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December 2, 2010
To:
Deans, Vice Provosts, Associate/Assistant Deans, Directors, Department Chairs

From:
Carol L. Mack, Vice Provost for Academic Personnel and Leadership Development

Cathy LaTourette, Associate Vice President for Human Resources

RE:
Fixed-term Instructional and Research Faculty Notice of Intent Not to Reappoint (Notice) 

(Please note separate memo that addresses contract language for Academic Professionals)
Over the last several years, we have asked units to consider how to provide Notice of Intent Not to Reappoint (Notice) to their AAUP-represented, fixed term employees.  In some years, units opted to send letters to all such employees to provide maximum flexibility in times of uncertain budget conditions.  In recent years, our data show that most units send letters more selectively, honoring the contributions of fixed-term employees while still allowing for reasonable staffing flexibility.  

While the mythology exists that most represented employees get these “holiday letters,” it has been and should continue to be our intention to be strategic about who receives these letters based on predictions of need and available funding.  Deans, vice provosts, and department chairs should carefully assess the staffing needs of their units and will continue to have the authority to send Notice of Intent Not to Reappoint as appropriate within their units.  

The PSU Policies and Procedures for the Evaluation of Faculty for Tenure, Promotion, and Merit Increases states that a Notice of Intent Not to Reappoint (Notice) should be sent to any academic faculty and staff with a fixed-term, renewable appointment that is 0.50-1.0 (annualized) FTE who will not, or may not, be reappointed in the following fiscal/academic year.

AAUP-represented, fixed term instructional and research employees who are not in their first year of service must receive notice by December 31, 2010 if they are not to be renewed.  We recommend that you distribute these letters, preferably by December 17th.  AAUP-represented fixed-term instructional and research employees within their first year of service must receive Notice by March 31, 2011, but may receive Notice earlier, if they are not to be renewed.   

Most AAUP-represented, fixed-term instructional and research employees are eligible to receive Notice.  However, please review carefully the following special situations and contact us if you have any questions:

· For those who are on multi-year renewable appointments but who are not in the final year of the appointment, Notice must NOT be sent.

· Those who are funded by self-support or grant dollars and whose Notice of Appointment contains language that allows their appointment to be terminated if funding is no longer available need not receive Notice at this time unless it is possible that you may not re-contract the employee for any other reason.

· For those in non-renewable appointments, the Notice requirement has already been met.  However, as a courtesy and to be absolutely clear with the employee that their appointment will not continue, you may choose to give Notice at this time.

In determining how to best comply with this Notice provision for the AAUP-represented, fixed-term instructional and research faculty in your unit please review these considerations:

1. Not receiving Notice will convey to your faculty that their appointment will be renewed next year.  In other words, you will have an obligation to re-contract each fixed-term instructional and research faculty through June of 2011 if Notice is not sent at this time.
2. For fixed-term instructional and research faculty who have attained seniority status pursuant to Article 18, Section 5(a), Notice may only be sent in the limited circumstances described therein.  Deans, vice provosts, department chairs and directors should pay particular attention to these decisions.

Attached are two documents for your use:

· A template Notice of Intent Not to Reappoint for Fixed-Term Instructional and Research Faculty.  Supervisors should use this template to prepare Notice letters to deliver to their faculty members.  Do not deviate from the template without first contacting Christina Kraus (5-9838).

· A set of guidelines for presenting Notice letters to employees, including what can and cannot be said to employees at this time.  It is strongly recommended that supervisors personally deliver the Notice.

What we need from you:

· No later than December 31, e-mail Sharon Buhlinger, Special Assistant to the Vice Provost for Academic Personnel and Leadership Development; and Christina Kraus, Employment Manager (buhlingers@pdx.edu and krausc@pdx.edu) a list of faculty members—including ID numbers—to whom you are providing Notice. 

· No later than December 31, send photocopies of the Notice letters you delivered to faculty members to Christina Kraus in Human Resources (mail code HR).

Please notify any other supervisors in your unit of these procedures and deadlines.  If you have any questions, please contact us.

Enclosures 

cc:  executive assistants and assistants

Notice of Intent Not To Reappoint (Notice) for Fixed-Term Instructional and Research Faculty

· No reason needs to be given for the Notice.

· If you have reason to deviate from this letter, contact Christina Kraus (krausc@pdx.edu) for guidance.
· No later than December 31, email Sharon Buhlinger (buhlingers@pdx.edu) and Christina Kraus a list of faculty—including ID numbers—to whom you are providing Notice. 
· No later than December 31, send photocopies of the Notice letters you delivered to faculty members to Christina Kraus in Human Resources.
TEMPLATE:
<date>

<name>

<address>

Dear          :

This letter is to provide you Notice that your appointment will not be renewed when it expires on <i.e., June 15, 2011 or June 30, 2011>.  

This Notice is intended to support PSU units in their ability to plan staffing needs in the future.  Your efforts and contributions to the University are recognized and appreciated, and are not diminished by the issuance of this letter.  Your employment agreement with the University provides that the University may renew or not renew your fixed-term contract and no reason need be given.

<for a person on a 12-month appointment, please address vacation issues>  If you are on a 12-month appointment and have completed six or more months of service, you may be eligible for vacation privileges and/or other benefits.  Please contact your supervisor or visit the Office of Human Resources website at www.pdx.edu/hr for information regarding separation of employment.  

In the event it is later decided your services are required, a new Notice of Appointment executed by the University will be offered to you.  

Sincerely,

<name>

<title>

cc:  
<office of the dean, or office of vice provost, to which the unit reports>


Employment Manager, HR

Coaching Guidelines for Sensitive Employee Discussion regarding
Notice of Non-Renewal and/or Intent Not to Reappoint

1. Who Should Deliver the Message?  Vice presidents, deans, vice provosts, associate/assistant deans, directors, and department chairs should deliver this message to the employees who report directly to them.  

2. How Should the Letter Be Delivered?  The letter should be presented personally.  Wherever possible, deliver the letter by hand in an individual meeting and allow for some explanation and dialog.  If it is not feasible to meet face-to-face, then a telephone call to explain the letter is the next best approach.

3. General Objectives:
· To have all affected employees hear the same message at approximately the same time.

· To present the letter and the reason for it with respect and professionalism.

· To consider the employee’s point of view and feelings, and to be sensitive to the concern this might cause.

· To anticipate the reactions of your employees and be prepared to let them respond.

· To present the information in a way that employees feel you and the University handled this thoughtfully and professionally. 

4.  Coaching (as applicable):    
· Remember that Notice is an AAUP contractual obligation and that no reason need be given for non-renewal.

· It is important that you leave performance out of the discussion at this time, even if the employee asks.  You can schedule a separate meeting to discuss performance expectations at a later time, if appropriate.  
· Be calm; be polite and respectful.  How you handle this is critical.  Employees will remember this meeting. 

· You can tell employees that their contributions are valuable, their work is appreciated, and you respect their service. Be prepared with genuine compliments that demonstrate knowledge of your employee’s work.  

· If appropriate, help individuals feel less singled out by explaining that they are part of a larger group of employees faced with a similar situation.    
·  Listen and let the person react.  Their reactions and feelings are valid, and they should have time to express them.  Expect that reactions will vary from high emotional to low emotional responses.  Have tissues and drinking water available.

· If you feel you have a special situation warranting different treatment with an employee receiving a Notice, please discuss the situation with us.  
· Explain that this circumstance is unfortunate.
