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AP On-Line Review

Candidate that he or
review.

Outside APOL: Department notifies

she is due for

\ 4

File created using action code selection

File Preparation

Candidate or Alternate(s) uploads
review file materials such as:
Biography
Bibliography
Personal statement
Course syllabi
Committee service letters

Department (Chair or Staff) uploads
materials to review file such as:
Department course evaluations
CAPE reports
Course/patient load forms
Employment history

A\ 4

confidential materials

Department determines that all required documents are
uploaded to the review file and notifies Candidate 1) to inspect
non-confidential materials, and 2) that they may request

y

materials

Candidate inspects the review file and can
optionally add a written response to any file

A 4

Candidate certifies the review file (Cert. 1:

departmental review.

Departmental Review Certification).

By electronically signing this certification, Candidate formally submits file for

Y

Departmental Review epartmen

Ad Hoc
review?

Yes

\

prepares and signs final ad hoc repo
file by Department.

Department creates Ad Hoc Committee and notifies members that the
review file is ready for review. Ad Hoc Committee reviews file and

rt, which is uploaded to the review
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Departmental Review workflow continued on next page
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AP

On-Line Review

Departmental Review workflow continued from previous page

v

Departmental Review, continued

—{ Continued from page 1 — no dept ad hoc ‘ ‘ Continued from page 1 — dept ad hoc

v

written response.

Department notifies Candidate that ad hoc report has been added to the review
 file and that he/she can request access to the redacted report and submit a

Yes———P|

Candidate notifies Department that he/she
requests access to the ad hoc report.

requests ad
hoc rpt?

Department uploads redacted ad hoc report and
notifies Candidate that he/she is granted read-only
access.

\ 4

No——— P

Candidate certifies that he/she has had the
opportunity to request and inspect the ad hoc report
(Cert. 2: Department Ad Hoc Certification) and can
submit response materials (optional).

Department notifies Voting Faculty to review the “Review
File”. Voting Faculty review the “Review File” and vote, and
vote is entered into APOL Review by department.

Y

\ 4

Chair reviews the review file, and departmental recommendation letter is
written. Dept. selects appropriate file action, prepares summary form & adds
it to file. File action determines next stage of file processing. Chair
electronically signs/upload departmental recommendation letter.

Y

If Voting Faculty have reviewed the file, Department notifies Voting Faculty
that departmental recommendation letter is available for review, and they
may upload dissenting letters.

Y

available.

Department notifies Candidate that departmental recommendation letter is

Candidate certifies the review file (Cex. 3: Departmental Recommendation
Certification), and can submit response materials (optional).

\ 4

Chair can upload independent letter (optional). Department verifies the
review file is ready for Dean’s review and submits it to Dean.

\ 4

workflow continued on next page: CAMPUS REVIEW/FINAL AUTHORITY

APOL Review Overview 08262015.vsd




AP On-Line Review

workflow continued from previous page
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h ccepts fil =
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Dean notifies Department to make necessary —No Annotations?
corrections. The review file re-enters process at step of
workflow where correction is needed and process
continues as before. Certifications are replaced as Yes
necessary. v
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y
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) 4 7
Dean reviews the review file and the final action Dean \ 4
letter is drafted. [ Dean reviews the file and the recommendation letter is drafted.

Recommendation letter uploaded and appropriate data entered;
new action may be selected. Dean electronically signs/upload

letter.
v

l Dean verifies the review file is ready for campus review and
Go to Campus submits it to EVC.

Review Yes ¢

!
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data entered. Dean electronically signs/

upload final action letter. Dean notifies Yes
Department of final action.
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No
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AP fix Summary
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Y

\ 4
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v
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workflow continued on next page: CAMPUS REVIEW
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AP On-Line Review

workflow continued from previous page

7/
/

Committee on Academic Personnel (CAP)

On behalf of EVC, AP submits current review file along with academic’s
previous review file to the CAP Queue, and enters appropriate data.

AP enters annotations
and/or edits data &
appropriate role(s) are
notified.

<€No a

CAP
ccepts
file?

Yes

v

CAP staff packages files and notifies CAP membership.

y

Letter to EVC stating CAP’s recommendation is drafted. Outside
APOL, EVC and CAP Chair meet to discuss the file (ReCAP).

\ 4

A\ 4

CAP finalizes and uploads recommendation letter to EVC.
Appropriate data is entered. CAP Chair electronically signs/upload
letter. File forwarded to EVC by system.

CAP is notified to make
corrections, replacing
letter as necessary.

AD

€No on

v

|| Return to Campus
Review/CAP

l

accep
behalf of
EVC?

AP fixes
Summary
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) 4

<No Add’l Info?

appropriate role

Yes—){ Go to page 6 ‘

Yes

‘ Go to page 7 ‘ N
*Note: Only one prelim
process is allowed on a ‘
! ) y
file, whether reviewers . 3
agree with proposal or APO forwards file to Final
not, and add’l info will Authority on EVC behalf.
not be requested after
prelim.
\ 4

workflow continued on next page: FINAL AUTHORITY
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AP On-Line Review

workflow continued from previous page

\ 4

Final Authority

Based upon EVC’s decision, final action letter is drafted,

\ 4

Final action letter is uploaded, appropriate file action is selected, and
appropriate data is entered. EVC electronically signs/upload final action
letter.

Dean is notified of final action.

h 4
Department notifies Candidate that final action letter
is available.

\ 4

Post Audit and Store
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AP On-Lin

e Review

workflow continued fr

om previous page 4

Campus Review, continued

Committee on Academic Personnel (CAP) requests additional information

is electronically signed/upload by the EVC.
request and is granted access to letter.

Letter from EVC requesting additional information is drafted and uploaded. Letter

Dean is notified of additional info

Yes

\ 4
Dean response to additional info

Dean sends
No» EVC letter to
Dept

\ 4

request drafted and uploaded.
Dean electronically signs/upload
letter

\ 4

Department drafts and uploads response to
additional info request, uploading
supplemental materials as necessary.
Chair electronically signs/upload response
letter.

Dean sends letter to EVC

) 4

) 4
Workflow continued on page 3:

Campus Review, beginning with
decision point “EVC accepts file”

Department notifies Candidate to inspect
new material added to file, upload a written
statement in response to this material
(optional), and sign Additional Materials
Certification.

\ 4

Candidate uploads statement in response
to additional info (optional) and signs cert.

Department verifies that
review file is ready for further

A

Dean review and resubmits
file to Dean.

Dean
accepts file

No

v

Return to Dept. review.
Department makes
necessary corrections then
re-submits

Yes—p> Annotations? Yes

Y
Dean/Dean Staff
prepares annotations

No

Dean’s response to additional information is drafted and uploaded,
Dean electronically signs/upload letter, and file is resubmitted to EVC.

A

A

workflow continued on page 3: CAMPUS REVIEW,
beginning with decision point “AP accepts file on EVC behalf”
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AP On-Line Review

workflow continued from page 4

Campus Review, continued

EVC issues a preliminary decision

Letter from EVC to Dept Chair presenting preliminary assessment based on
reviewers’ recommendation is drafted and uploaded. Letter is electronically signed/
upload by EVC. Appropriate data is entered. Dean is notified of preliminary
assessment & granted access to EVC and campus reviewers’ letters.

\ 4

Dean notifies Department that access to EVC and campus reviewers' letters has
been granted.

\ 4

Department drafts and uploads letter accepting or rebutting prelim and may
upload additional materials as well. Dept. Chair electronically signs/upload letter.

h 4
Department notifies Candidate to inspect new material added to the file, to

upload a written statement in response to the new material (optional), and to
sign Additional Material Certification.

) 4
Candidate uploads statement in response to preliminary assessment (optional)
and signs cert.

v
Department verifies that file is ready and submits file to Dean. ‘

Dean

upload letter, and file is resubmitted to EVC.

—No accepts Yes Annotations?
file
) 4
Department is notified to make Yes
necessary corrections. The review v
file re-enters process at step of Dean/Dean Staff
workflow where correction is prepares annotations | No
needed and proceeds as before.
Certifications are replaced as
necessary.
) 4
Dean’s response to prelim is drafted/uploaded, Dean electronically signs/ <

\ 4

workflow continued on page 3: CAMPUS REVIEW,
beginning with decision point “AP accepts file on EVC behalf”’
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