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I. Definition

This title is appropriate for appointees who administer academic programs that provide service to academic 
departments or research units, to students, or to the general public. The service must be closely related to the 
teaching or research mission of the University. 

The duties of an Academic Coordinator are primarily administrative. Teaching or research related responsibilities 
will require appointment in an appropriate academic title. Occasional non-credit seminars or workshops may be 
conducted under the Academic Coordinator title. See APM 375 for System Wide policy on Academic Coordinators.

II. Rank and Step

This series contains ranks I - III. Ranks I and II include 15 steps, Rank III includes 9 steps.  

III. Appointment Criteria

Appointment cases are to be submitted via AP Folio and using the “Documents to be submitted by the Chair” (Red 
Binder V-2.) Reappointments are to be submitted via the reappointment and modification module of AP Folio. The 
timing of the reappointment will be based on the original start date of the appointment and/or the availability of 
funding.

A. An appointee must have a professional background of academic training and/or experience for appointment
to this series. A Master's or equivalent or other appropriate degree(s) is usually required. Certain positions 
may require a doctorate or equivalent experience.

B. The appropriate rank will be determined by taking into consideration such factors as program scope and 
complexity. APM 375, Appendix A provides guidelines for determining appropriate rank. In general, the 
ranks are differentiated as follows:

1. Academic Coordinator I:

Appointees will have responsibility for programs of minimal to moderate complexity. The 
program will normally have a small staff, and may consist primarily of local University-related 
activities with limited breadth or narrow focus. The appointee will likely receive general 
supervision from the department chair, a faculty member or other academic or professional staff. 

2. Academic Coordinator II:

Appointees will have responsibility for programs of moderate complexity. The program will 
normally have a moderately-sized staff or a scope that encompasses several units or activities.  
The appointee is expected to manage the program with a great amount of independence.

3. Academic Coordinator III:



Appointees will have primary responsibility for the administration, management, and coordination
of large programs with broad and substantial complexity. Responsibilities will be fulfilled 
independently (for example, unit heads who report directly to a dean or vice chancellor).  
Appointments to this level will require demonstrated superior professional ability, outstanding 
accomplishment in job-related activities, and the assumption of greater responsibility than 
typically delegated to Academic Coordinators at other levels.

IV. Term of appointment

A. Appointments will normally be made for one year at a time, but may, with justification, be made for up
to a maximum of three years at a time.

B. No further notice of non-reappointment is necessary for appointments at less than 50% or for 
appointment of less than eight consecutive years in the same title or series.  

Notice of non-reappointment must be given if the employee has served at 50% or more for eight or 
more consecutive years in the same title or series (APM 137-30). Written Notice of Intent not to 
reappoint must be given at least 60 days prior to the appointment’s specified end date. The notice must 
state (1) the intended non-reappointment and the proposed effective date; (2) the basis for non-
reappointment; and (3) the employees right to respond within 14 days and the name of the person to 
whom they should respond. Within 30 days of the Notice of Intent, and after review of any response, 
the University will issue a written Notice of Action to the employee.  Pay in lieu of notice may be 
given.  

V. Compensation

A. Individuals appointed to this series may be compensated on an academic-year or fiscal-year basis, 
dependent on the nature of the position. 

B. Off-scale salaries are allowed within the same limits and policies as ladder faculty off-scale salaries. (Red 
Binder I-8)

C. Salaries are subject to range adjustment.

VI. Advancement

Advancement cases are to be submitted via AP Folio and using the checklist of documents to be submitted by the 
chair for Academic Coordinator reviews (Red Binder V-2).

A. Merit increases will normally occur once every 2 years at Rank I and II and once every 3 years at Rank III. 
A personnel review must be conducted at least once every two years at Rank I and II and at least once 
every three years at Rank III.  If advancement is not justified, a recommendation of “no change” may be 
made. Accelerated advancement may be recommended in cases of demonstrated exceptional merit.  An 
Academic Coordinator who has reached the top step within rank will continue to be subject to review every
2 or 3 years depending on rank. Advancement at the top step within rank will normally be an increase of 
5%, applied as an increase in the off-scale supplement.

B. Early advancements are not permitted unless:
a. There is a significant increase in the scope of job duties/responsibilities warranting promotion to 

the next rank, or
b. There is an increase in the scope of job duties/responsibilities that don’t warrant promotion but 

may warrant accelerated merit increase. In this case, the merit review occurs after the new duties 
have begun. 



C. All merits and promotions will be effective July 1. Completed cases must be submitted to the appropriate 
control point by May 1, preceding the effective date.

D. Advancement from one step to the next is based on merit. Promotion to a higher rank will require 
significant change in the scope and complexity of the program administered.  

E. A request for merit advancement will require evaluation of the candidate’s performance and activity in the 
areas of:  a) Coordination of the Academic Program, b) Professional Competence, and c) University and 
Public service. A request for promotion must also address the change in scope and complexity of the 
program administered. An updated job description must be included with each request for merit, promotion 
or reappointment.

VII. Approval Authority

Action Authority
New appointments Vice Provost for Academic Affairs

Reappointments and merits Dean or Vice Provost for Academic Affairs

Promotion Vice Provost for Academic Affairs


