Checklist for Purple Books-Department Chairs, Deans (Deans Assistants), and Constituency Committees
Before forwarding the Purple Book, department chairs, deans, and Constituency Committees (if applicable) are advised to verify the following:

Department Chairs:

_____ Fully completed Cover Page and Faculty Reappointment, Promotion & Tenure Routing Form (with all signatures and decision/recommendation checked)

_____ Copies of course evaluations, with questions/form included, on non-colored paper, with an explanation of the scoring (e.g., 1 = excellent; 5 = poor, etc.) (if not inserted by the faculty member)
_____Vita and Annual List of Performance Data Form for research/creative activities have been checked —date of publication should be included, only those publications/creative activities within the review period should be listed, and research/creative activities that have been peer-reviewed should be identified as such.  Heading on vita should specify the period of time reflected on the vita.
_____ Copies of Peer Review(s) of teaching (if not inserted by the faculty member)

_____ 1 copy of the Notice of Review, signed by the faculty member and dated at least 20 days prior to the performance review.
_____ 1 copy of the Record of Decision—copy given to the faculty member

_____ 1 copy of the Record of Review—copy NOT given to the faculty member 

_____  Optional Chair’s Memo to the Dean (the Rules neither prohibit nor require this Memo—it is optional.  However, chairs are encouraged to include a Memo.)
 Deans:
_____ Dean’s Memorandum to the Provost

_____ Check for inconsistencies between department and dean’s decisions/recommendations

Constituency Committee (if applicable):

_____ Constituency Committee Report that is an independent review—not a restatement of—the Department’s Record of Review.
_____  Constituency Committee recommendation on Cover Page is signed, dated, and recommendation is checked (recommend approval or recommend denial)
*****************************************************************************

Additional Points to Consider:

1.  Do not forward to the Provost’s office papers or other documentation that should be in the Purple Book (binder) (e.g., samples of artwork, teaching portfolios).  Documentation should be limited to representative evidence that would demonstrate the quality of the work.  More detailed information, if necessary, should be kept in a separate binder and should remain at the department’s office unless specifically requested by the Provost.

2.  Consultations and reviews are two different processes. Consultations are to be completed with first-year faculty and with tenure-track faculty in their first year of a two-year contract.  The Record of Consultation is to be kept in the faculty member’s Purple Book for that year, and is included in the Purple Book for the review that takes place the following year.

3.  When completing reviews (but NOT consultations), departments must report two decisions:  1)  whether or not to reappoint the faculty member; and 2) if the decision is to reappoint, whether to offer a one-year or a two-year contract.  Both decisions must be recorded in the Record of Department Decision.

4.  Faculty who are hired ABD, but do not have the terminal degree completed at the beginning of the contract year, will undergo a Review (NOT a consultation) early in the spring semester (January-early February) of their first year.

5.  Faculty in their fourth and sixth years undergo review by the Constituency Standards Committee after being reviewed by the department and Dean. A fourth-year faculty member in the first year of a two-year contract should consult the department chair for additional information regarding the review by the Constituency Standards Committee. 

6.  Faculty with prior years of credited service will be reviewed with those years taken into consideration.  For example, a second-year faculty member at UW-W who was originally hired with two years of credited service will be reviewed as a fourth-year faculty member, including review by the College Constituency Committee.
7.  Peer reviews must be completed before the faculty member’s Review with Decision occurs.

8.   Constituency Committees should conduct a complete and independent review of the faculty member’s performance as documented in the Purple Book and place a written summary of its review (Constituency Committee Report) in the Purple Book.  The review should not be a restatement of the Department’s Record of Review.  The Committee’s Report is NOT shared with the faculty member.

9.  Additional information can be found on the Provost’s web site (http://acadaff.uww.edu) on the “Administrative” drop-down menu.
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