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These guidelines are intended to assist the faculty in creating a Working Personnel Academic File (WPAF) that is concise and informative.  WPAFs that are long and overly inclusive are difficult for personnel committees and administrative reviewers to adequately review and evaluate.  Temporary faculty members (i.e., lecturers) exclusively assigned to teaching shall be evaluated solely on the basis of Educational Performance (i.e., Teaching Performance and Currency in the Field). This is true both for periodic evaluation in consideration of reappointment and for Range Elevation. Faculty who include the types and amounts of supplemental material described below and key the material to a brief, descriptive narrative for each category should have a WPAF of reasonable size that may be readily reviewed and appropriately evaluated.

General Recommendations
1. 
The WPAF shall include an index, updated vita, and personnel information form (“brag sheet”).  In addition, provide a second copy of these to the Dean’s Office.

2.  
Subdivide the WPAF into three sections, one for each subcategory of Educational Performance (i.e., Teaching Performance and Currency in the Field). Within each subcategory, organize chronologically, beginning with the most current information 
3.
Include an index that lists all the subcategories mentioned in Point 2.

4.
Temporary faculty are encouraged to emphasize accomplishments that pertain directly to work completed while at CSLA, given that these accomplishments will be the basis of decisions on retention and range elevation. 


5.
The WPAF of temporary faculty should only contain materials that relate to the period under review.

6.
For range elevation, the WPAF should only contain materials that relate to the period under review.
7.
The period under review for a temporary faculty member for a given review cycle is as follows:

	Appointment Type
	File Closure Date
	Period under Review
	Frequency of Review*

	One Semester hire (PT or FT)
	Spring (Jan) **
	Since initial appointment or date of last file closure (whichever is most recent).
	After  2 semesters or two years (whichever is first)

	1-year appointment (PT or FT)
	 Spring (Jan) **
	Date of last file closure to current file closure
	Once per appointment

	Initial 3-year appointment (PT or FT)
	 Spring (Jan) **
	The past 6 years of prior consecutive teaching/employment in a single department within Unit 3 at Cal State L.A. to current file closure
	Upon completion of qualifying employment time period

	Renewal of 3-year appointment (PT or FT)
	 Spring (Jan) **
	The 3-year period of the current appointment to current file closure
	The 3rd year of the current appointment


* Note: This review table reflects the university minimum standards. The department review standards may exceed them if outlined in the department ARTP document.

**Subject to change, per instructions from AVPAA—Academic Personnel.

Recommendations Specific to the Educational Performance Section

1. Course syllabi and exams should be included for a maximum of four recent courses.

2. Supplementary comments from student opinion surveys, should be limited and representative of the course comments.
3. For documentation of instructionally related web pages include only the homepage with the URL and an automatic hit counter or file size.

4. For documentation of instructionally related grants and grant proposals, include only the letter of award (if any), the cover page, and the abstract of the project.

5. Documentation of other instructionally related activity should be limited to one page for each activity.
6. Evidence demonstrating currency in the field must be provided in the supplemental file.  See Department ARTP document for examples of currency in the field.

For Range Elevation: Applications for range elevation for temporary faculty exclusively assigned to teaching should include evidence of effective teaching performance and evidence of currency in the faculty member's field.  If you have questions about whether your assignment is exclusively teaching, please consult with your supervisor.
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