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Part-Time & Clinical/Adjunct Faculty Reappointment Process
Fiscal Year 2019Year 2013
Purpose:  Per BOR Policy 8.3.5 – Evaluation of Personnel, Augusta University is required to complete a review of all faculty on an annual basis.  The Part-Time and Clinical/Adjunct Reappointment process functions as the annual review for part-time and clinical/adjunct faculty with the primary outcome of a reappointment decision.  Non-paid Clinical/Adjunct faculty will be reappointed for a three-year period.  The primary department should accommodate time requirements for approvals from joint appointment(s) or institute-center-service line memberships as necessary during the reappointment process. 

Begins:  
March 15, 2018 

Part-Time & Clinical/Adjunct Faculty Reappointment Reports are delivered to the 
Dean/Chief Executive Officer of each College/Administrative Unit
Due Dates:  
May 1, 2018  


Originals are due in the Vice President for Academic & Faculty Affairs
May 10, 2018
Originals are due in Human Resources-Faculty Support Services

Important Decision Considerations for the Chair/Director: 
· The faculty member’s ongoing contributions to the program(s) of the department, College, or division to be considered; 

· An appropriate dialogue occurs between the Chair / Director and the faculty member who is not being reappointed, in addition to sending the respective non-reappointment letter; and 

· If ‘NO’ is checked on the reports it should indicate a unilateral decision of the Chair / Director following the review process of the faculty and not a voluntary resignation that is initiated by the faculty. 

Reappointment Process
Faculty Support Services: 
· Runs reappointment reports (FE010) and notifies the authorized representative of the Dean/Vice President/Director of reappointment process and attaches reports to the email communication. 

Dean/Vice President/Director or the Authorized College/Division Level Representative(s): 
· Opens email attachment and saves reports to local directory. 

· Dean/VP/Director reviews and authorizes distribution of the reappointment reports to respective departmental level representatives. 

Department Chair or the Authorized Departmental Level Representative(s): 
· Review and signify reappointment decisions and update off-campus locations under the “Location” column on the Clinical/Adjunct Report if applicable.
· Work Commitment Changes for part-time faculty:  Prepare Faculty Position Description (FPD) form, Page 1, if there is a change in the work commitment that will take effect at the start of the reappointment period (7/1/18 for fiscal year; 8/1/18 for academic year) to ensure accurate faculty information for salary letters.  Make appropriate notations on the report and submits the FPDs to HR-Faculty Support Services with a notation in the ‘Comments’ section “Changed on Reappointment Report”. 
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· Forwards completed and signed reports to the Dean/VP/Director or authorized representative of the College/Division level. 

Dean/VP/Director or the College / Division Level Authorized Representative(s): 
· Review reports for concurrence and sign in approval of the reappointment decisions and submits to Vice President for Academic & Faculty Affairs for review. 

Vice President for Academic & Faculty Affairs or authorized representative: 
· Review reports and signs in concurrence. 
· Submits originals to HR-Faculty Support Services. 

HR Faculty Support Services:

· Stamps date received on all reports.
· Submits originals to Advancement for review.
Director of Alumni Affairs or authorized representative: 
· Review reports and initials in concurrence. 
· Returns to HR-Faculty Support Services

HR Faculty Support Services: 
· Scans and returns copy of final report documents, with all approvals, to the Dean/VP/Director or College/Division Level Authorized Representative(s). 
· Forwards original reports to HR-Benefits & Data Management for reappointment processing.

Dean/VP/Director or the College/Division Level Authorized Representative(s): 
· Prepares non-reappointment letters to respective part-time and clinical/adjunct faculty members and distributes letter and copies as outlined on the “Sample Letter for Non-Reappointment” 

· Originates Terminate Employee ePAR Transaction through appropriate approvals and submits a printed copy of the ePAR along with a copy of the non-reappointment letter as supporting documentation to HR-Faculty Support Services

Termination Reasons for Non-Reappointment ePARS are: 
• Part-time – TER/PTP “End Part-Time Position” 

• Clinical/Adjunct – NE “Non-Paid EE Affiliate” 

HR-Benefits & Data Management (processing) 
· Verifies receipt of the copy of the Non-Reappointment Letter prior to processing the termination ePAR. 

Reappointments will be processed with an effective date of 07/01/2018 for fiscal year appointments and   8/1/2018 for academic year appointments. 

ePAR termination transactions for non-reappointments will not be processed until after confirmation of the FY’19 budget upload. 
· Terminate Employee ePAR Transaction for faculty not being reappointed should be submitted on or before the Personnel Action deadline for July 2018 (07/11/2018). 

· Please note that the termination transactions may not be reflected on the July Pre-Payroll Report. 
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