Suggested Timeline for Preparing Re-Appointment, Tenure, and Promotion Papers
	Date
	Task
	Person Responsible

	Years 1-2 and ongoing
	· Prepare annual reports and collect supporting documents including copies of publications, course evaluations, lists of committees, advisees, etc.

· Update CV regularly
· Organize files for easy reference and access.

· Collect student evaluations for each course taught each semester, if required by your department, and/or collect supplemental evidence of successful teaching if required by your department (e.g., student comments, student ratings, course syllabi, reflections, course portfolios, student work, technology use, etc.)

· Seek peer reviews of teaching as required by your department. 


	Faculty candidate
Chair and Dept. Faculty

	Spring of 2nd year
	· Consult with Dept. Chair about procedures and deadlines for 3rd year review


	Faculty candidate and
Chair 

	Summer before

3rd year for reappoint-ment
	· Update CV 

· Prepare narrative document about teaching, research/scholarship, and service according to guidelines from Provost’s webpage http://provost.uncg.edu/publications/personnel/policies_faculty.html and Departmental expectations.
· Follow School of Education policy regarding Content and Size of Reappointment, Promotion, and Tenure documents.(attached)
· Give narrative to your Chair or designee for feedback.
· Make use of annual reports to pull together evidence and documentation to support 3rd-year review including copies of publications, other scholarship, course and peer evaluations, etc.

	Faculty candidate with input and feedback from Chair or designee

	Fall semester beginning 3rd year
	· Provide narratives and supporting documents to the Chair to give to faculty designated to write a summary evaluation of your teaching, research, and service.

· Submit all materials for 3rd year review by early October deadline.  

	Faculty candidate
and 

Dept. Faculty

	Years-3-5 and ongoing
	· Focus on feedback received during 3rd year review.

· Update CV and continue to prepare annual reports.
· Prepare and keep all annual reports and supporting documents including copies of publications, course evaluations, lists of committees, advisees, etc.

· Organize files for easy reference and access.

· Collect student evaluations for each course taught each semester, if required by your department, and/or collect supplemental evidence of successful teaching if required by your department (e.g., student comments, student ratings, course syllabi, reflections, course portfolios, student work, technology use, etc.)

· Seek peer reviews of teaching as required by your department.

	Faculty candidate
Chair and Dept. Faculty

	Spring of 5th year
	· Read/reread the latest P&T document on the Provost’s webpage at http://provost.uncg.edu/publications/personnel/policies_faculty.html 

· Consult with Dept. Chair about procedures for promotion and tenure at the department, School of Education, and University level.

· Discuss procedures for securing external evaluators for your P&T papers with Department Chair.

· If required by your Department, prepare lists of students in all courses for Dept. Chair to contact randomly for support letters.

	Faculty
candidate with

Chair 

	Summer before

6th year for P&T
	· Update CV

· Prepare narrative documents for teaching, research/scholarship, and service according to guidelines from Provost’s webpage, School of education, and Departmental expectations.
· Follow School of Education policy regarding Content and Size of Reappointment, Promotion, and Tenure documents.(attached)
· Follow Department Chair’s recommendations for preparing information for external reviewers (e.g., CV, narrative summary of research/scholarship, and 3-6 examples of scholarly work as supporting evidence).
· Chair to prepare cover letter and send out candidate’s narrative, CV, and supporting evidence to external reviewers no later than August 1st.  
· Collect and organize documents to support teaching, research, and service including copies of published articles, presentations, grants, course evaluations, etc.

	Faculty candidate
Chair

	Early in Fall of 6th year
	· Chair designates Dept. faculty to write summary evaluations of candidate’s teaching, research, and service.
· Provide narratives and supporting documents to the Chair to give to the faculty designated to write a summary evaluations of your teaching, research, and service.
· Follow attached Table of Contents in preparing binder with P&T documents. 
· Organize other supporting materials as suggested by Dept. Chair.
· Meet October deadline for submitting P&T papers
· Be prepared to add additional information as requested during Inclusion Week.

	Chair
Faculty candidate

	Spring of 6th year
	· Wait to hear about decision in writing from the Chancellor – about Spring Break

	Faculty

	Years 7-??
	· Prepare annual reports and update CV regularly

· Continue collecting and organizing evidence of teaching, research, and service for Post-Tenure Review process every 5 years

	Faculty 


