MORSANI COLLEGE OF MEDICINE
ANNUAL ASSIGNMENT and EVALUATION PROCESS 
TIMETABLE FOR 2017 PROCESS  
	TARGETED COMPLETION DATES
	
ACTION STEPS

	Beginning

Wednesday, April 7, 2018
	Department Chair/Division Chief/Program Leader/Supervisor provides each ranked faculty member with a printed copy of their evaluation sheet and begin evaluation meetings and entering evaluation scores into SharePoint.
Instructors, Assistant Professors, Associate Professors, and Professors to the Department APT Committee or Evaluation Committee for review and comment regarding the faculty member's progress toward promotion, performance review and/or tenure, as applicable. Concurrent Process with Chair’s discussion with faculty members.

	Wednesday, April 7, 2018
	Vice Deans begin entering evaluation scores into SharePoint, concurrent with Departmental reviews.

	Wednesday, May 23, 2018
	Deadline for Department Chairs/Supervisors to complete their evaluations of all Ranked Faculty, post evaluations to SharePoint site.
SharePoint site closed to additional information Faculty Affairs begins to finalize data in SharePoint 

Signed copies of evaluation forms to be provided to the faculty member. Retain completed and signed originals in the departmental personnel files. SharePoint evaluation data will be utilized to determine eligibility for performance bonuses.
 Do not send copies of completed forms to Faculty Affairs.

	Wednesday, May 30, 2018
	Faculty Affairs submits information to payroll to process bonuses, as may be applicable.

	
	


REQUIRED SEMESTER UPDATES  
	TARGETED COMPLETION DATES
	ACTION STEP

	Dec 15 and May 1
	Update Assigned Faculty Duties Form when there is a significant change (5% or greater) in assignment or percent of effort for a particular activity category
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