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MEMORANDUM

TO:

Departmental Chairs, Administrators and Secretaries

FROM:
Jean Dismuke, Supervisor 



School of Medicine Office of Faculty Affairs

SUBJECT:
2004 Renewal of Academic Employees

DATE:
February 16, 2004

At this time the Office of Faculty Affairs is establishing the due date for the renewal of faculty, academic staff, associate chairs, and associate directors in the School of Medicine.  The renewal documents for academic employees whose contracts expire on June 30, 2004, will be due in the School of Medicine Faculty Affairs Office on FRIDAY, April 9, 2004.  Contracts expiring prior to June 30 require at least a one-month lead-time in order to ensure the employee’s continuation on the payroll without interruption. 

The revised renewal letter of offer and checklist will assist you in renewing your academic employees.  Please also note the following items:

· Use June 30, 200X, as the contract end date unless there are extenuating circumstances that prevent you from using this date (please explain in a note attached to the renewal or in an email).

· You may extend two-year renewals to the non-tenured faculty in your department provided there will be funding available to support the appointment for the duration of the contract. If in doubt, DO NOT issue a two-year renewal.  If there are performance problems or other issues, one-year renewals (or less) are strongly encouraged. 

· Faculty on the tenure track must receive a two-year renewal provided they are not currently in or past their fifth year of service. The renewal may not take them beyond seven years of service on the tenure track. 

· Clinician-Educator or Research track changes or changes in terms and conditions of appointment should be accomplished at the time of renewal.

· Faculty MUST be on the correct track when recommendations for promotion and tenure are submitted in the fall.  [NOTE: Faculty who will be recommended for tenure must have been on the tenure track for one year.]  Subsidy conditioned faculty may not be proposed for tenure.  
· Please state the FTE in the comments section of the Change in Job Detail Form for faculty less than 1.0 FTE.  
· Change in Labor Distribution forms are to be submitted separately to the Fiscal Affairs Office.
· Pull a copy of last year’s documents as a model to assist you with completing the Change in Job Detail Form.
· Be sure to carefully proofread your letters prior to sending them to the Office of Faculty Affairs.
· E-Report HR.HR012A Contract End Date is available to assist you in determining who in your department needs to be renewed.

· Letters for faculty who hold parenthetical assignments with administrative attachments must include language re-iterating the parenthetical assignment. 
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JOINT APPOINTMENTS:  If you have any payroll faculty in your department who hold a joint appointment with another department/center/institute in the School of Medicine or with another School/College at the University, be sure to prepare one joint renewal packet.  Both department chairs (and Deans if applicable) must sign the paperwork.  It is not the responsibility of the Office of Faculty Affairs to obtain signatures on joint renewals.   Renewals lacking the appropriate signatures will be returned to the department.

LECTURERS, SENIOR LECTURERS, AND INSTRUCTORS:  Please refer to Section 6.0 Special Conditions Pertaining to the Renewal of Lecturers, Senior Lecturers, and Instructors found in University Policy 2001-1 Recommendation for Term Appointment and Renewal of Faculty and Academic Staff.  This University Policy may be found at http://www.wayne.edu/fisops/universitypolicy.pdf.

PAYROLL  IMPLEMENTATION:   Letters of offer signed by the faculty or academic staff member must be returned to the School of Medicine Office of Faculty Affairs no later than Friday, June 11, 2004, to ensure continuation on the payroll without interruption.    Renewals effective July 1, 2004 will impact the paycheck of July 14, 2004 (8 days of old contract and 2 days of new contract).

If you need assistance in preparing your renewal documents or have any questions, please e-mail or call:

· Renee Cooper at srcooper@med.wayne.edu or 7-6904

· Mary Uryga at muryga@med.wayne.edu or 7-0177

· Jean Dismuke at jdismuke@med.wayne.edu or 7-1519.  

c:
S. Lerner


Z. Clark 


R. Cooper


M. Uryga
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