2014 UNH Cooperative Extension Timeline/Deadlines for Field and State Specialists

January, 2014
	Program Planning
& Reporting
System
	Travel/Vacation/ Sick Leave
	Performance Management
	AoE Team
	Promotion

	Jan 15 – 1st quarter output reporting submitted (online system)   Oct 1, 2013 - Dec 31, 2013

	Vacation/Sick Leave (V/SL) spreadsheet updated regularly –submit when vacation or sick time is taken throughout the year
http://www.unh.edu/hr/forms.htm
(Scroll to “Time & Leave”)
Travel Voucher (reimbursement) – Due monthly to Program Team Leader


	Dec 1 - Feb 28 – Completion of Annual Performance Appraisals - Phase II of prior FY – September 30-October 1.
Dec 1 - Feb 28 – Completion of Phase I - FY 2014  (Oct 1, 2013 - Sept 30, 2014)

	
	Jan 10 --The Dean and Director of Extension submits recommendations and documents to the Vice President for Academic Affairs for review. Recommendations of the Graduate Dean and the appropriate School/College Dean will be included for Extension Faculty nominees who hold split appointments.


February, 2014
	Program Planning & Reporting
System
	Travel/Vacation/ Sick Leave
	Performance Management
	AoE Team
	Promotion

	
	Travel Voucher (reimbursement) – Due monthly to Program Team Leader


	Dec 1 - Feb 28 – Completion of Annual Performance Appraisals - Phase II of prior FY – September 30-October 1.

Dec 1 - Feb 28 – Completion of Phase I - FY 2014 (Oct 1, 2013 - Sept 30, 2014)
	
	


March, 2014
	Program

Planning &
Reporting
System
	Travel/Vacation/ Sick Leave
	Performance Management
	AoE Team
	Promotion

	
	Travel Voucher (reimbursement) – Due monthly to Program Team Leader
	
	
	


April, 2014
	Program Planning & 

Reporting System
	Travel/Vacation/ Sick Leave
	Performance Management
	AoE Team
	Promotion

	April 15 – 2nd quarter output reporting submitted (online system)

Jan 1, 2014 - March 31, 2014
April 15th – Six month impact indicator reports due (reporters only) Oct 1, 2013 - April 1, 2014
	Travel Voucher (reimbursement) – Due monthly to Program Team Leader


	April 1 - May 31 – Completion of Interim Feedback Progress (for newly hired staff and those with previous rating of needs improvement or satisfactory) 

	
	


May, 2014
	Program Planning & 

Reporting System
	Travel/Vacation/ Sick Leave
	Performance Management
	AoE Team
	Promotion

	
	Estimated Vacation/Sick Leave balances as of April 30th due to Sharon Blake via email by 5/27/14
Travel Voucher (reimbursement) – Due monthly to Program Team Leader
	April 1 - May 31 – Completion of Interim Feedback Progress (for newly hired staff and those with previous rating of needs improvement or satisfactory) 
	
	


June, 2014
	Program Planning & 

Reporting System
	Travel/Vacation/ Sick Leave
	Performance Management
	AoE Team
	Promotion

	June 15 – Narratives for USNH Engagement efforts due – all staff

	Travel Voucher (reimbursement) – Due monthly to Program Team Leader
	
	
	


July, 2014
	Program Planning & 

Reporting System
	Travel/Vacation/ Sick Leave
	Performance Management
	AoE Team
	Promotion

	July 15 – 3rd quarter output reporting submitted (on-line system)  Apr 1, 2014 - June 30, 2014

	July 1 – Annual Vacation/Sick Leave (V/SL) spreadsheet completed through June 30 and mailed/emailed to Program Team Leader with staff signature.

Due to: Program Team Leader
http://www.unh.edu/hr/forms.htm
(Scroll to “Time & Leave”)

Travel Voucher (reimbursement) – Due monthly to Program Team Leader
	
	
	July 1 - Promotion Nominations due to Promotion Committee Chair [For promotions effective the following July 1st.]

Program Leaders notify candidates and chairperson of Promotion Committee of nominations using the nomination form on page 16 of “Extension Educator Promotion Procedures” signed by Program Team Leader, nominee and Director verifying minimum time in rank has been met by July 1st. The only exceptions are to time in rank documented at time of hire.

July 15 - Any individual not notified (of promotion) who feels he/she should be a candidate, should contact his/her Program Leader and submit a nomination form to the chair of the Promotion Committee by this date.


August, 2014
	Program Planning & 

Reporting System
	Travel/Vacation/ Sick Leave
	Performance Management
	AoE Team
	Promotion

	
	Travel Voucher (reimbursement) – Due monthly to Program Team Leader
	
	Aug 15 – Updates to AoE Logic Models due to Program Team Leaders for inclusion in FY15 program year plans
	


September, 2014
	Program

Planning &

Reporting

System
	Travel/Vacation/ Sick Leave
	Performance

Management
	AoE Teams


	Promotion

	
	Travel Voucher (reimbursement) – due monthly to Program Team Leader


	
	
	Sept 1 – Program Team Leader distributes to appropriate persons:

“Promotion Evaluation by County Advisory Council” – evaluation to be filled out by the council and signed by the Council Chair and two Council members.
Letter 1 – “Professional Colleague Letter” – Three letters of recommendation to be completed by professional colleagues. (Recommend that one be from within the office and one from same area of work.)
Letter 2 – “Clientele Evaluation” – The candidate will submit to the Program Team Leader six clientele references with whom he/she has worked. The Program Team Leader will secure and submit these letters of recommendation to the Promotion Committee. Candidates for the rank of Full Extension Educator should include references from state, regional or national contacts.


October, 2014
	Program Planning & 

Reporting System
	Travel/Vacation/ Sick Leave
	Performance

Management
	AoE 
Teams


	Promotion

	Oct 1 – Individual Annual Plan of Work – FY15 entered into on-line System   www.lmprs.net
Approved by AoE Chair
Oct 15 – 4th quarter output reporting submitted (on-line system) – July 1, 2014 - Sept 30, 2014
Approved by Program Team Leader

	Travel Voucher (reimbursement) – due monthly to Program Team Leader


	
	
	Oct 15 – (preferably earlier) – Candidate submits electronic portfolio to Program Team Leader for review and feedback.

Oct 30 – Promotion Evaluation by Program Leader This is to be completed by the Program Leader. For Extension Faculty, a “Promotion Evaluation by Department Chair” must also be completed in consultation with departmental faculty.


November, 2014
	Program Planning & 

Reporting System 
	Travel/Vacation/ Sick Leave
	Performance Management
	AoE

Teams
	Promotion

	Nov 15 – Impact Indicator Data (for FY13 – Oct 1, 2013 - Sept 30, 2014)  Reported in online reporting system 

Nov 15 – Annual Individual Narrative Impact Report (FY14) – enter in reporting system


	Travel Voucher (reimbursement) – Due monthly to Program Team Leader


	Nov 15 – Annual Performance Management Plan due from all program staff. Phase II for current year end of September 30 and Phase I for upcoming year (began October 1) with current accomplishment report.
http://extension.unh.edu/Intranet/Performance-Management
Due to: Supervisor (Program Team Leader)
Nov - Mar – County Advisory Council Staff Performance Feedback Form completed for all county program staff. The Assistant Director, Programs will facilitate the process or assign a Program Team Leader.

http://extension.unh.edu/Intranet/Performance-Management
Due to: Assistant Director, Programs
Nov 15 – Self, Stakeholder and Peer Evaluations due via on-line form:  http://extension.unh.edu/Intranet/Performance-Management
Peer evaluations are optional and all staff are eligible to submit.
	
	Nov 1 - Program Team Leader submits candidate’s completed documents to the Promotion Committee. Only complete books will be reviewed by the Promotion Committee.


December, 2014
	Program Planning &

Reporting System
	Travel/Vacation/ Sick Leave
	Performance Management
	AoE

Teams
	Promotion

	Dec 1 – Summary Impact Statements due (similar to Key Theme reports) for state-wide reporters only
	Travel Voucher (reimbursement) – Due monthly to Program Team Leader


	Dec 1 - Feb 28 – Completion of Annual Performance Appraisals Phase II of prior FY – September 30-October 1.

	
	Dec 15 - Promotion Committee submits written recommendations and documents to the Dean and Director of Extension. The Dean and Director of Extension will forward committee recommendations to the Graduate Dean of Extension Faculty holding a graduate faculty appointment and to the appropriate School/College Dean, along with the candidate’s Promotion Information Record.
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