Faculty Activities Report using Interfolio

Instructions for the Dean

(JST)
Overview
Step Page
NTERFOLIO 1. Login to Interfolio 2

Use the tile at the MySCU single sign-on portal.

Faculty Information System

2. Review Case & Download Vita 3
Read the case materials. Write an evaluation
Read Case letter based on the evidence. Download the Vita
and file it with your evaluation letter in the faculty
member’s personnel file.

3. Complete Required Steps 4-5
Case Details Upload the FAR Evaluation Letter and fill out a
form indicating the appropriate merit scores and
criteria weights. Please note: the form has two
sections, one for Lecturers, Senior Lecturers and
tenure-track faculty, and one for academic year
adjunct lecturers. Please fill out only the relevant

part of the form.
4. Share Letter with Faculty Member 6
Q Share the letter with the Faculty member, either
in hard copy, via email, or from within Interfolio.
5. Change Status of Case 7
Select Status Change the status of the case to “FAR: Com-
plete.”
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STEP 1 - LOGIN TO INTERFOLIO

You can login to Interfolio one of two ways (A or B):

Sign into MySCU

Welcome, Bucky -

Filter apps by keyword

@™ GOOGLE WORKSPACE 'l.‘.'.\. CAMINO WORKDAY @ SCU
Gmail, Calendar, & Drive Wa'P  Leaming Management System c

s REQUIRED ta
tures.)

Content Management System BRI  Personal web site publishing Faculty Information System

TERMINALFOUR WEBPAGES@SCU o INTERFOLIO CIICk on the Interfo"o tlle

B isfolio # interfolio SANTA CLARA UNIVERSITY
SignIn L PP
Sign in through your institution
Sign in with email Other Sign In Options

Email * [ ——— Login to Interfolio, Inc.

If your institution has partnered with Interfolio to provide Single Sign-On, search for

G Sign in with Google your institution name in the box below.
Password * interfolio

l Santa Clara University

Forgot your password?

Interfolio is designed to serve rve higher ed. review b
better prepared to

frering gi
make the decisions that drive higher ed.

SCU Username

Password
Sign in with an Interfolio account >
Donit have an account? o

Create an account

Go to https://www.scu.edu/interfolio  Type in Santa Clara University Log in to MySCU Portal

However you login, double-check that you’re in the right account:

After you login, “Santa Clara University” should

k appear in the upper bar, and your screen should
S . look like this. If it doesn’t, you may be logged in to
- another Interfolio account. Contact Katie Williams

- ‘ (kfwilliams@scu.edu) to help you troubleshoot.

| Home

Faculty180

Find Colleagues

Account Access
Looks like you'e al caught up. Nice
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STEP 2 - REVIEW CASE & DOWNLOAD VITA

You will be given access to the candidate’s case materials through Interfolio when the candidate
submits their case. A trigger with the candidate’s name will appear on your dashboard:

e 1. Click on the candidate’s name in
me blue to bring you to the candi-
rat s 21 date’s packet.

SRR e N e 2. Select the Case Materials tab (up-
per left) of the candidate packet.

3. Click the dark blue Read Case

Bucky Bronco button on the right to review the

- — . candidate’s packet.

Santa Clara Unlvery 2 Faculty Activities Report (JST) Select Status . . .

casem“so 3 4. The left S|d§bar lists the se.ctlons

— . \ of the candidate packet. Click on

B g::; (caret) symbol next to any
gory to expand the section
© Expand Al © Collapse Al & Download & Share o Settings i Move and to view its contents. There will

Candidate Packet

be a section for every activity ca-

tegory for which the candidate has
uploaded files.

Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The

candidate will be able to replace or delete any files in an unlocked section before they submit.

v Faculty180 Vita View History 5

You can also download an indivi-

Packet Annotations

dual document, or the entire Fa-
culty180 Vitae packet, using the

v FACULTY180 VITAE b I U e D OWn =
Faculty Activities Report & Download I Oa d b U tto n
v Attachments from Faculty Activities Report & Download Packet ‘ | n th eu p p er

> oY tplnce — right of the
:s"" browser win-
N — dow. You will
> AdvengLond A . receive an email when the
R o download has completed. With
> Scholarly Contributions and Creative Productions T - — th e v | ta | n th e b rowser W| n d ow,

<& Download

download that document and add
it to the faculty member’s person-
nel file.

To exit the case materials, click
the blue Return to Case button in
the top right.

Write your evaluation letter. For renewable-term lecturers and tenure-track faculty, the letter
should include guidance to enhance their candidacy for promotion.
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STEP 3 - COMPLETE REQUIRED STEPS

The department or process chair will submit one required document and fill out one required
form at the Case Details tab. Have the file available on your desktop to facilitate uploading to
Interfolio.

Click the Case Details tab at the upper
Bucky Bronco left. This section will reveal the
/ Tomplate - department’s required items:

Santa Clara University Faculty Activities Report (JST) Select Status

1. Required Document: Dean - FAR
Search case materil by e Evaluation Letter (PDF file)

8 2. Required Form: FAR - Dean Evalu-
ation (JST)

© ExpandAll @ Collapse All & Download 3 Share < Settings = Move

Candidate Packet
Any materials added to the candidate packet will be visible to the candidate and available for them to use in their current case. The

candidate will be able to replace or delete any files in an unlocked section before they submit.

v Required ltems

All required items must be completed before the case can advance to the next step. Files can be added by any Committee Manager or

st s e 1 . o it b ol e 1 o+ Gttt et 1. Required Document
select to omit the form as a requirement for a user. .

Click on the Add button to upload the
Dean - FAR Evaluation Letter 1 .
The Dean uploads the final version of the FAR Evaluation Letter in PDF form and changes the status of the case to “FAR: Complete." The Dean then FAR Eva I uatl o n Lette r ( P D F ) - A po p- u p
shares the letter with the faculty (in hard copy or via email). Please remind faculty to upload their FAR Evaluation Letter to Faculty180 (at the . d . I I I I t b
Hitodoal FARS & AR Evaliation Leters” section) winaow will allow you 1o browse your

o s e e e 1ot secion computer for the letter.

Forms
Form Name Assignee Actions.
FAR - Dean Evaluation (JST) Committee Managers Manage Respondents
FAR - Dean Evaluation (JST) Dean #1 (You) 2 Fill out Form
Add Dean - FAR Evaluation Letter x

Uplosd a new e Select e from case After uploading the letter from your
, , - computer, this screen will pop-up. In the
Please select the section of the packet where this file will appear. Select the appropriate section from the

dropdown menu below. Section field, select “Dean Evaluation.”
- oot Then click the blue Add button (bottom
Dean Evauation v| right) to submit. Remember to add your
evaluation letter to the faculty mem-
== ber’s personnel file, in addition to their

FAR Vita.

Bronco, FAR Evaluation Letter I
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Santa Clara University > Cases > BuckyBronco >

FAR - Dean Evaluation (JST)

Use the form below appropriate to the rank of the faculty under evaluation. The score is the merit score on the school scale for

performance for each of the evaluative criteria. The weight is the percentage of the overall score that each criterion is assigned,

defined by rank.

Tenure-stream Faculty, Renewable-term Lecturers and Senior Lecturers
Use this section of the form for faculty in the ranks or tracks listed above. There is a separate section below for academic year fixed-term faculty

(Academic Year Adjunct Lecturers, Dean's Executive Professors, and Professors of Practice).

Teaching Score

Teaching Weight
Enter the percentage weight for teaching in the following format: for the 40% that is typical for tenure-stream faculty, enter 0.4; for the 70%

typical for renewable-term lecturers and senior lecturers, enter 0.7.

reative Activity or Activity Score
For tenure-stream faculty, enter the score for scholarship or creative activity. For renewable-term lecturers and senior lecturers, enter the score

for professienal activity.

ative Activity or Activity Weight
For tenure-stream faculty, enter the weight for scholarship or creative activity (typically .40 [40%] ). For renewable-term lecturers and senior
lecturers, enter the weight for professional activity (typically 15 [15%)])

Service Score

Service Weight
Enter the weight for service. This is typically .20 (20%) for tenure-stream faculty, and .15 (15%) for renewable-term lecturers and senior

lecturers.

Overall Score

. Required Form

Click Fill Out Form under Actions; this
form will pop-up. The form has two
sections. The top section should be
used if the faculty member is a renew-
able-term lecturer, senior lecturer, or
tenure-stream faculty member, thus for
the following ranks:

Lecturer

Senior Lecturer
Assistant Professor
Associate Professor
Professor

The bottom part of the form should be
used if the faculty member is an aca-
demic year, fixed-term faculty member,
thus for faculty with the following titles:

e Academic Year Adjunct Lecturer
e Professor of Practice
e Dean’s Executive Professor

Using the appropriate part of the form,
fill in the individual evaluation score
and weight for each of the three criter-
ia (teaching, scholarship, and service).
Note that, for academic year, fixed-
term faculty, weights are not required.
Typical weights for the other ranks are:

Academic Year Fixed-Term Faculty Form . . .
ty . Rank Teaching Scholarship* Service
Use this form for academic year fixed-term faculty: Academic Year Adjunct Lecturers, Dear's Executive Professors, and Professors of Practice.
Teaching RTL/SL 0.70 0.15 0.15
Teaching counts for 95% of the overall evaluation
Exceeds Expectations/Superior Performance Tenure 0.40 0.40 0.20
track
Meets EKDEC“EIIQHS

Below Expectations

Service

Service counts for 5% of the overall evaluation

Meets or Exceeds Expectations

Below Expectations

Overall

Satisfactory

Unsatisfactory

s, 7/
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* “Professional Activity” for RTLs/SLs

e Save Responses button. This
takes you to the prior screen; click
“Fill Out Form” to return to the form
screen to submit the form.

e Submit Form button

If you wish to send the letter to the faculty
member via Interfolio rather than in hard copy
or via email, you need to do this before you
send the case forward. See pp. 6-7 for

directions.



STEP 4 - SHARE LETTER WITH FACULTY MEMBER

Share the letter with the faculty member, via email, in hard copy, or in Interfolio. Discuss the
results with them if they have questions. Mention their right to file a written response to the
letter (Faculty Handbook 3.3).

Directions follow for sharing the letter with the faculty member from within Interfolio, if you
choose this method.

Bucky Bronco
/ e 1. Click the Case Materials tab at the
T —— upper left.

B

Candidate Packet

m to use in their current case. The candidate wil be able to replace or
delete any files in an unlocked section before they submit.

v Facutty1o vita (@) View History
Bucky Bronco
- - 2. Click the Share button on the blue
banner. Select “With Candidate.”

Search case materials by title
<]

9 Share

© Expand All © Collapse All

Candidate Packet

e e it it e . e i 3. This messaging window will pop up.

v Feetyioovie @) Complete the Subject and Message to

= the faculty member. Select the FAR
Evaluation Letter to share with the

faculty member. DO NOT select the
other uploaded documents or the
R “Select All” button. Then click the blue

Send button to share the FAR

Evaluation Letter with the faculty
b ‘ member. A message will pop up briefly
to indicate that the message has been
successfully shared with the faculty
member.

MESSAGE SENT

Your message was successfully sent.

v Candidate Documents m
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STEP 5 - CHANGE STATUS OF CASE

Change the status of the case to “FAR: Complete.” This indicates to Provost Office staff that you
have completed your review and downloaded all needed materials to the faculty member’s
personnel file. The Provost’s Office will subsequently close the case.

1. Click Select Status

S 2. From the pop-up window,
ECP) 1 select “FAR: Complete.”

2 FAR: Complete

FAR: S ded
uspende You have completed the Dean

steps for the case.

Lecturer Reappointment: Granted

|
Lecturer Reappointment: Not Granted

Lecturer Reappointment: Superseded
by promotion

Note: You can request a report of completed cases and faculty merit scores/weights; email Katie
Williams (kfwilliams@scu.edu) or Kitty Murphy (cmurphy@scu.edu).
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