Relevant Dates for Department Chairs
July 2022 – June 2023

Important calendar due dates for chairs
· Call for course schedule submissions: September (for Spring schedule) and February (for Fall and Summer schedule)
· Probationary Faculty Appraisal Form sent to VPAA: March 1, 2023
· Department Chair forwards recommendation of probationary tenure-track faculty in their final year of review to VPAA: January 15, 2023
· PARs and DARs to their Deans and AA: March 1 annually

Important calendar dates to remind faculty about
· Textbook adoptions: mid-October (for spring courses); mid-March (for summer courses); late-March (for fall courses); Bookstore will announce
· Grade submissions: typically within a few days after final exam period. Registrar will verify.
· Faculty request consideration for promotion to full professor, in writing, to VPAA: September 30, 2022
· Probationary tenure-track faculty in their final year of review submit final review file to the tenure committee chair: August 15, 2022
· Tenure committee sends recommendation of probationary tenure-track faculty in their final year of review to department chairperson and VPAA: December 15, 2022
· Probationary tenure-track faculty submit their annual review file to tenure committee chair: January 15 annually
· Probationary Faculty Appraisal Form to Department Chairpersons and VPAA: February 15 annually
· PARs are due to department chairpersons: February 1 annually

Other key dates (not included in the following calendar)
· Exploration Day at Tech: Admissions will announce (generally 1st Saturday in November).
· Research at Tech: Admissions will announce (generally February). 
· Commencement: Saturday, May 13, 2023






The following list of departmental activities is intended to provide broad guidance on when various activities occur.  This list is not a substitute for the exact deadlines, which are normally communicated by the offices with responsibility for the activity.  
  
	Month
	Date Range
	Activity

	
	

	JULY

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter. 

	[bookmark: _gjdgxs]AUGUST

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.

	
	5th
	NEW FACULTY WORKSHOP – Voluntary orientation event for new tenure-track and adjunct faculty members.

	
	5th
	Course enrollments verified and ePAFs submitted for courses taught by adjunct faculty.

	
	8 – 12
	FACULTY DEVELOPMENT WEEK – Voluntary professional development workshops for full-time and adjunct faculty members.

	
	15th 
	Probationary tenure-track faculty in their final year of review (in the tenure decision academic year) will submit their final review file to the tenure committee chair.
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf

	
	[bookmark: _GoBack]12th
	SABBATICAL LEAVE – Teaching faculty should submit the plan in time to allow the evaluation process to be completed at least one full regular semester before the leave begins.
https://www.nmt.edu/academicaffairs/docs/policies/Sabbatical%20Leave%20Policy.pdf

	
	15th
	FALL SEMESTER BEGINS

	SEPTEMBER

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.

	
	1st (if not earlier)
	Registrar’s Office announces call for Spring semester course schedule.

	
	30th
	PROMOTION TO FULL PROFESSOR: A request must be made in writing to the VPAA. 
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf

	OCTOBER

	
	1st (Target date)
	ANNUAL ASSESSMENT REPORTS (Target Date): Results of Outcomes Assessment for prior year and plans for current year are due to the Office of Academic Affairs.

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.

	
	Early October
	Departments submit Spring semester course schedules to the Registrar’s Office.  Proofs are reviewed throughout the month of October.  Check with dean for College due dates.

	
	Early October
	Departments submit projected instructional needs with alternate work assignments, releases, and part-time/adjunct instructors for proposed Spring semester courses.  Check with dean for College due dates. 

	
	14th 
	49ers – no classes.

	
	Mid-October
	TEXTBOOK ADOPTIONS – Spring textbook adoptions due to the Bookstore.  Federal law (the Higher Education Opportunity Act) requires textbook information to be posted.  Bookstore will announce exact dates.

	
	Late October
	Spring web schedule & other registration information available online.

	NOVEMBER

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.

	
	Mid-November
	Pre-registration for the spring semester begins.

	
	15th 
	For tenure-track faculty in their first year, the Department Chairperson will recommend the tenure committee to the VPAA.
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf

	
	Last two weeks of classes 
	STUDENT EVALUATIONS – for fall semester classes.  

	DECEMBER

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.

	
	15th 
	For Tenure-track faculty in their final year of review (in the tenure decision academic year): Tenure committee will send its recommendation with supporting documentation, along with any minority opinions, to the Department Chairperson and Vice President for Academic Affairs.
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf

	
	TBD
	WINTERIM SESSION CLASSES BEGIN

	
	31st 
	For tenure-track faculty in their first year, the tenure committee chairperson will meet with candidate to discuss expectations.
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf

	JANUARY

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.

	
	9th
	Course enrollments verified and ePAFs submitted for courses taught by adjunct faculty.

	
	15th 
	Probationary tenure-track faculty candidates submit their annual review file to their tenure committee chair.
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf 

	
	15th
	For probationary tenure-track faculty in their final year of review (in the tenure decision academic year): Department Chair shall forward their recommendation to the VPAA.
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf 

	
	17th 
	SPRING SEMESTER CLASSES BEGIN

	FEBRUARY

	
	1st
	PARs are due to Department Chairs.

	
	1st
	Catalog changes are due to the Registrar’s Office.

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.

	
	1st (if not earlier)
	Registrar’s Office announces call for Fall semester and Summer term course schedules.

	
	Mid-February
	EQUIPMENT AND PROJECT REQUESTS – Departments submit their requests including cost estimates.  Check with dean for College due dates.

	
	Mid-February
	PERSONNEL REQUESTS – Departments submit their requests for new faculty lines and to fill vacancies.  Check with dean for College due dates.

	
	15th 
	Tenure committee will have met with candidate; Candidate, Department Chairperson, and VPAA receive the Probationary Faculty Appraisal Form and the candidate’s annual review file from the tenure committee chair.
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf 

	
	22nd
	Department Chairperson and VPAA receive the Probationary Faculty Member’s response to the tenure committee’s review, if applicable. 
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf 

	MARCH

	
	1st
	PARs and DARs are submitted by Department Chairs to their Deans and AA.

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.

	
	1st
	Department Chairperson submits their comments on the Probationary Faculty Appraisal Form to the VPAA.
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf 

	
	Early March
	Departments submit Fall semester and Summer term course schedules to the Registrar’s Office.  Proofs are reviewed throughout the month of March.  

	
	Early March
	Departments submit projected instructional needs with alternate work assignments, releases, and adjunct instructors for proposed Fall semester and Summer term courses.  Check with dean for College due dates. 

	
	Mid-March
	TEXTBOOK ADOPTIONS – Summer textbook adoptions due to the Bookstore.  Federal law (the Higher Education Opportunity Act) requires textbook information to be posted.  Bookstore will announce exact dates.

	
	Late March
	Fall and Summer web schedule & other registration information available online.

	
	Late March
	TEXTBOOK ADOPTIONS – Fall textbook adoptions are due to the Bookstore.  Federal law (the Higher Education Opportunity Act) requires textbook information to be posted.  Bookstore will announce exact dates. 

	APRIL

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.

	
	Mid-April
	Pre-registration for the Fall semester and summer term begins.

	
	Last two weeks of classes
	STUDENT EVALUATIONS – for spring semester classes.  

	MAY

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.

	
	1st
	VPAA returns the Probationary Faculty Appraisal Form to the candidate, tenure committee chair, and department chairperson.
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf 

	
	15th
	For probationary tenure-track faculty going into their final year of review (in the tenure decision academic year): VPAA initiates final review process.  
Policy: https://www.nmt.edu/academicaffairs/docs/policies/NMT-Appointment-Promotion-Tenure-Policy.pdf

	JUNE

	
	1st
	DEPARTMENT ACCOMPLISHMENTS due to VPAA for various reporting (information to be shared with Advancement, University Communications, other offices, and external groups), including its use in a monthly AA newsletter.
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