at which granting of indefinite status is to be considered


the academic staff member may (1) review his/her personnel file, (2) submit additional written material as he/she deems relevant, and (3) make a personal presentation	


the supervisor compiles individual's vita, written statement regarding the permanency of the position, summary of performance reviews, and individual's contributions  (see Handbook)


recommendations forwarded through reporting lines to the Provost by February 1





Refer to the Faculty and Academic Staff Handbook for a detailed description of the above procedures.
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