Workflow P&T Committee

0:01
Good afternoon.

0:02
This is Tracy Bam and Audra Morgan in the Office of Institutional Research and Effectiveness.

0:07
And today we are going to demonstrate how to fill out the workflow promotion and tenure process from the departmental and college committee perspectives.

0:17
So once you get the notification that the workflow process is in your queue, you will log into your digital measures account and look for the workflow tab and go down to task.

0:30
I have a few other permissions as an administrator of this product to go to task.

0:35
And you can see that our subject is Audra Morgan, and she has submitted her dossier for consideration.

0:41
And I am serving as the chair of the Departmental Promotion and Tenure Committee.

0:47
So here's my one and only submission for consideration.

0:51
So Ardra has already submitted her packet and she has carefully constructed all of the contents and filled out this form that was available through the faculty handbook.

1:03
And just as an example, I, as the committee member, can go in and click on any of these links to see her her materials and it pops open in the new window with the PDF document.

1:16
From here I'm able to download this and save it to my computer.

1:20
I can print it out on my own printer and wouldn't recommend this, but you could e-mail it if you needed to.

1:28
But from here if you are clicking if you depending on which browser you're using it may not work.

1:34
These links may not work and you may only be able to use the icon.

1:38
I know the Firefox browser requires only the icon, but other browsers will allow you to click any of these links together.

1:46
So now the you can see also the department head has submitted their materials.

1:53
I can also see the external reviewer letters.

1:58
I can.

1:58
This is one of our external reviewers has submitted this material for consideration.

2:04
This is just an example file that you can see that the document that was submitted and any comments that they made.

2:15
Also, the department head uploaded documents on behalf of another committee member, another external reviewer, excuse me, an external reviewer who did not do the review in the system, so that you can see both ways.

2:29
So if the reviewer is external, then the department had uploaded this material here or if they did this internally within the system, you can see their responses here.

2:40
So as the chair, I have the option to vote.

2:45
This is just the standard format that is in here.

2:48
Not all department committees use this form.

2:51
It is not required.

2:53
So you do not have to vote or rate in any of these areas, but some do.

2:57
And you will go in and select as a committee member, you will first vote and then you will be able to collect the votes of others that are submitted through here.

3:11
And depending on the type of committee you're in, depending on which type of promotion and tenure template we are using, not everyone is going up for tenure and not everyone is eligible to vote for tenure.

3:25
So it will be important for the department head or for the departmental chair to pay attention to whether the votes, if I don't have tenure and I'm not eligible to vote and I vote anyway, that the chair will need to pay attention to who has, who has the ability to do this.

3:43
And if if you do not, if you're filling this out, you would have the option to abstain.

3:48
And so in any remarks in here.

3:50
And so Stephen Frederick submitted his review already just as as an example.

3:58
So he is another committee member as well who can, who has already submitted his vote to me.

4:05
So I am, for the purposes of this going to save the draft so that I can go through and then you will see it comes back to my task and I'm able to resume where I left off.

4:18
So I have my vote.

4:20
I have my other committee members vote.

4:22
If you do not vote in the system and let's say you meet as a committee and you you gather the tally differently, then you would come here to this next step.

4:31
All of this material about the votes is hidden.

4:34
It is hidden even from the Dean and department head does not see any of these votes so that you can keep it completely anonymous.

4:42
Now from here, this tally document is visible by whoever has permissions to see this.

4:49
So I've submitted A tally document just for the sake of let me make sure I'm saving everything before I leave from the form.

5:04
So when you are filling out this tally document, if you do not want the persons, the committee members names visible, then do not leave their do not put their names in here.

5:14
So in this case, we just left it at committee member one.

5:17
And we, we filled this out for the purposes of seeing the PNT tally.

5:21
But you would do this as as the departmental and this is just a sample for the purposes of demonstration today.

5:29
And so then we will say we voted in favor of promotion and to the rank of associate professor.

5:37
And we, the committee also voted in favor for tenure.

5:42
And so now I will submit it to the next stage for the committee letter.

5:52
And it is again in my queue because I am the committee chair.

5:56
So I'm following back down to the end here.

6:00
And so now these are remarks that are visible to the candidates.

6:05
Just putting content in here for the sake of a placeholder.

6:12
We add a letter and then I will submit this.

6:17
Now this goes to the faculty candidate.

6:19
So if I, for instance, needed more information from the faculty member, this is where I would make that request and it would go to the faculty candidate to respond.

6:33
So it is now going into Archer's queue and she is going to click through and make any factual corrections, review the material that I have sent to her.

6:46
All right, Ardra has now submitted her for her next phase.

6:50
She had five days as the faculty member, 5 business days to respond.

6:55
If she does not log in and respond within that five day.

7:00
Then it will automatically come back to the department PNT committee chair to resume the next phase of this.

7:08
So in this case, she said no factual correction needed.

7:12
And then I also as the Chair, have 5 business this days to respond to her response if needed.

7:20
So here is none needed.

7:25
And now I submit it to the department head for their review.

7:30
Next, we are picking back up now as the Chair of the CME promotion and tenure.

7:41
And this has already gone through the full department TNT process, the department head review, and the acknowledgement from the Dean that it has moved on now to the college vote process.

7:57
So this works just like the department.

8:00
And I have the option to fill this out or I can leave it blank.

8:04
And in this case, I'm going to go ahead and skip this.

8:07
And same as before, if you are not eligible to vote for tenure, you may click abstain.

8:13
If you are the committee chair, you will need to pay attention to who has the appropriate votes and who does not.

8:20
None of this is required.

8:21
So if you as a committee are going through this process and you vote in person and you you keep up with your tally in person, none of this is required and it is completely hidden from everybody else.

8:35
The department head, the Dean, the faculty member, nobody else can see this part except for the chair.

8:41
And in this case, the committee members will only see their own.

8:45
They cannot see other members votes or responses.

8:49
So as the chair, I'm going to upload my tally and I'm going to confirm that we have voted in favor for associate professor and that we have voted in favor for tenure.

9:07
And just like with the departmental promotion and and tenure committee, we will now, well, next we'll submit the letter and this letter is visible to the faculty member and any remarks to the faculty candidate would go there as well.

9:25
So if you have any questions or any any comments, so here's our letter of recommendation.

9:33
And from here it will now go to the faculty candidate.

9:36
And this will work just like it did for the departmental PNT committee where the faculty member will have 5 business days to respond.

9:44
And if they do not respond in five business days, then it it automatically advances back to the chair of the CMEPNT committee.

9:53
And then the chair will have 5 business days to respond to that response before or submitting it back to the Dean.

9:59
But I'm not going to go so far as to demonstrate all of that since we covered this much in the departmental PNT version as well.

10:07
I just wanted to make sure that you saw how how each of these processes worked.

10:12
Please let Ardra or me know if you have any questions along the way.

10:16
We are just a phone call or an e-mail away.

10:19
And I will also post the frequently asked questions that we have received along the way.

10:23
Thank you.
