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Policies and Procedures for Tenure, Promotion & Evaluation of Faculty 
• COA Digital Preparation/Submission Guidelines 

 
The COA will utilize Microsoft OneDrive to submit/review all personnel actions: 

• Pre-tenure, tenure, or post-tenure review  
• 3rd/5th year review 
• Promotion actions (Assistant, Associate, and Full Professor; Senior Lecturer, etc.)  

 
2020 presented unique and unprecedented challenges related to COVID-19, affecting every 
aspect of VSU campus operations. University policies, teaching practices, safety guidelines, and 
much more, changed and evolved (rapidly) while focusing on the health, safety, and well-being 
of our faculty, staff, and students. During the late spring and summer of 2020, the College of the 
Arts transitioned the personnel submission and review process from the analog/paper process 
to a digital submission/review process. The initial Microsoft OneDrive/digital submission and 
review process (piloted F2020) proved to be a success, with minimal technical or user difficulty. 
 
The digital submission and review process aids all faculty applicants undergoing a personnel 
action/review, as well as, the individuals reviewing the materials by allowing remote/digital 
access to candidate materials by multiple individuals, simultaneously. Permissions/access to the 
digital files are set and monitored by the COA Associate Dean throughout the review 
process/timeline in fall/spring semesters.  
 
Because of the shift from analog/paper binders to a digital submission/review process, materials 
need to be organized and saved in a slightly different manner/order. The format of the traditional 
“primary/appendix file binders” does not entirely fit the structure of a digital submission. One 
significant benefit of the digital submission process includes the ability to embed/include 
hyperlinks to media and multimedia files (audio/image/video files, provide direct URL links to 
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Uploading Responsibility 
Individual faculty members are responsible for uploading all files, with the exception of items 
indicated in the outline below (such as recommendation letters; i.e. Personnel Committee, 
Head, Dean UTPC, etc.) Faculty candidates will not be able to modify their files after the access 
end date. 
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Permissions and Access to One Drive Folder(s)  
The COA Associate Dean is responsible for adjusting permissions to each faculty candidate’s 
folder, and will have access to faculty folders throughout the personnel review process.  
Faculty candidates will have “editorial access,” all other reviewer permissions will be set to 
M5/%#391#/-!N9/(O!("91"!:/+7%!P!+7!97-9*9-0+,!1+7!*9/(!$+2/%!+7-!-.10:/7#%!40#!1+77.#!/-9#A!
+,#/3A!-.(7,.+-A!0$,.+-A!$397#A!.3!%"+3/!
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Organization of OneDrive Folders 
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SECTIONS I-V 
&
• (;;&906".550;&'99;*$'-*.5"&"%.#;+&.5;?&*5$;#+0&C'-06*';"&D.6&-%0&'99;*0+&'$-*.5,&+#6*5<&-%0&60;0)'5-&

-*C0&"06)0+&'-&EFGH&'66'5<0+&*5&60)06"0&$%6.5.;.<*$';&.6+06A&!@.6&0I'C9;0,&.5;?&C'-06*';"&"*5$0&-%0&
;'"-&'$-*.5,&0A<A,&960)*.#"&9."-J-05#60&.6&-05#60,&96.C.-*.5&-.&'"".$*'-0&C'-06*';"B&
 
 
 
SECTION I – (MAIN FOLDER) 
Cover Pages_Statement-Narrative_and Vitae 
CDECI!=.10:/7#%!4/,.(!+3/!,.1+#/-!(9#"97!#"/!TQ8F!S<Y=W5!

N>R!B.*/3!S.3:%!
01-vsu-tenure-form-usg.docx K4,+7\!6.3:!$3/,.+-/-L 
02-vsu-promotion-form-usg.docx K4,+7\!6.3:!$3/,.+-/-L 

!
B<Q!>#+#/:/7#!.6!?03$.%/!

03-COA-statement-narrative.docx 
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SECTION III – (MAIN FOLDER) 
Teaching-Instruction and Student Learning  
CDEC_!>046.,-/3%!4/,.(!+3/!,.1+#/-!(9#"97!#"/!TQ8F!S<Y=W5!

01-Student Opinion of Introduction (SOI) Data-Numeric Summary 
 K>+:$,/!W`1/,!69,/!$3/,.+-/-L!
02-SOI Student Comment Summary and Narrative-Reflections 

(with annotations to folders and files) 
03-
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SECTION IV –  (MAIN FOLDER) 
Scholarship-Professional Development-Research and Creative Productivity 
CDECV!>046.,-/3%!
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SECTION V –  (MAIN FOLDER) 
Service to the University and Community 
CDEC_!>046.,-/3%!4/,.(!+3/!,.1+#/-!(9#"97!#"/!TQ8F!S<Y=W5!

01-Summary List of Service Activities 
a. Narrative (with annotations to files and folder) 
b. List of University, College, Dept. Service (with quality scope and impact) 

• 
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Accessing OneDrive Folders – Sign into your MyVSU account on the VSU home page.  
 
1. Click on the W:+9, link in the red band on the top of the page.  

 

 
 
2. Click the V!-.#% box (App launcher) in the upper left corner above the new message button. 
 

 
 
3. Click <7/=39*/ 
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4. Click >"+3/- (on the left panel). 
 

 
 
5. 


