Faculty Promotions Committee

Information and Procedures
2021-2022
1. Approximately two weeks before the meeting:

· Committee members will be informed of the dossiers that will be reviewed at the next meeting and asked to indicate whether they have a conflict
 and need to abstain from reviewing any of the dossiers.  

· For non-tenure cases, dossiers will be assigned to one subcommittee chair and one additional subcommittee member.  

· For tenure cases, dossiers will be assigned to one subcommittee chair and six additional tenure subcommittee members.

· Once assignments have been made, an agenda will be sent with assignments.  Dossier materials will be available in Interfolio (www.interfolio.com).  See Interfolio User Guide for information on logging in to Interfolio.  Committee members will see their assignments in their dashboard – refer to agenda for identification of the chair for each dossier subcommittee.  
2. The subcommittee chair is responsible for communicating with the other subcommittee member(s) by phone or email regarding review of the case and also writing the subcommittee report using the templates provided.  
3. Meeting time:

· Please post your final report in Interfolio by the Monday before the meeting.  

· If you are the chair of a subcommittee you will be asked to present your report at the meeting.  If you are a subcommittee chair and will not be able to attend the meeting, please ask another subcommittee member to present the report.
· All meetings will be via Zoom.  At the meeting, before the review of each candidate, we will confirm whether any committee members need to abstain from participating in the deliberations regarding the faculty member’s dossier, and those committee members will be moved to a waiting room in Zoom during those deliberations. 
· If you know that you will not be able to attend a meeting, please let Cheryl Welch know as soon as possible.  If it is necessary to assign you a case to review or chair, you can participate in the review and have another subcommittee member present the report.

· If you know that you will not be able to chair a subcommittee due to conflicts, please let Cheryl Welch know before the subcommittees are assigned so that adjustments can be made in assignments.

· If you feel a dossier you receive is incomplete in any way, please let Cheryl know before the meeting.
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� Conflict is identified as a prior relationship with a candidate for promotion or tenure, whether positive or negative that would adversely impact the ability to participate objectively in meetings or deliberations.









