
 
 
 
 
 
 
 
 

Some Policies Chairs Should Know  
 
 
 
 
 
 
 
 
 
 
 

CSUN Department Chair Retreat 
Ventura Beach Marriott 

17-19 August 2008 
 
 
 
 
 
 
 



 i

Personnel Matters: 

1. Periodic Review of Tenured Faculty – Post-tenure Review (Approved May 6, 2008) .............. 1 

2. Grant-Related/Specially Funded Instructional Faculty (Approved May 6, 2008) ...................... 3 

3. Revision of Exception Clause Policy (Approved December 8, 2006 ......................................... 7 

4. Revision of Class Visit Policy (Approved February 22, 2007) ................................................... 8 

5. Revision of Policy on FERP Faculty Service on Department Personnel Committees (Approved 
April 22, 2005) ............................................................................................................................ 9 

6. Revision of Policy on Periodic Review of College and Department Personnel Procedures 
(Approved June 23, 2005) ........................................................................................................... 10 

7. Revision of Policy on Equity and Diversity Representative on Recruitment Committees 
(Approved February 24, 2005) .................................................................................................... 12 

8. Revised Policy on Eligibility for Emeritus Status (Approved April 20, 2006) ........................... 13 

9. Clarification of Policy on Lecturers’ Role in Elections of Search and Screen Committees for 
Deans, Associate Deans, and Department Chairs (Approved April 22, 2005) ........................... 14 

10. Graduate Assistants and Teaching Associates ............................................................................ 15 

11. PIFs the size of sandstone blocks (May 20, 2005: A plea from the Provost) ............................. 16 

12. 2008-09 Academic Year Calendar of Personnel Procedures ...................................................... 17 

Student Matters: 

13. Timely Adoption of Textbooks/Instructional Materials for Accessibility  

(Approved February 28, 2008) .................................................................................................... 21 

14. Reinstatement after Third Disqualification (Approved February 25, 2008) ............................... 22 

15. Criterion for Continued Enrollment of Readmitted Previously Disqualified Students  

(Approved February 25, 2008) .................................................................................................... 23 

16. Policy on Graduating-Senior Registration Priority (Approved June 30, 2005) .......................... 24 

17. Policy on Missed Classes Due to Participation in University-Approved Activities (Approved 
February 25, 2005) ...................................................................................................................... 25 

18. Revised Policy on Retention of Student Work (Approved February 25, 2005) ......................... 26 

19. Written Syllabi for All Undergraduate Courses (Modified 2003) .............................................. 27 

20. Policy on Written Syllabi for All Graduate Courses (Approved February 2, 2006) ................... 28 

21. Undergraduate Repeat Policy ...................................................................................................... 29 

22. Students With Disabilities in the Classroom: A Guide for Faculty ............................................ 30 

Other Matters: 

23. Revision of Policy on Endowed Chairs and Professorships ....................................................... 32 

24. Policy Index. All policies passed by Standing Committees, Faculty Senate and Approved by the 
President are available from the Faculty Senate Office (OV10 or call Heidi Wolfbauer at 
x3263). A Policy Index file containing the titles of all CSUN policies that have gone through 
this process can be downloaded from www.csun.edu/senate/policies/senate_policy_index.pdf. 
Copies of any policy can be requested from the Senate Office. 

http://www.csun.edu/senate/policies/senate_policy_index.pdf


Section 645 of the Administrative Manual: 
Periodic Review of Tenured Faculty 

(Approved May 6, 2008) 
 
 
645 Periodic Review of Tenured Faculty
 

645.1 The Collective Bargaining Agreement Between the CSU and CFA, Unit 3-Faculty 
(May 15, 2007 – June 30, 2010) mandates that there be periodic evaluation of 
tenured faculty. The purpose of Section 645 is to outline campus processes for 
implementation of the mandated periodic evaluation. Should the provisions 
related to periodic evaluation of tenured faculty be removed from this or future 
Faculty Contracts, these provisions shall become null and void. 

 
 645.2 The purpose of periodic evaluation of tenured faculty (“post tenure review”) is to 

facilitate continued faculty development and improvement.  
 
 645.3 Each tenured faculty unit employee shall be reviewed at least once every five 

years. A performance review for promotion shall be considered to be such review 
in calculating the five-year intervals. Tenured faculty unit employees shall not be 
reviewed while on sabbatical leave or leave of absence. 

 
 645.4 The Peer Review Committee of the Department or equivalent unit and the College 

Dean, separately and in writing, shall provide a review. The Peer Review 
Committee shall be comprised of tenured faculty unit employees at the rank of 
Professor or equivalent. Where there are insufficient department faculty to form a 
Peer Review Committee, tenured faculty at the rank of Professor from related 
academic disciplines may serve. 

 
1. The Department Peer Review Committee shall provide a written report of the 

evaluation to the faculty member under review ten (10) calendar days before it 
is sent to the College Dean and placed in the faculty member’s Personnel 
Action File.  

 
2. The faculty member may request a meeting with the committee to discuss the 

report. The meeting shall be held within those ten (10) calendar days. The 
faculty member may also submit a written rebuttal statement or response 
within that period. This statement or response shall be placed in his or her 
Personnel Action File. 

 
3. The Chair of the Department Peer Review Committee, or designee, and the 

College Dean shall meet with the tenured faculty unit employee under review 
to discuss his or her strengths and weaknesses along with suggestions, if any, 
for improvement.  
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4. The College Dean shall provide a written report of his or her evaluation to the 
faculty member under review ten (10) days before it is placed in the faculty 
member’s Personnel Action File and sent to the Department Chair and Chair 
of the Department Peer Review Committee.  

 
5. The faculty member may request a meeting with the College Dean to discuss 

the report. The meeting is to be held within those ten (10) calendar days. The 
faculty member may also submit a written rebuttal statement or response 
within that period. This statement or response shall be placed in his or her 
Personnel Action File. 

  
 645.5 Tenured faculty unit employees shall be reviewed based on their actual work 

assignments only. For those faculty members with teaching responsibilities, 
consideration shall include student evaluations of teaching performance. 

  
645.6   Departments may establish additional policies and criteria consistent with 
            The criteria described in this section.  

 
1. Department criteria for review of tenured faculty shall be reviewed and 

approved by the tenured and probationary faculty in the Department. The 
criteria shall be submitted to the College Dean for review and approval and to 
the Personnel Planning and Review Committee for final review and approval 
for consistency with Section 645 and the Faculty Collective Bargaining 
Agreement. PP&R may designate the Chair of PP&R to review the criteria 
and approve on behalf of PP&R. 

 
     2. Department criteria, policies and procedures, even if unchanged, shall be 

reviewed in their entirety every five years to assure consistency with College 
and University policies and procedures. Procedures not forwarded and 
approved by the Personnel Planning and Review Committee at the five-year 
limit will be considered obsolete, and Department criteria, policies, and 
procedures will revert to Section 600. 
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Section 652 of the Administrative Manual: 
Grant-Related/Specially-Funded Instructional Faculty Appointments 

(Approved May 6, 2008) 
 
 
652 Grant-Related/Specially-Funded Instructional Faculty Appointments 
 

652.1   Preamble 
 

The purpose of the Grant-Related/Specially-Funded Instructional Faculty (GRIF) 
classification policy is to establish the means by which instructional faculty 
engaged in substantial grant activity can be granted a GRIF classification. GRIF 
appointments allow California State University, Northridge (CSUN) to recognize 
outstanding research contributions through the use of non-state resources to 
supplement or augment salary during the period of the GRIF appointment.  

 
652.2 Definition 

 
The Grant-Related/Specially-Funded Instructional Faculty (GRIF) member serves 
as a California State University Northridge instructional faculty member. GRIF 
members may be appointed to a non-permanent academic year or a 12-month 
GRIF classification. The classification can be used for grant-funded faculty 
assignments as well as faculty assignments funded by gifts and bequests or by 
Foundation allocations. The GRIF classifications provide for additional salary at a 
range specified by the Faculty Collective Bargaining Agreement. 

 
652.3   Eligibility 

 
1. In order to be considered for a GRIF appointment, the faculty member 

must meet the following criteria: 
 

a. The faculty member must be primarily responsible for annual grant 
and contract awards exceeding $500,000 in 2008 constant dollars 
(per faculty member in the case of co-Principal Investigators (“co-
PIs”)) in volume, administer multiple awards, and supervise 
multiple staff.  

 
b. The faculty member’s grant and contract funds must buy out a 

minimum of 40% of the faculty member’s 1.0 time base 
appointment during the academic year. In the case of co-PIs, the 
grant and contract funds must buy out a minimum of 40% of each 
faculty member’s 1.0 time base appointment during the academic 
year. 

 
c. Non-state funds must be identified to cover the GRIF salary 

differential percentage (including related benefits) to be added to 
the General Fund portion of the GRIF position. The source of non-
state funds cannot be a direct charge to the grant. 
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d. The faculty member’s grant and contract activity must clearly be 

related to the faculty member’s regular University responsibilities 
and must make a substantial contribution to CSUN’s mission and 
vision. 

 
e. The faculty member must be involved in the instructional program 

through classroom/laboratory teaching and/or mentoring students 
in training, research, or creative activities. 

 
f. The faculty member appointed to a GRIF classification shall 

demonstrate exceptional professional merit in scholarship and 
teaching as evidenced by regional or national stature in his or her 
discipline with a continuous record of recognized leadership and 
significant achievement in creative or scholarly work. 

 
g. Generally, an individual appointed to the GRIF classification shall 

have the responsibility as a Project Director and/or Principal 
Investigator. 

 
h. Faculty members who have been awarded a sabbatical or 

difference-in-pay leave are not eligible for GRIF appointments for 
the duration of the sabbatical or difference-in-pay leave.  

 
2. Duration 

 
a. Appointment to a GRIF classification automatically expires at the 

end of the period stated and does not establish a right to a 
subsequent GRIF appointment. Faculty seeking an additional or 
renewed GRIF appointment must re-apply through the same 
process as first-time applicants. 

 
b. Since a GRIF appointment is contingent on the availability of 

adequate funding from grants, gifts, or other non-state funds, 
should the funding not be available, the GRIF appointment will 
terminate. 

 
652.4 Application Process 

 
1. No later than March 1 of the year before the GRIF appointment is 

requested, the faculty member submits a letter to the Dean, copied to the 
Department Chair, requesting a GRIF appointment. The eligible faculty 
member must specify in writing the GRIF additional salary differential 
percentage requested. The Dean is responsible for obtaining written 
confirmation from the Office of Graduate Studies, Research, and 
International Programs that the faculty member has sufficient external 
support to cover all costs. This includes identification of the source(s) of 
external funds from which the GRIF differential will be paid. 
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2. The application is reviewed by the Department Chair who submits a 
recommendation, no later than March 15, copied to the applicant, which 
includes a review of the criteria listed in Section 652.3.1.d. through g. and 
a recommendation for approval or denial of the GRIF appointment. 

 
3. The application and recommendation from the Department Chair is 

reviewed by the College Dean. The Dean submits a letter of 
recommendation, no later than April 1, to the Provost and Vice President 
for Academic Affairs, copied to the applicant, that confirms the identified 
sources of funding and, if the College Dean supports the appointment, he 
or she specifies the recommended GRIF salary differential.  

 
4. The Provost and Vice President for Academic Affairs reviews the 

application letter and recommendations from the Department and College-
level reviewers and approves or denies the GRIF appointment and if 
approved, specifies the amount of the GRIF salary differential. The 
Provost’s decision to approve or deny a GRIF appointment is final. The 
Provost communicates his or her decision to the applicant by letter, no 
later than April 15, with copies to the College Dean and Department 
Chair. 

 
652.5 Terms of Appointment 
 

1. Appointments to this classification are not permanent and shall be made 
only for one academic year (for academic year instructional faculty) or 
one 12-month period (for 12-month instructional faculty). 

 
2.   Appointees to these classifications shall receive compensation comprising 

the base salary of their normal faculty appointment plus a salary 
augmentation within the range specified for GRIF by the Faculty 
Collective Bargaining Agreement above such base salary. The letter of 
appointment from the Provost shall state the amount of the differential 
salary. 

 
a. Changes in compensation during the course of a GRIF 

appointment shall be limited to any general salary increase, service 
salary increase, promotion as determined by the campus retention, 
tenure, and promotion process or any other contractual 
compensation adjustment granted to the faculty member during 
this time. 

 
b. When the appointment to a GRIF position is concluded, the faculty 

member shall revert back to the salary classification of his or her 
prior faculty position with any intervening salary adjustments. 

 
c. In addition to responsibilities as a GRIF faculty member, the GRIF 

faculty member shall also have normal Departmental, College, and 
University service responsibilities expected of all other faculty in 
their regular appointments. 

 

5



d. No tenure or salary rights attach to either GRIF classification 
separate from the tenure rights and salary normally accruing from 
regular full-time faculty appointment. Appointment to either 
classification does not constitute a promotion nor does termination 
of a GRIF appointment without renewal constitute a demotion. 

 
e. GRIF appointments shall begin on the first day of the Fall semester 

for both academic year and 12-month appointments. The end date 
for academic year appointments shall be the last day of the 
following Spring semester. The end date for 12-month 
appointments shall be the day prior to the first day of the following 
Fall semester. 

 
f. There is no automatic renewal of a GRIF appointment. 

 
g. The CSU and the California Faculty Association have agreed that 

the CSU will not employ systemwide more than one hundred (100) 
faculty members in the GRIF classifications at any one point in 
time. 

 
652.6  Review of Policy 

 
This policy shall be assessed in five years from its effective date to determine its 
utility and effectiveness. The policy may be assessed before that time if changes 
in the Faculty Collective Bargaining Agreement mandate campus changes. 
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Section 632.4.6.b. of the Administrative Manual:  “Exception Clause Policy” 

(Approved 12/8/06) 
 
 
The University requires publication or its equivalent.  The College or Department may 
have additional publication requirements.  Exceptions to these requirements shall be 
defined and justified by the candidate and evaluated by the recommending agencies in the 
Department and College.   No exception shall be granted unless the candidate has 
demonstrated outstanding contributions to the field of study in other ways. The Personnel 
Planning and Review Committee will evaluate all candidates requesting consideration 
under this provision. 
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Section 612.5.2.c.(2)(a) of the Administrative Manual: 
Procedures for Evaluating Teaching Effectiveness - Class Visit Policy

(Approved February 22, 2007) 

612.5.  Department Level 

1.  Composition and Eligibility. 

2.  Responsibilities. 

a.  The Department Committee . . . 
b.  The Department Committee . . . 
c.  Each Department shall have on record . . . 

(1)  Criteria for retention, . . . 
(2)  Procedures for evaluating teaching effectiveness. 

(a)  Class visits, not excluding online, distance 
learning, service­learning, and laboratory 
classes, shall be made at least once each 
academic year for all probationary faculty 
and faculty under consideration for 
promotion. Class visits shall be conducted 
early enough in the academic year for use 
during the annual personnel cycle.
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Revision of Policy on FERP Faculty Service on Department Personnel Committees 
(Approved April 22, 2005) 

 
 
Sections 612.2.1, 612.2.5, and 612.5.1 of the Administrative Manual are revised as follows: 
 
 Section 612.2 Composition and Eligibility – General Considerations 
 
  1. Tenure and Rank 
 

With the exception of the Personnel Planning and Review Committee, all personnel committees shall be 
composed of tenured faculty unit members selected by the probationary and tenured faculty unit 
employees. Because the Faculty Unit Agreement (Article 15.37) requires that evaluation for promotion 
be by persons at a higher rank than those being considered for promotion, only those members of 
personnel committees who are at a higher rank may participate in promotion deliberations. Consequently, 
some committees may have to be composed of only Professors, Librarians or Student Services 
Professionals III, Academically Related in order to conduct their business. Subject to the limitations of 
Article 15 of the Faculty Bargaining Agreement and Section 612.5.1.b., participants in the Faculty Early 
Retirement Program may be eligible to serve on Department Personnel Committees charged with 
retention, tenure, and/or promotion reviews.   

 
  5. Ineligible Status 
 

No faculty member who is eligible for promotion or otherwise personally under consideration shall serve 
on any personnel committee. Persons electing to withdraw from consideration remain ineligible to serve. 
Faculty members who have been notified that they will not be reappointed and faculty members who 
have resigned shall be prohibited from voting on the election of any personnel committee policy, or on 
the evaluation of any individual personnel matter. 

 
 
 Section 612.5 Department Level 
 
  1. Composition and Eligibility 
 

Each Department shall elect a Personnel Committee.  A committee normally consists of three, five or 
seven tenured members of senior rank.  A Department may, with the approval of the College Personnel 
Committee elect a committee consisting of a larger number.  The Department Chair is not eligible for 
membership but shall consult with the Committee on matters of appointment (621.2.4), probation, tenure, 
and promotion (Section 634), and (when required by Section 644.3) service salary step increases. 

 
   a. The Personnel Committee of each Department with four or more eligible candidates for 

membership must consist entirely of faculty members from that Department. 
 

b.  When a Department has three or fewer members eligible for membership on the Personnel 
Committee, the President may, at the request of the Department and with the consent of the FERP 
faculty member in question, agree that a departmental participant in the Faculty Early Retirement 
Program (FERP) may be elected to serve on the committee.  Department Personnel Committees 
that include FERP faculty must complete all committee duties concerning retention, tenure, and/or 
promotion during the FERP participant’s period of teaching. 

 
c.  When a Department with three or fewer members eligible for membership on the Personnel 

Committee, including any FERP faculty approved by the President, cannot or does not wish to elect 
a Personnel Committee consisting entirely of its own members, it must elect members from a 
related academic discipline(s) in a manner approved by the Personnel Committee of that College. 
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Revision of Policy on Periodic Review of College and Department Personnel Procedures 
(Approved June 23, 2005) 

 
 
Section 612.4.2.b.(5) of the Administrative Manual is revised as follows: 

 
(5)  College criteria, policies, and procedures, even if unchanged, shall be reviewed in their 

entirety at least every five years to assure consistency with University policies and 
procedures. This review shall begin no later than the fall of the fifth academic year. After 
College review, the procedures shall be submitted to PP&R for review and approval. 
Procedures not forwarded to, and approved by, PP&R at the five-year limit will be 
considered obsolete, and College criteria, policies and procedures will revert to Section 
600.  See Section 612.4.2.b. (6) for effective date for new or revised criteria. 

 
 
Section 612.4.2.b. (6) is added as follows: 

 
(6)  If a College elects to change the criteria in its personnel procedures, those criteria will 

become effective three (3) years after they have been approved at the University level.  
An alternative effective date may be proposed by the College for approval by the 
Personnel Planning and Review Committee based on the appropriateness of the date to 
the change in criteria.  However, any candidate under review may elect to be considered 
under the new criteria at an earlier time or under the old criteria for three years from the 
date the new criteria were approved at the University level.  Candidates who elect to be 
considered under either of these alternative effective dates must notify the Department 
Chair and the Dean in writing, with a copy to the Personnel Action File, no later than the 
end of the second week of the academic year during which they are being reviewed. 

 
     
Section 612.5.2. is revised as follows: 
 

2. Responsibilities. 
  
 a.  The Department Committee… 
 
 b. The Department Committee… 
   

c.  Each Department shall have on record in the College Dean’s office its approved 
personnel procedures which shall include but not be limited to:  

 
(1) Criteria for retention, tenure, and promotion. . . . 
(2) Procedures for evaluating teaching effectiveness. . . . 

 
d. Each Department Chair shall distribute a copy of approved procedures to all faculty 

members in the Department. 
 
e. Unresolved differences between a College Committee and a Department Committee 

shall be referred to the Personnel Planning and Review Committee. 
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f. Department criteria, policies and procedures, even if unchanged, shall be reviewed 
in their entirety every five years to assure consistency with College and University 
policies and procedures.  This review shall begin no later than the fall of the fifth 
academic year.  After Department review, the procedures shall be forwarded to the 
College Committee for review, and then be submitted to PP&R for review and 
approval.  Procedures not forwarded to, and approved by, the College Committee 
and PP&R at the five-year limit will be considered obsolete, and Department 
criteria, policies and procedures will revert to Section 600.  See Section 612.5.2.g. 
for effective date for new or revised criteria. 

 
g. If a Department elects to change the criteria in its personnel procedures, those 

criteria will become effective three (3) years after they have been approved at the 
University level.  An alternative effective date may be proposed by the Department 
for approval by the College Committee and the Personnel Planning and Review 
Committee based on the appropriateness of the date to the change in criteria 
However, any candidate under review may elect to be considered under the new 
criteria at an earlier time or under the old criteria for three years from the date the 
new criteria were approved at the University level.  Candidates who elect to be 
considered under either of these alternative effective dates must notify the 
Department Chair and the Dean in writing, with a copy to the Personnel Action 
File, no later than the end of the second week of the academic year during which 
they are being reviewed.  
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Revision of Policy on Equity and Diversity Representation on Recruitment Committees 

(Approved February 24, 2005) 
 
 
Section 620.2 of the Administrative Manual is revised as follows: 
 

1. Each Department committee engaged in recruitment shall designate one of the 
committee’s members (other than the committee chair or the Department Chair) as 
the committee’s Equity and Diversity Representative. The Equity and Diversity 
Representative will be responsible for coordinating and monitoring equity and 
diversity activities for each search conducted by that Committee. 

 
2. Each College’s Personnel Committee shall designate one of the committee’s members 

(other than the committee chair) as the committee’s Equity and Diversity 
Representative.  The Equity and Diversity Representative will be responsible for 
coordinating and monitoring equity and diversity activities for each search referred to 
the committee. 

  
3. All Department and College Equity and Diversity Representatives shall receive 

special training from the Director of Equity and Diversity. 
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Revised Policy on Eligibility for Emeritus Status  
(Approved April 20, 2006) 

 
The President of the University may grant Emeritus status to a senior faculty member 
who has retired from active service in the CSU system and who, prior to retirement, 
served at least ten years as a full-time tenure-track member of the CSUN faculty. Those 
faculty members participating in the Faculty Early Retirement Program may be granted 
Emeritus status after completing their final semester of teaching service. 
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Clarification of Policy on Lecturers’ Role in Elections of Search and Screen 
Committees for Deans, Associate Deans, and Department Chairs 

(Approved April 22, 2005) 
 
 
Section 609 of the Administrative Manual is revised as follows: 
 
 609 Election Guidelines 
 
  609.1   General Considerations 
   

These guidelines apply generally to department and college personnel committees, search and screen 
committees, and other relevant faculty committees.  More explicit procedures may apply to committees 
described separately in this manual. 

 
Faculty personnel elections mandated by Section 600 shall be conducted so as to assure confidentiality 
and to avoid conflict of interest or any possible improprieties. 

 
  609.2   Election Procedures 
 

Departments and colleges shall observe the following guidelines when conducting faculty personnel 
elections or when establishing their own election procedures: 

 
   1. Setting reasonable timelines and clear deadlines. 
 
   2. Providing for faculty oversight in the preparation, distribution, and collection of ballots. 
 
   3. Clarifying voter eligibility and conditions for ballot validity. 
 
   4. Insuring voter confidentiality (e.g., use of double envelopes). 
 
   5. Specifying methods for counting votes, handling ties, and possible post-election storage and future 

use of ballots. 
 
   6.  Where written college election procedures so specify, lecturers may vote for members of search 

and screen committees for deans and associate deans.  In the absence of such specification, voting 
for committee members is restricted to full-time, tenure track faculty. 

 
7. Where written department election procedures so specify, and subject to the limitations of Section 

622.6.2.a.(2), lecturers may vote for members of search and screen committees for department 
chairs.  In the absence of such specification, voting for committee members is restricted to full-
time, tenure track faculty. 
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2008-09 ACADEMIC YEAR CALENDAR OF PERSONNEL PROCEDURES 
(Approved, June 25, 2008) 

 
The following are deadline dates. 
 
Note: All recommending agencies are reminded that Article 11.4 of the Faculty 

Bargaining Agreement requires that any material to be placed in a Personnel Action 
File must be provided to the affected faculty member at least five days prior to such 
placement.  

 
Article 15.5 of the Faculty Bargaining Agreement is also relevant and is quoted in its 
entirety as follows: 

 
At all levels of review, before recommendations are forwarded to a subsequent 
review level, faculty unit employees shall be given a copy of the recommendation 
and the written reasons therefore.  The faculty unit employee may submit a 
rebuttal statement or response in writing and/or request a meeting be held to 
discuss the recommendation within ten (10) days following receipt of the 
recommendation.  A copy of the response or rebuttal statement shall accompany 
the Working Personnel Action File and also be sent to all previous levels of 
review.  This section shall not require that evaluation time lines be extended. 

 
The approved calendar sets forth dates by which actions must be taken by Personnel 
Committees, Department Chairs, and Deans, often with a specified deadline date "or 
earlier." Please note that Departments and Colleges may establish earlier deadlines 
for the dates when they begin deliberations on retention, tenure, and promotion, for 
the dates that recommendations must be made available to the candidates, or for other 
personnel matters.   
 
For reappointment for the 2009-10 academic year, if all recommendations for a 
faculty member in the third year or the fifth year of probation are positive, then 
reappointment is determined at the time the College-level recommendations are 
placed in the Personnel Action File. 
 

1.  August 25 (Mon) - The Provost and Vice President for Academic Affairs, via the 
@csun, shall announce promotions effective at the beginning of the 2008-09 
academic year.  

  
2.  September 10 (Wed) - First meeting of the Personnel Planning and Review 

Committee.  
 
3.  September 12 (Fri) or earlier - Election of College Personnel Committees for the 

2008-09 academic year with selection of chairs as soon as possible thereafter.  
 
4.  September 26 (Fri) or earlier - Election of Department Personnel Committees for 

the 2008-09 academic year.  
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5. September 26 (Fri) - Last day for submission of applications for sabbatical leave for 
the 2009-10 academic year.   

 
6.  October 1 (Wed) or earlier - Faculty on leave without pay for Fall Semester 2008 

only shall notify the Provost and Vice President for Academic Affairs of intention to 
return to duty for Spring Semester 2009. 

  
7.  October 10 (Fri) or earlier - Departments forward all sabbatical leave applications, 

accompanied by written evaluations, to College Personnel Committees.  
 
8.  October 31 (Fri) or earlier - Department Chairs and Department Personnel 

Committees shall make available to the candidates their recommendations on 
retention of second-year probationary faculty members.  

 
9. November 10 (Mon) or earlier - Department Chairs shall forward to the Deans of 

their Colleges their recommendations and those of their Department Personnel 
Committees on retention of second-year probationary faculty members.  

 
10. November 14 (Fri) or earlier - College Personnel Committees shall forward 

recommendations on sabbatical leave applications to the College Dean.  
 
11. November 14 (Fri) or earlier - Each Department shall submit to the College 

Personnel Committee for approval any revisions to its personnel procedures for the 
following academic year. 

 
12. November 26 (Wed) or earlier - College Deans shall forward recommendations on 

sabbatical leave applications to the President.  
 
13. December 5 (Fri) or earlier - The Dean and College Personnel Committee shall 

make available to the candidates their recommendations on retention of second-year 
probationary faculty members.  

 
14. December 15 (Mon) or earlier - College Deans shall forward to the Provost and 

Vice President for Academic Affairs all recommendations on the retention of second-
year probationary faculty members.  

 
15. December 19 (Fri) or earlier - Second-year probationary faculty members not 

recommended for retention may file an appeal with the Personnel Planning and 
Review Committee.  

 
16. January 5 (Mon) or earlier - Second-year probationary faculty members who have 

filed an appeal must submit to the Office of Faculty Affairs all materials supporting 
their appeals to the Personnel Planning and Review Committee. 

 
17. January 12 (Mon) or earlier - The President shall notify each sabbatical leave 

applicant of the decision on her/his proposal.  
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18. January 20 (Tues) or earlier - Department Personnel Committees begin 

deliberations on retention, tenure, and promotion on those faculty to whom notice 
regarding their status in the next academic year must be given by the Provost and 
Vice President for Academic Affairs by June 1, 2009.  

 
19. January 30 (Fri) or earlier - The Chair of the Personnel Planning and Review 

Committee shall make available to second-year probationary faculty appellants the 
Committee’s recommendation on promotion, retention, and tenure appeals.  

 
20. January 30 (Fri) or earlier - Department Chairs and Department Personnel 

Committees shall make available to the candidates their recommendations on 
promotion and on those faculty to whom notice regarding their status in the next 
academic year must be given by the Provost and Vice President for Academic Affairs 
by June 1, 2009. Copies of the letters are not forwarded to the other recommending 
agencies until 10 calendar days after the original letter is forwarded. 

 
21. February 9 (Mon) or earlier - Each College Personnel Committee shall submit, with 

its Chair’s and its Dean’s signature, to the Personnel Planning and Review Committee 
any revisions to college or departmental procedures approved for the following 
academic year. 

 
22. February 9 (Mon) or earlier - Department Chairs shall forward to the Deans of their 

Colleges their recommendations and those of their Department Personnel Committees 
on promotion and on those faculty to whom notice regarding their status in the next 
academic year must be given by the Provost and Vice President for Academic Affairs 
by June 1, 2009. The Dean shall transmit the Department recommendations 
(including the results of final balloting) to the Chair of the College Personnel 
Committee.  

 
23. February 11 (Wed) or earlier - The Provost shall meet with the Personnel Planning 

and Review Committee to discuss retention, tenure, and promotion cases involving 
second-year probationary faculty members.   

 
24. February 15 (Sun) or earlier - The Provost and Vice President for Academic Affairs 

shall notify second-year probationary faculty members that they are to be reappointed 
for another academic year, are to receive tenure, or are to be terminated at the end of 
the 2008-09 academic year.  

 
25. March 6 (Fri) or earlier - The Dean and College Personnel Committee shall make 

available to the candidates their recommendations on promotion and on those faculty 
to whom notice regarding their status in the next academic year must be given by the 
Provost and Vice President for Academic Affairs by June 1, 2009. Copies of the 
letters are not forwarded to the other recommending agencies until 10 calendar days 
after the original letter is forwarded.  
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26. March 16 (Mon) or earlier - The Chair of the College Personnel Committee shall 
transmit the recommendations of the College Personnel Committee (including the 
results of final balloting) to the Dean. The Dean of each College shall forward to the 
Provost and Vice President for Academic Affairs all recommendations on promotion 
and on those probationary faculty to whom notice regarding their status in the next 
academic year must be given by the Provost and Vice President for Academic Affairs 
by June 1, 2009. 

 
27. March 23 (Mon) or earlier - Faculty members not recommended for promotion, 

tenure, or retention may file an appeal with the Personnel Planning and Review 
Committee. 

 
28. March 30 (Mon) or earlier - Department Chairs, Department Personnel Committee 

Chairs, College Committee Chairs, or Deans must notify Faculty Affairs by this date 
of emeritus faculty nominations. 

 
29. March 30 (Mon) or earlier - Faculty members who have filed an appeal must submit 

to the Office of Faculty Affairs all material supporting their appeal to the Personnel 
Planning and Review Committee. 

 
30. April 1 (Wed) or earlier - Faculty on leave without pay for the Spring Semester 

2009 or the 2008-09 academic year shall notify the Provost and Vice President for 
Academic Affairs of intention to return to duty at the start of Fall Semester 2009.  

 
Note: Spring Break April 6 – 11 

 
31. May 4 (Mon) or earlier - The Chair of the Personnel Planning and Review 

Committee shall make available to appellants the Committee's recommendation on 
promotion, retention, and tenure appeals.  

  
32. May 20 (Wed) or earlier - The Provost shall meet with the Personnel Planning and 

Review Committee to discuss retention, tenure and promotion cases.  
  

33. June 1 (Mon) or earlier - The Provost and Vice President for Academic Affairs shall 
formally notify those faculty to be promoted effective for the 2009-10 academic year. 
Also, the Provost and Vice President for Academic Affairs will notify probationary 
faculty who have served more than two years whether the subsequent academic year 
is an additional probationary year or a first year of tenure or a terminal notice year.  
 

34. June 12 (Fri) or earlier - Faculty on leave without pay for 2008-09 and who wish to 
apply for leave without pay for 2009-10 shall submit their request to the Provost and 
Vice President for Academic Affairs. 
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Timely Adoption of Textbooks/Instructional Materials for Accessibility 
(Approved  February 28, 2008) 

It is the policy of the CSU to make information technology resources and services 
accessible to all CSU students, faculty, staff and the general public regardless of 
disability.  As part of that policy all CSUN faculty shall, whenever possible, 
submit their textbooks and/or instructional materials requests by a University 
deadline established by Academic Affairs that is to be included in the University 
calendar and that is not less than (8) weeks prior to the beginning of the semester.* 

*Academic Affairs interprets the recommended Senate Policy as follows: 

Faculty members must submit book orders and other instructional materials 
orders no later than eight weeks before the beginning of the semester; and 
departments must submit orders for sections that do not yet have instructors 
assigned to them no later than eight weeks before the beginning of the 
semester. 

This policy does not apply, however, to instructional web sites, links from 
those web sites, and supplementary materials that are attached to them.  See 
the other policy at http://www.csun.edu/accessibility for details.  In brief, all 
new instructional web sites must be compliant by fall 2008, with older sites 
updated for accessibility as they are used publicly.  The appropriate 
administrator can allow alternative ways of meeting this requirement if 
indeed compliance is excessively challenging or burdensome. 

“Whenever possible” cannot be invoked willy­nilly to get around 
compliance with applicable law, or with the practical requirement to submit 
textbook and other instructional materials orders at least 8 weeks prior to the 
beginning of the semester for all instructors and for all scheduled sections 
not yet staffed. 

“Whenever possible” is not to be interpreted or implemented as a matter of 
convenience, department or faculty preference, or department or faculty past 
practice.  For instance, one cannot invoke travel, work schedule, or academic 
freedom to support a claim that it is not possible to comply.  A sudden 
cancellation of a preferred textbook, an unanticipated illness, and/or other 
circumstances completely outside the control of an individual faculty 
member or department may constitute such grounds, subject to review and 
agreement by the dean based on the specific circumstances.  In the case of 
disagreement, the dean will submit that judgment and relevant explanation to 
the department chair.
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Reinstatement after Third Disqualification 
(Approved February 25, 2008) 

Students who receive a third disqualification may reapply to the University after a 
minimum waiting period of five years. Students must provide evidence that 
demonstrates acquired skills or achievements that support a successful return to the 
University. Students reinstated to the University must meet each semester all 
criteria established by the University for continued enrollment of readmitted 
previously disqualified students until both their cumulative total GPA and CSUN 
GPA return to 2.0.  Those who fail to do so will receive a final disqualification and 
will be given no further opportunities for readmission.
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Criterion for Continued Enrollment of Readmitted 
Previously Disqualified Students 
(Approved February 25, 2008) 

Students who have been academically disqualified, but who are readmitted to the 
University under terms of probation with an Academic Performance Agreement 
are allowed to continue to enroll in subsequent semesters only if they earn a GPA 
of 2.00 or higher each semester until both their cumulative total GPA and CSUN 
GPA return to 2.0.
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   Policy on Graduating-Senior Registration Priority 
(Approved June 30, 2005) 

 
 
A student who receives graduating-senior registration priority twice and who does not 
graduate will not receive graduating-senior registration priority a third time and will 
return to senior registration priority status.  This policy will take effect one year after 
approval by the Senate and the President. 
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   Policy on Missed Classes Due to Participation in University-Approved Activities 

(Approved February 25, 2005) 

 
 
When representing the university in official curriculum-related, university-approved activities 
requires a student to miss classes, faculty are expected to provide, within reason, opportunity to 
make up any work or exams that are missed.   
 
To be eligible for such accommodation, the student is obligated to provide the instructor of the 
class with written documentation signed by the faculty, staff member or administrator 
supervising the activity, giving specific information concerning the activity, its location, and the 
dates and times when class attendance is not possible.  This documentation must be submitted to 
the instructor during the first week of the semester or as soon as the information becomes known. 
 
Instructors may set limits on the number of classes that may be missed for which special 
accommodation to make up missed work will be allowed.  The process for making up missed 
class work is the prerogative of the instructor and shall be communicated to the affected students 
during the first week of classes or as soon as the need for accommodation becomes known.  
 
For the purposes of this policy, if a question arises as to which events meet the definition of 
“official curriculum-related, university-approved activities” the determination shall be made by 
the Associate Vice President for Undergraduate Studies.  
 
Absence from class for official curriculum-related, university-approved activities does not 
relieve students from responsibility for any part of the course work required during the period of 
absence. 
 
University sponsors of these activities have an obligation to respect the importance of regular 
class attendance for successful academic performance and to minimize the number of such 
absences. Instructional faculty have an obligation to respect the importance of such student 
participation, and to assist student participants in meeting their academic obligations. 
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Revised Policy on Retention of Student Work 

(Approved February 25, 2005) 
 
 
A.   Document Retention Timeframes: 
  

Faculty shall retain the final examination and other materials, including materials in an 
electronic form, which contribute to the student's final grade, and which are not returned to 
the student or otherwise not made available in class to the student, in accordance with the 
following timeframes: 

 
1. Spring Semester:  Materials from the spring semester will be retained until the end of the 

first week of the following spring semester.  
 

2. Summer Term:  Materials from the summer term will be retained until the end of the first 
week of the following spring semester.  

 
3. Fall Semester:  Materials from the fall semester will be retained until the end of the first 

week of the following fall semester.  
 

4. Winter Intersession:  Materials from the winter intersession will be retained until the end 
of the first week of the following fall semester. 

 
When a faculty member has received notice as to the filing of an academic grievance or 
grade appeal from the Office of the Vice President for Student Affairs, all related course 
materials, including materials in an electronic form, shall be retained until the case is 
resolved.  
 

B.  Student’s Responsibility:  It is the student’s responsibility to pick up from the faculty 
materials that have been made available to students in class.  

 
C. Departing Faculty:  Departments are encouraged to collect from departing faculty all 

materials as specified above, including materials in an electronic form, which contribute to 
the student’s final grade and retain such materials for a period consistent with the time 
frames provided above. 
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WRITTEN SYLLABI FOR ALL UNDERGRADUATE COURSES
(Approved 5/8/01; modified 3/25/03)

To better inform students about the requirements, content and methodology of the university’s
undergraduate curricula, all faculty teaching undergraduate courses will distribute a written
syllabus to each student in the course and/or post it on-line no later than the second week of
classes.  

The syllabus should contain the following information:

• Course objective(s).

• A brief list or summary of topics or projects covered.

• Course requirements and methods of evaluation.

• Grading criteria including whether or not the plus/minus system will be used.

• Contact information (instructor’s name, office hours, office location, and campus phone
number).

• For a General Education course, the syllabus should describe how it meets the currently
approved goals of the General Education section in which it resides.

• For an upper-division General Education course, the syllabus should include a statement
that informs students that the course is an upper-division General Education course and
that it requires completion of writing assignments totaling a minimum of 2,500 words.
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Policy on Written Syllabi for All Graduate Courses 
(Approved 2/2/06) 

 
To better inform students about the requirements, content and methodology of the 
university’s graduate curricula, all faculty teaching graduate courses will distribute a 
written syllabus to each student in the course and or/post it online no later than the second 
week of classes.  The syllabus should contain at least the following information. 
 

• Course objective(s) 
• A brief list or summary of topics or projects covered 
• Course requirements and methods of evaluation 
• Grading criteria including whether or not the plus/minus system will be used 
• Contact information (instructor’s name, office hours, office location, and campus 

phone number)  
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Section 651 of the Administrative Manual:  Endowments 
(Approved February 22, 2007) 

651.1  Preamble. 

This University recognizes that endowments play an important role in achieving 
our educational goals as expressed in the University’s Mission Statement. In this 
statement of purpose, teaching, research, and public service are recognized as the 
University’s three major responsibilities. Endowments are expected to advance 
these three activities by providing our students and faculty with opportunities for 
dialogue with outstanding teachers who are recognized scholars and who will 
offer classes and conduct research that enhance learning. 

Named gift endowments from private sources . . . 

651.2   Policy Guidelines for Establishment of Endowed Chairs and Endowed 
Professorships 

651.1  Preamble. 

This University recognizes that endowments play an important role in achieving 
our educational goals as expressed in the University’s Mission Statement. In this 
statement of purpose, teaching, research, and public service are recognized as the 
University’s three major responsibilities. Endowments are expected to advance 
these three activities by providing our students and faculty with opportunities for 
dialogue with outstanding teachers who are recognized scholars and who will 
offer classes and conduct research that enhance learning. 

Named gift endowments from private sources . . . 

651.2   Policy Guidelines for Establishment of Endowed Chairs and Endowed 
Professorships 

1.  Departments and colleges establish goals for Endowed Chairs and/or 
Endowed Professorships through the University planning process. As part 
of the University’s fundraising efforts, the President, the Office of 
University Advancement, the Deans, the development officers in the 
college, and faculty may seek external funds in support of the established 
goals. Funds in support of an Endowed Chair and/or Endowed 
Professorship for a department and/or college should be accepted only if 
they are in support of established goals. 

The President shall consult with the affected department(s) and/or 
college(s). No department, program, or college shall be required to accept 
a faculty endowment.
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2.  In every case, any ensuing programmatic or  curricular changes shall be 
subject to the regular processes of faculty review and approval. The 
search, screen and appointment process for Endowed Chairs or Endowed 
Professorships shall occur through the process outlined in Section 652.3. 

3.  Nominations for either Endowed Chairs or Professorships shall originate 
in the Department by the normal University procedures for selection and 
appointment of faculty under Section 600. 

a.  Clearly outstanding persons . . . 
b.  Highest consideration . . . 
c.  Upon appointment . . . 
d.  The term of appointment . . . 
e.  Holders of Endowed Chairs . . . 
f.  Endowed Chairs . . .
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