Yale Faculty of Arts and Sciences
Steps for reappointment of an Assistant Professor
Note: All documents referenced below are on the OFAS site at http://facultyadmin.yale.edu/resources/reappointments-promotions .
	Role
	Activity
	Timeline
	Completed

	Chair
	1. The department chair sends the candidate the template letter advising of the review and requesting the necessary materials. 
	September
	

	Chair
	2. The chair reviews the materials submitted by the candidate and forwards them to the assistant.  
	September/October
	

	Chair asst
	3. The chair’s assistant uploads the materials to a secure site* and provides the committee members with access to the folder.
	September/October
	

	Chair
	4. The chair appoints a faculty committee to review the case for reappointment. 
	September/October
	

	Dept Committee
	5. The faculty committee reviews the materials and writes the department chair with their recommendations.
	November
	

	Chair asst 
	6. The assistant provides the Associate Professors and Professors with access to the secure site*.
	November
	

	Eligible Dept Faculty
	7. Associate Professors and Professors review the materials and meet to vote on the reappointment. 
	December/January
	

	a. Chair asst
b. Chair and chair asst
	8. a. If the vote is favorable, the assistant reappoints the faculty member in Workday and submits the supporting documents to faculty.admin@yale.edu.  
b. If the vote is not favorable, the department chair must (i) notify the FAS Dean’s Office of the outcome; (ii) schedule a meeting with the candidate to discuss the outcome; and (iii) draft a letter to the candidate finalizing the outcome. The letter to the candidate must be approved by the FAS Dean. This completes the process.  Then, once the letter is approved, the assistant terminates the faculty record in Workday.  
	December/January
	


*For the secure site, we recommend using Interfolio.  
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