








Current Date
TO:

Faculty Member
Faculty Member’s Department
FROM:
College, AA/S



College of Your College
SUBJECT:
RETURN OF PERSONNEL MATERIALS

Copies of the following materials are being returned to you in accordance with the current Faculty Personnel Policies and Procedures document:


  Faculty at the rank of Professor or equivalent rank shall have the SET comments and


  summary retained for 5 years, after which the materials for the most distant year are


  returned yearly to the faculty member at the beginning of the following academic year


  (FPPP 8.1.b.8).


  Probationary faculty who are promoted before they are tenured, SET results which were

  available for consideration during promotion deliberation shall be removed from faculty 
  files after tenure is awarded.  Those materials which were available for consideration after


  promotion but prior to tenure deliberations shall be retained for consideration during the 


  next promotion deliberations (FPPP 8.1.b.8.a).


 For all other faculty, SET results shall be removed from faculty files after promotion or appointment at a higher rank, with the exception of a faculty member moving from temporary to tenure-track status. SET results that have been removed from faculty files shall be returned to the faculty member at the beginning of the next academic year (FPPP 8.1.b.8.b). 

  Temporary faculty will have the SET comments and summary retained for 5 years, after


  which the materials for the most distant year are returned yearly to the faculty member.


  Materials such as articles, course outlines, grant proposals, other evidence of professional


  accomplishments, and the faculty member’s dossier shall be returned to the faculty 


  member after each personnel cycle.

Faculty who wish to retain any of the returned materials for introduction into their file during future review cycles shall take the responsibility of keeping these materials in their possession and updating them annually.  The materials should be included in the dossier portion of the personnel file at the initiation of the appropriate review cycle.  The personnel file will permanently contain correspondence about employment status and personnel actions, as well as information such as peer evaluations, signed statement of evaluation, and summaries of student evaluations (FPPP 3.0.c). 
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