TO:              All Departmental Contacts, School of Medicine

FROM:        Cathy Schaffer, Director of HSC Faculty Affairs
DATE:
February 12, 2016
RE:
     
Triptych Deadlines and Faculty Actions
FACULTY TITLES (Full-time, Part-time, Gratis, Joint and Associate) 
Handout available Faculty Titles at http://louisville.edu/medicine/facultyaffairs/forms/miscellaneous-information
APPOINTMENTS AND REAPPOINTMENTS
Full-Time


1.0 FTE = 
82%-100% time in School of Medicine

· 100% = A12 Contract

· 82%-99% = B12 Contract
· Can maintain tenure/tenure track status on B12 contract

· Full-time university benefits apply

Part-Time –
Less than 82% in School of Medicine 
· Do not participate in Practice Plan

· Part-time university benefits apply at 80%

· Handled the same as full-time appointments.

Hiring Process - Faculty Affairs website http://louisville.edu/medicine/facultyaffairs/forms, to appointments, see Filling a Faculty Position in School of Medicine and Waiver Instructions. Clinical departments may use the New Provider (Faculty) Onboarding Checklist and Onboarding/Credentialing Process to coordinate the U of L and ULP procedures for clinical faculty. 

Tenured = Continuous full-time employment in a school until resignation or retirement

Tenure Track = Probationary (path to tenure which is usually 7 years)
· Probationary faculty receive a contract from the Provost’s Office per the Redbook, 4.1.1.B. These contracts are continued throughout the probationary period and confirmed by the department chair. 
· If a faculty member will not be continued on probationary track, the faculty member must be notified in writing by the dean according to The Redbook, 4.5.2. The department chair should contact Office of Faculty Affairs before any action is taken. 
· Probationary faculty undergo a mid-tenure review after about two years of service.  Faculty Affairs notifies each department when the mid-tenure review is due.
· If a faculty member wishes to transfer from a probationary appointment to a term track, the transfer must be completed before the tenure review is initiated, which is within 12 months after five years of service.  Once a faculty member transfers from probationary status to term track, it may not be possible to transfer back to probationary status.  
Term Track – Term Contract – No tenure
· Term faculty may be appointed for a contract period of 1, 2 or 3 years and contract is binding unless faculty member is willing to accept a change in contract or resigns.
· Term faculty are eligible to apply for a tenurable (probationary) appointment if they have not previously been on tenure track.

·   If the department is not going to renew a term appointment, the department chair notifies the dean 4 months prior to expiration of the appointment.  The dean’s office will notify the faculty member 90 days prior to the expiration of the appointment.  
Term Rolling – Rolling Contract
· Term Rolling contracts provide for a continuous 3 year rolling contract that is renewed annually.  These are an option for some advanced rank faculty after 5 years of service. 
Additional Appointments 

Joint Appointments (Time and pay is shared with another department or school)
· If no pay, no joint.  Use an associate appointment instead  

· Joints must be reviewed in each department when there is a promotion and/or tenure request or a Periodic Career Review. 

· Joint appointments for Term faculty should have the same end date as the faculty member’s primary department’s term end date.  
· Joint appointments accompanying an immediate tenure appointment must be included with the action taken by the Board of Trustees.   

Associate appointments (Association with a department or another school) 
· Full-time faculty members are eligible for associate appointments which can start on any date but must end on June 30 and can be up to five years
· No rank with an associate appointment
· No review for promotions or PCRs
Emeritus: Emeritus (male)/Emerita (female) are honorary faculty titles that may be granted when a full time Associate Professor or Professor retires or when a gratis faculty member at advanced rank retires from active practice.  Once a faculty person is awarded this title, it does not expire.  
Gratis (voluntary –no pay)
· Gratis must have terminal degree and if seeing patients, a KY license.  Ranks above Instructor must have board certification. 

· Gratis appointments to Clinical/Adjunct Instructor are limited to 3 year terms.  All other ranks can be for 5 years.
· Gratis faculty do not have a work assignment but must provide a service to the School of Medicine in either teaching, research or service.
Gratis Appointments and Reappointments
· The department completes the following areas of the gratis application before sending it to the applicant: rank, department, appointment dates and whether a new or reappointment. Send application to gratis faculty for completion and signature. The department chair signs the application.
· Gratis reappointments need to be renewed within 6 months of the expiration date; otherwise a new gratis appointment will have to be submitted

Gratis Non-renewal
Obtain a gratis faculty list from Toni Corbett in Office of Faculty Affairs and indicate non-renewals on the list and have department chair sign list. Send list to Office of Faculty Affairs.

Gratis faculty benefits
See gratis brochure for benefits.  Most of the benefits require an ID or a Cardinal Card.  If requested by faculty member either email gratis@louisville.edu or contact Toni Corbett at 852-0829.
ANNUAL WORK PLANS and ANNUAL MERIT REVIEWS
· All faculty must have an annual work plan which is on the calendar year. These are due to Office of Faculty Affairs by January 31.  

· Tenure track (probationary) faculty must have a work assignment in all three areas of teaching, research, and service (clinical or community or service to research).  Tenure track faculty must have at least a 20% research work assignment. 

· Term or part-time faculty can have an annual work plan in any or all of the three areas, teaching research, and service (clinical or community or service to research). 
· All faculty must be reviewed annually based on annual work plan. These are due to Office of Faculty Affairs by March 31.

· Annual work plans and annual merit reviews must be included with promotion/tenure actions and Periodic Career Reviews

TENURE and/or PROMOTION (Use binder)
Spring Cycle - Tenure Actions ONLY 

The spring cycle includes tenure requests for faculty members whose tenure dates are December, January, February, March or April. 

· May 1 - Due to Faculty Affairs 

· November - Board of Trustees meets
· January 1- Promotions effective

Fall Cycle - Tenure and/or Promotion 

The fall cycle includes tenure requests for faculty members whose tenure dates are May, June, July, August, September, October or November.  The fall cycle also includes all promotions only for tenured, term and part-time faculty.
· August 1- Due to Faculty Affairs

· April  - Board of Trustees meets 

· July 1– Promotions effective

Tenure Date is tied to appointment date and is usually 7 yrs after starting on tenure track unless early tenure is requested.

Promotion to Assistant Professor (Use red folder)
Promotion to Assistant Professor based on attainment of board certification or completion of one year of post-doctoral training can be submitted at any time and the chair’s letter must indicate the reason for the promotion.
Gratis Promotions (Use red folder)
Gratis promotions may be submitted at any time of the year.  
PERIODIC CAREER REVIEWS (PCR) (Use binder)
Only tenured faculties with five years of service undergo a PCR. These are due to the Office of Faculty Affairs by March 1 each year. Joint appointments are reviewed at the same time and included in the binder. A promotion replaces a periodic career review for the period in which the promotion occurs. 
FACULTY ACTIONS REQUIRING BOARD OF TRUSTEES APPROVAL

The following actions require approval by the Board of Trustees: immediate tenure or faculty appointments to Endowed Chairs; administrator appointments (including Assistant/Associate Deans and Department Chairs); award of tenure; promotions above the rank of Assistant Professor; and termination of faculty or administrators.

See the Board of Trustees schedule at http://louisville.edu/medicine/facultyaffairs/forms/miscellaneous-information.  Contact Cathy Schaffer for any of these actions at 852-6165.
FORMS 
P-103 - If a new faculty member is already employed at the university in some capacity, please list this position in the Present Rank and Position at U of L, even if it is not a faculty position.  Always include the person’s ID on the P-103. If someone attended UofL as a student, the same ID should be used for the new EMPLID (see transcript).  A criminal background check (CBC) is required for all new employees as of July 12, 2006. All titles (including joint or associate appointments) should be listed on the line Present Rank and Position at UofL. Only the actions that are continuing should be on the Recommended Rank and Position line.  The Certification of Qualifications on the bottom right of the P-103 should be completed for all new appointments.
P-102 - The date of birth and social security number should be included for all new faculty appointments, even if the individual is already employed at the university.  Please use current home address.
P-103A – Use for associate appointments and reappointments.
P104 – Use for reappointments of term, term/rolling or part-time faculty.
PAYROLL
Include PAR and/or JDC numbers on Remarks line on P103. X-pays are produced out of University Reports. Print screen and include in the triptych. 
DELIVERY OF TRIPYCHS AND BINDERS
Deliver triptychs and binders to Toni Corbett in the School of Medicine Office of Faculty Affairs located in Room 408 of Abell Administration Center at 323 E. Chestnut Street. 
OFFICE OF FACULTY AFFAIRS STAFF TO ASSIST YOU:
Cathy Schaffer, Director of HSC Faculty Affairs, at 852-6165 or cathyschaffer@louisville.edu for hiring, letters of offer, faculty appointment rank, leaves, endowed chair and scholar reviews, Board of Trustees actions, reports and other questions.   
Toni Corbett, Administrative Assistant, at 852-0829 or tlkell03@louisville.edu for all gratis, term, joint and associate actions, executive faculty questions, all notices from Office of Faculty Affairs concerning faculty actions, Faculty Affairs website at http://louisville.edu/medicine/facultyaffairs and much more. 
Beth Williams, Coordinator Faculty Committee Office, at 852-2175 or beth.williams@louisville.edu for all Promotion, Appointment, Tenure & Periodic Career Review actions in addition to other School of Medicine Committees. 
Phyllis Harris, Program Coordinator, Sr., at 852-6266 or pdharr11@louisville.edu handles mid-tenure reviews, mentoring and faculty development programs, new faculty orientation, nominations and awards, and appointments with Dr. Paul. 

Ronald I. Paul, M.D, Vice Dean for Faculty Affairs and Advancement can be reached at 852-6266.  
TRIPTYCH DUE SCHEDULE 
Below are the schedules you will need to prepare triptychs for appointments, reappointments, promotions and/or tenure, periodic career reviews and other faculty actions. All forms, templates and checklists are available on the Faculty Affairs website at http://louisville.edu/medicine/facultyaffairs. Go to forms and select the action needed.  The checklist is at the top where the action is noted. 
In New Appointment Table: LOO = Letter of Offer; Due to OFA = # of months prior to the effective date that items are due in Office of Faculty Affairs, PAT =  Promotion, Appointment and Tenure Committee, which reviews advanced rank. If you are unable to meet these deadlines, contact Cathy Schaffer at 852-6165.

New Appointment (Full-time or Part-time)
	Effective Date of Action
	Term or Tenure Track
	 
	Tenure

	
	LOO
	Due to OFA (Months) 
	PAT
	 
	LOO
	Due to OFA (Months)
	PAT

	Instructor
	3
	2
	No
	 
	NA
	NA
	NA

	Assistant Professor
	3
	2
	No
	 
	NA
	NA
	NA

	Associate Professor
	3
	2
	Yes
	 
	5
	4
	Yes

	Professor
	3
	2
	Yes
	 
	5
	4
	Yes


Other Actions






Promotion/Tenure Reviews, PCRs, etc.

	Effective Date of Action 
	Triptych Due (Months)
	
	Effective Date of Action
	Triptych Due (Months)

	Change in Status
	1
	
	Junior Rank Promotion: 
	

	Gratis (New junior rank)
	1
	
	Instructor to Assistant
	1

	Gratis (New advanced rank)
	2
	
	
	

	Gratis Promotion (Junior rank)
	1
	
	Advanced Rank Promotions:
	

	Gratis Promotion (Senior rank)
	2
	
	Effective January 1
	8

	Joint/Associate appointment
	1
	
	Effective July  1
	11

	Joint/Associate reappointment
	1
	
	
	

	Leaves (all types)
	1
	
	Periodic Career Review 
	As Notified

	Non-Renewals (Term or TT)
	2
	
	Mid-Tenure Review
	As Notified

	Reappointment (FT, PT,  Gratis)
	1
	
	Endowed Chair Review 
	As notified

	Resign/Retire/Terminate 
	1
	
	Scholar Review 
	As notified
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