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Step-by-Step Guide for Deans
AY23-24 Promotion and Tenure
Access at Dean’s Review Step

Reading the Candidate’s Case
You will receive an email notification to access the candidate’s case for review.

To review the different ways of accessing a candidate’s case in Interfolio, please see the Step-by-Step
Interfolio Log In Guide.

At this step, you will be asked to review the materials in the candidate’s dossier, listed under
the Candidate Packet section. To do this, you select the “Read Case” button, boxed in orange
below:
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https://provost.utk.edu/wp-content/uploads/sites/10/2023/04/Interfolio-Sign-In-Instructions.pdf
https://provost.utk.edu/wp-content/uploads/sites/10/2023/04/Interfolio-Sign-In-Instructions.pdf
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You will be brought to a page that looks like this:
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From here, you can click on the Candidate Packet section titles located on the left to review the
candidate’s materials.

You can also access the Candidate Packet information by scrolling through and expanding each
tab. To expand a tab, click on the “>” button located on the left of the section title you would
like to review.

talement of Responsibilities, Criteria Statements, and Other Documentation (Provided by Administrator) w @ | Lock

To view the documents within the section, click on the blue title of the document. This will
bring you to the packet view below.

atement of Responsibilities, Criteria Statements, and Other Documentation (Provided by Administrator) @ © | Lock |
Statement of Responsibilities 1 required
Title Details Actions
Added by Megan Gast Edit
Mar 3, 2023
Department and College Statements of Criteria and Expectations 1 required
Title Details Actions
Interfolio Test Added by Megan Gast Edit
Mar 3, 2023

Completing the Dean’s Recommendation Form
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Once you have completed your review of the candidate, you will be required to fill out the

Dean’s Recommendation. This form can be located by clicking “Case Details” on the candidate’s
case home page, boxed in orange below.

If there is a required form that you must fill out, you will have a “1” indicated next to the “Case
Details” button as pictured below:
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After clicking on “Case Details,” scroll down until you see the “Required Items” section as
shown below and then click on “Fill Out Form,” boxed in orange.

v Required Items

All required items must be completed before the case can advance to the next step. Forms must be completed by the assigned user, however a Committee Manager or Administrator can select to
omit the form as a requirement for a user.

Forms

Form Name Assignee Actions

AY 23-24 Promotion and/or Tenure - Dean's Recommendation

Committee Managers Manage Respondents
3 required questions
AY 23-24 Promotion and/or Tenure - Dean's Recommendation Megan Gast (You) Fill Out Form
3 required questions

This year, we are giving the Deans the option to complete their narrative either using the fields

of the Dean’s Recommendation Form or by uploading a separate file, as has been done in past
years.

Regardless of how you choose to submit their narrative, you must complete all of the fields of

the form marked as required in Interfolio (designated by a red *) before the case can be moved
forward.

If you choose to submit the narrative using the fields in the Interfolio form, all fields designated
with a black * are also required.

The form looks as follows:
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AY 23-24 Promotion and/or Tenure - Dean's Recommendation

Dean's Recommendation on Tenure ™

) Approve
) Disapprove

O N

Dean’s R vlation on 1

) Approve

O Disspprove

) WA

Dean's Narrative

T ity

n b subenitied useng the form Belds below OR it con be uploaded a5 & separate file from the Case Detals pe

it for 8 you wolkd o whils The case iz with The dean - # Sre YOU (oS SIve relg

e The case 1o The next slep. Becommended Selds ane mariosd with a Black asterich

Please select one option below: "

(3 1wl uphoad vy nafrative 85 & separabe statement

(3 1wl subersl my nanrative using the form faeids below.

same place you sooessed the form), Mote Thal you can edi

e ucpe euinch T you werk o 1. The review will be final wher you

Candidate Accomplishments

Please provide an assessment of the candidale’s scoomplishments in each of the aress listed below

Teaching*
BEBIL =35 %= L4

0 F 8000 characters
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Research/Scholarship/ Creative Work®

BE s T LK == & - 0

04 BO00 characiers
Service®
RE s I ELiE:= & = 4]

Annual Performance and Planning Reviews (APPR) and Retention Reviews

Annissl Performance & Planning Reviews and Retention Reviews®

Provide & brief ovenview of the candidate’s performance and progression Sowands promotion as reflected in the Annua! Performance and Planning Reviews and/or Retention Reviews.

HE 8 I L == o - 1]

D) G000 charnchers

External Reviews
Exfernal Reviews®
Provice s ovenvies O the exdemal reviews and your intenpeetstions of these neviews . Be canefiul 10 masriain i sromymity of T exiamal reviewers
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Internal Reviews

internal Review Commities Recommandationa®
Prowide a summary and imterpretation of the departmental review commitiee's and college/intercolligiate review committes's conchusions and recommendations, as well a5 any minonty reporis

andlion canddale responses

e eI L == £ = 0

0. SO0 chamncters

Department Head Recommendation®
(Deans of colleges withou depariments can skip this lem.)

Prowide a summary of the depariment hesd's recommendation, as well as any desenting reports and/or cardidate resps

BEI B TIEL == - 0

0/ B000 characlans

Other Observations and Comments

Additicnal Information

Ukse the gpace below bo provide sdditional information rot sccomodabed in the Bomes above, if needed

BE BIEL == W = Q

0 B chasgcteng
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Dean's Overall Assessment and Recommendation

Assesement and Recommendation®
Please stale your recommendation and summarze The majer faciors impacting your recommendation

0/ 8000 chadnciirs

_@ Save Responses Retum to Case

Once all required fields of the form have been completed, click the “Submit Form” button,
boxed in orange.

This will bring up a confirmation box, on which you will click “Yes” to fully submit the form.
Note — you can continue to edit the form until the case is advanced to the next step.

Confirm %

Submitting the form "AY 23-24 Promotion and/or Tenure - Dean's
Recommendation” will make your responses available to the appropriate

members for review. You will be able to change or edit your responses

o P

while the case is at the current step.

Uploading Dean’s Narrative though a Separate Document

Keep in mind that if you choose to submit a separate document containing your narrative, you
will still have to complete the required fields (any question marked with a red asterisk “*”)
within the Dean’s Recommendation Form in Interfolio.
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Once you have written your narrative, you will need to upload it to the Dean’s
Recommendation Section located within the Internal Sections area.

Internal Sections is located underneath all of the candidate packet information on the case’s
home page so you will need to scroll down to reach it.

= [y TERERE Mg st e
B O isesdil @ Collages Al E3 Share
¥ [External Evaluations Ir s at Evisbastion }I- Add File 1
» Departmentsl Review Committes Respart [E m
|
¥ Depariment Head's Recommeendation [ rm-l |E IJ-“.
3 Colege of Intercallegiste Promaton and Terure Commetes Recommendation [ii | Aadd File ]
I ¥ Dean's Recommendation F: ,m I
3 Chisl Acsdemic OMeers Recommendstion 2

To expand the section, click on the “>” button.

To upload a file, click on “Add File” boxed in orange below.
Note - you can click “Add File” without expanding the section as well.

‘: Recommendatson [ Edit Ad-:l File

1. D8NS MECTHTFTEFE
7 Ay candadate segpoeitr B B Geay recorsmenada o,

Mo S have beon added b0 ThS Sertas

Follow the same procedure for uploading a file as outlined in the “Uploading a File” subsection
of the Administrators Guide.

Once you have completed all your requirements, you will move the case forward to the next
step, “Faculty Affairs.” To do this, select “Send Case” located at the top of the candidate’s case
home page. From the drop-down that appears, select “Forward to Faculty Affairs.”


https://provost.utk.edu/wp-content/uploads/sites/10/2023/05/Step-by-Step-Admin-Guide.pdf
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After clicking “Forward to Faculty Affairs,” an email template will pop up that will look like this:
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You can leave the default message but change the default subject to “P&T Case” before
selecting “Continue,” boxed in orange above, to send the message and send the case forward.

Once the case has been moved forward to Faculty Affairs, it will be forwarded on to the next
step in accordance with the time periods allocated within the Faculty Handbook.
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