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Office of Faculty Affairs

Position DescriptionStep 1

o A position description is the “seat” for the new faculty member.

o If this is a new position, the request will be for a “new” seat. If this will be a 
search for a vacancy, the request will update the existing seat for the new 
search, which is called an “evaluation” in UGAJobs actions.

o Which comes first…the position announcement or position description?

Position Description workflow:

10/23/2024

Initiator Faculty Affairs 
Liaison Approver Senior 

Administrator
OFA/Central 

Human Resources
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Posting RequestStep 2 

o UGAJobs version of the unit’s Position Announcement.

o The posting request must contain everything in long and/or short ads but can 
have additional information because all candidates will see the posting.

o OFA will contact the unit with notes before moving the request forward in the 
workflow.

Posting Request workflow:

10/23/2024

Initiator Faculty Affairs 
Liaison Approver VPPSO (if PS 

position)
Office of Faculty 

Affairs

Office of Global 
Engagement (if 

applicable)

EOO Search 
Review
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The Offer LetterOnto the HP, but first….

10/23/2024

Resource Links

Offer Letter Templates https://provost.uga.edu/faculty-affairs/faculty-offer-
letter-template/ 

Offer Letter Policy See #1 under Appointment Procedures

Email Addresses
Associate Provost Elizabeth Weeks 

(weeksleo@uga.edu)  for drafts that need Provost 
approval before offer

Carly Surratt (csurratt@uga.edu) for questions and 
copied on draft to Associate Provost 

https://provost.uga.edu/faculty-affairs/faculty-offer-letter-template/
https://provost.uga.edu/faculty-affairs/faculty-offer-letter-template/
https://policy.uga.edu/policies/#/programs/rJXEyRRcp?group=Appointment%20%26%20Promotion&bc=true&bcCurrent=Appointment%20%26%20Promotion&bcItemType=programs&bc=true&bcCurrent=011%20-%20Appointment%20Procedures&bcGroup=Appointment%20%26%20Promotion&bcItemType=programs
mailto:weeksleo@uga.edu
mailto:csurratt@uga.edu
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Hiring ProposalStep 3 

o  Once you have moved an applicant to 
”Recommended for Hire” and have a signed 
offer, you should initiate the HP.

o  The hiring unit will receive an email with 
instructions for initiating the background check 
after moving a candidate to ”Recommended for 
Hire”

o  Document checklist: 
https://provost.uga.edu/wp-
content/uploads/faculty-hiring-proposal-
employment-action-document-checklist.pdf 

10/23/2024

https://provost.uga.edu/wp-content/uploads/faculty-hiring-proposal-employment-action-document-checklist.pdf
https://provost.uga.edu/wp-content/uploads/faculty-hiring-proposal-employment-action-document-checklist.pdf
https://provost.uga.edu/wp-content/uploads/faculty-hiring-proposal-employment-action-document-checklist.pdf
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o Highly recommend starting 60 days before the start date.

o Contact us as soon as possible if you have a situation that needs to be expedited.

Hiring Proposal

o Minimum qualifications are rank based.

o Consider templates for external ads to expedite review. (We can help with that!)

o For non-search hires, please see Guidance: University of Georgia Direct Appointment. EOO is the 
first stop for both non-search categories (details under definitions in link above). To initiate the 
process, a search waiver request form should be submitted by the unit 
(https://eoo.uga.edu/affirmative-action-hiring/search-waiver-form/) and approval should be 
attached to the internal posting request.

Posting Requests

o Keep it simple!

o The posting is for all the details including the official title.

Position Description

Office of faculty affairs

NotesFaculty Searches & Hiring

10/23/2024

https://hr.uga.edu/Information_Directory/uga_direct_appointment_guidance/
https://eoo.uga.edu/affirmative-action-hiring/search-waiver-form/
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Employee Recruitment Policy

https://policy.uga.edu/policies/#/programs/S1Pf9qB-0 

https://policy.uga.edu/policies/#/programs/S1Pf9qB-0
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Direct Appointment Guidance

https://hr.uga.edu/Information_Directory/uga_direct_appointment_guidance/ 

https://hr.uga.edu/Information_Directory/uga_direct_appointment_guidance/
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Revised Offer Letter Templates

https://provost.uga.edu/faculty-affairs/faculty-offer-letter-template/ 

https://provost.uga.edu/faculty-affairs/faculty-offer-letter-template/


Questions?
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Written Annual Evaluation Clarifications
• Confirm allocation of effort annually (evaluation form, SmartSheet, financials)
• Apply unit-level annual evaluation standard/rubric and process
• Provide 1 – 5 score in each area of assigned effort and an overall score 
• Complete evaluations, including in-person meeting with faculty members, by 

Monday, March 31, 2025
• Score of 1 or 2 in any area (regardless of percentage effort) or overall 

requires one-year PRP (see optional template)
• PRP must be reasonable, achievable within the time frame, reflect the essential duties 

of the faculty member, and performed during the contract period (i.e., 9-month faculty)
• PRPs must be approved by the dean/VP and submitted to OFA for filing

• Tenured faculty members with two consecutive evaluations with scores of 1 
or 2 in any area (above 10% effort) or overall triggers corrective PTR

• Spring 2025, first time for possible trigger
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Faculty Performance Review Reporting
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PRP Optional Template



Promotion and Tenure
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P&T Clarifications
• Include CY2023 annual evaluation in the promotion/tenure dossier, along with 

offer letter and third-year review (as appropriate)
• Develop PRP for faculty member assessed as making insufficient progress at 

third-year review
• Develop PRP with PTU head and third-year review committee; dean must approve
• Align any expectations in annual evaluation PRP with third-year review PRP

• Minimum of 4 external, arm’s length, review letters; balance of PTU and 
candidate lists

• Only eligible voting faculty deliberate and vote; may require replacement PTU 
Head (e.g., if department head not eligible to vote)

• Promotion/tenure scores/outcomes not collected or submitted to USG

https://provost.uga.edu/wp-content/uploads/promotion-tenure-2yr-cycle-
process-diagram.pdf
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TT, Clinical, Lecturer, 
and AP Dossiers to 

OFA 
10/18/24

URC Area Committee 
Deliberations 

10/23 – 12/5/24

Provost Review of TT, 
Clinical, Lecturer, and 

AP Dossiers
Dec. 2024 – Jan. 2025

Provost Letters to TT 
and Clinical 

Candidates re URC 
Recommendations

Late Jan. 2025

Central Office 
Deadlines for PSO 
9/4/24; Research 

Scientists and 
Librarians 11/1/24

Research Scientist, 
Librarian, and PSO 

Dossiers to OFA
1/3/2025

Provost Review of 
RS, Librarian, and 

PSO Dossiers
Jan. 2025

President's Review of 
All Dossiers

Late Jan. – early Feb.

President’s Letters to 
TT and Clinical 

Candidates
Mid-Feb. 2025

Provost’s Letters to AP, 
Lecturer, Librarian, RS, 

and PSO Candidates
Mid-Feb. 2025

P&T Timelines







Post-tenure Review
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PTR Clarifications
• Every five years, unless early/voluntary; accelerated/corrective; promotion; 

admin appointment; on leave
• Spring 2025 PTRs include CY2023 and CY2024 annual evaluation verbatim; 

executive summary for other years
• USG expects score (successful/unsuccessful) in each area of assigned effort 

and overall (enter ”not applicable” if no effort assigned in any area(s))
• Faculty member with “meets or exceeds expectations,” in all areas, for five 

previous years may submit prior annual evaluations (and other materials) as 
PTR dossier

• PTR deadline slightly after Annual Evaluation, April 18, 2025 
• Submit PTR and Review of Administrator outcomes, via survey link (NOT 

SmartSheet), to OFA by April 30, 2025; also submit PIPs to OFA
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PIP Optional Template
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USG Faculty Performance Review Reporting Timeline

PTR Deadline
Sep 30 or ASAP



Questions?
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