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There will be variations depending on the skill & willingness of your office staff, and the extent to which committees do some of this work, e.g., a scheduling committee.  We also receive a great deal of deadline materials, e.g., lottery grant applications; I haven’t included those kinds of deadlines.  This was prepared for incoming chairs, so I left it as is.
JULY    

Consider culling lots of your things to prepare for move. Travel light! 

Outgoing chair should have had faculty requests for Sp’04 classes sent out.  Make sure all are returned and begin to build Sp’04  schedule with outgoing chair.

Find out for sure the candidates who’ll prepare dossiers for RTP.

Have offices prepared for new faculty.

AUGUST  

Settle in to new office. Learn location of files/forms you might need.

Need to check greensheets?  Esp. of new faculty.

Supplies needed for semester ordered

Prelim sched. for Sp’04 ready to go by Aug. 4.

Recruitment auth requests composed?  

Ad copy for positions &  Position Announcements composed

Plan 1st faculty meeting agenda items.  Are committee assignments/elections needed?

Have agenda and other items of interest mailed to faculty

Check enrollments by comparing w/a yr. ago at same time û open sections as needed & permitted.  

RTP calendars from Fac. Aff. & RTP Guidelines to candidates.

Help new faculty get situated

Make sure faculty door cards are prepared & posted

Student advising picks up

Frosh Convocation, Pres. Address. All college meeting?

Faculty meeting

Tech requests to dean’s office.

Cancel section(s)?

SEPTEMBER
Sabbatical apps due to you

Assign classroom peer evaluators

Plan winter schedule

Offer encouragement to RTP candidates, & mentor or assign mentors for dossier prep.

Copies of RTP policy to committee members. Study RTP policy S98-8!

Schedule dept. RTP committee meetings for Oct.

Compose Chair’s Description & Analysis

Authorization to hire request need more work?  Can you run ads now “subj. to budgetary approval?”

Finalize Showcase for Learning plans

OCTOBER
RTP committee(s) meet

Are office procedures for managing recruitment OK?

Some universities have a very civilized custom called “Fall Break.”  Take one!

NOVEMBER
Lecturer apps for sp. ‘04

Advising picks up.

Plan holiday party?  Winter graduation?

DECEMBER
Memo to departing faculty re: clearance procedures

Lecturers for S’04 in place?

Last minute staffing of Sp’04 sections due to buy-outs?

More advising.

Student complaints likely

Notify faculty up for sp.’04 Post tenure review & include copy of U. policy.

JANUARY
Plan agenda for 1st sp. Faculty meeting.

Winter classes going OK?  Room changes?

Memo to faculty w/agenda & other items of interest. Send F’04 schedule requests

Compare enrollments w/same time previous year.

(January cont.)

Section cancellations?

Faculty meeting. Elections/assignments for spring. 

Advising.

Search committee(s) meets.

Schedule interviews for candidates

FEBRUARY
Finalize F’04 schedule

Summer schedule ready?

Bring candidates to campus

Search committee recommendations to faculty 

Contact 1st choice to begin discussions

Prepare recruitment report

FERP & retirement application deadlines

Assign classroom peer evaluators

Notify 1st, 3rd, 5th yr. candidates & full-time lecturers with Faculty Affairs calendar & Summary of Achievements forms.

Remind post-tenure review candidates of deadlines.

MARCH
RTP committee meets on 1st, 3rd, 5th year evaluations

Notify part-time lecturers of due date for Summary of Achievements. It’s optional, but encourage them to complete the form. Gather data to accompany report to dean.

Range elevation candidates?

APRIL
Dept. evaluations of part-time lecturers to dean

Post-tenure review report(s) to dean

Convocation

Year-end activities/convocations/awards ceremonies plans finalized

Begin staff evaluations

Awards & Retirement luncheon

MAY
Advising picks up

Student complaints likely

Memos to lecturers & retiring faculty about clearance procedures.

Dean’s office w/post-tenure review names for next spring

Last faculty meeting - elect/assign fall committees now?

Discuss/settle on recruitment needs

Dept. celebration/Awards ceremonies/set to go?

Clear desk!

JUNE
Budget accounts reconciled

Summer classes OK?  Room changes?

Consider procedural, office, or other improvements û now’s your chance! Curricular perhaps?

Online catalog up-to-date?

Prepare recruitment requests

JULY
Check staffing needs for fall

Go someplace fun & far away!

