Teams & Dynamic Forms Process for P&T Portfolios 
(Combined Instructions)
Marshall University, 2026-2027
See the 2026-27 due dates (university-level) at 
https://www.marshall.edu/academic-affairs/calendar-of-due-dates/ (Personnel Calendar)

Phase 1: Intent to Apply
Candidate Actions:
1. Log into MyMU 
2. Under Employee Quick Links (menu on right of window), select “P&T Intent to Apply Form.”
3. Some of the information will autofill. 
4. Please complete the following: 
· Fill in your Date of Employment and Last Promotion Date (if applicable).
· Select your College and your Department.
· Indicate if you are applying for Tenure (yes/no) and/or Promotion (yes/no).
· Select your Present Rank and, if applying for promotion, Requested Rank.
· Based on your college and department selections above, names and email addresses for the following will autofill:  your Department Chair, the P&T Teams Coordinator for your College, and your College’s Dean.
· Check the required acknowledgments checkbox.
5. Sign and submit the form.


Administrative Notification & Acknowledgment:
Once the candidate submits the form, notifications will be sent to the following individuals, who will each sign the form and submit it, to acknowledge they have received it:
· Department Chair
· College P&T Teams Coordinator
· College Dean
· Academic Affairs Representative (as designated by the Provost) 

Phase 2: Teams Portfolio Setup in Colleges
College P&T Teams Coordinator Actions (see detailed “How-to” document):
1. Create the College P&T Team in Microsoft Teams.
2. Enroll key stakeholders as Owners (Dean, Provost, President, etc.).
3. Enroll candidates, committee members, and chairs as Members.
4. Create a private channel for each candidate.
5. Set up folders and permissions.
6. Manage folder access for candidate, chair, department committee, and college committee as needed.


Phase 3: Candidate Finalizes Teams Portfolio, Completes Dynamic Form 

Candidate Actions:
1. You (the P&T candidate) will upload your portfolio to the folders in your private Teams channel and upload any supporting documents to folders designated for that purpose.  
2. Log into MyMU 
3. Under Employee Quick Links (menu on right of window), select “Application for Tenure/Promotion Form.”
4. Enter the appropriate information on the form and submit it. Note: If your P&T application will NOT be routed through the usual route (if, for example, you ARE the department chair or you are the chair of your college’s P&T Committee), then please select the “My application needs alternate routing” box, click the box indicating which step in the process will be different, and then fill in the MU username of the alternate administrator in the appropriate spot and proceed to the next step. (Reach out to your dean with questions.) 
5. Once you enter the information into the Application for Tenure/Promotion Form, indicate that your portfolio is complete, and electronically submit the form, notifications will be sent to your department chair (or dean, depending on your college’s process) to indicate your portfolio has been submitted. 
6. Send an email to your college’s P&T Teams Coordinator (see list at the end of this document), your department chair, and your dean informing them that your portfolio is complete and that you’ve submitted the Application Form.
7. Your college’s P&T Teams Coordinator will remove you from your private Teams channel and will then add other members (chair, department committee, college committee, etc.) according to the protocol established by each college. 

Phase 4: Reviewer Confidentiality Agreements & Administrative Checks
ALL REVIEWERS—CONFIDENTIALITY AGREEMENTS: All members of the review committees (department and college), the department chair, the dean, the provost, and the president will read and sign the confidentiality agreement before accessing the candidate’s portfolio. They will access this agreement via MyMU: under Employee Quick Links (the menu on right of window), select “P&T Confidentiality Statement for P&T Reviewers,” complete the form, sign, and submit it. 
ALL Portfolios—Portfolio Receipt Acknowledgement: When the department chair is notified that the portfolio has been submitted, they will sign and submit the candidate’s Application for Tenure/Promotion Form to acknowledge that they have received the portfolio.

Completeness Checks (if applicable, currently only for the COHP and the COS): Once the department chair or dean is notified that the portfolio is complete, they will review for completeness and then, if it is complete, sign and submit the form verifying that the candidate’s portfolio is complete and ready for recommendations. 

External Letters (if applicable): If the Department Chair is required to upload external letters, it will be the responsibility of the College’s P&T Teams Coordinator to remove the candidate’s access and let the Department Chair know that the candidate has been removed. Once the Department Chair has added the external evaluation letters, it will be the Department Chair’s responsibility to inform the P&T Teams Coordinator when this is complete. The College’s P&T Teams Coordinator will then add the Departmental Review Committee members to the candidate’s private channel.

Phase 5: Department and College-Level Evaluation & Recommendations
Departmental Committee Review
1. The departmental committee evaluates the portfolio according to the Department’s/College/University’s promotion and/or tenure standards. After evaluation, discussion, and collaboration, committee members provide their recommendation and its rationale in a letter that they upload to two (2) locations: the candidate’s Application for Tenure/Promotion Dynamic Form and the candidate’s private channel in Microsoft Teams.  
2. On the dynamic form, the departmental committee chair indicates the committee’s recommendation, attaches the committee’s letter, then signs and submits the form. 
3. Note: The departmental committee chair also sends the recommendation letter to the candidate via email that requests a “delivery” receipt and a “read” receipt.  (Please save the receipts.)
4. The departmental committee chair informs the department chair and the college’s P&T Teams Coordinator that they have completed their recommendation.

Department Chair Review
1. The department chair evaluates the candidate’s portfolio and the departmental committee’s recommendation according to the Department’s/College/University’s promotion and/or tenure standards. After evaluation, they provide their recommendation and its rationale in a letter that they upload to two (2) locations: the candidate’s Application for Tenure/Promotion Dynamic Form and the candidate’s private channel in Microsoft Teams.  
2. On the dynamic form, the department chair indicates their recommendation, attaches their letter, then signs and submits the form. 
3. Note: The department chair also sends the letter to the candidate via email that requests a “delivery” receipt and a “read” receipt.  (Please save the receipts.)
4. The department chair informs the college’s P&T Teams Coordinator that they have completed their recommendation.

College Committee Review
1. The college committee evaluates the portfolio and the preceding recommendations according to the Department’s/College/University’s promotion and/or tenure standards. After evaluation, discussion, and collaboration, committee members provide their recommendation and its rationale in a letter that they upload to two (2) locations: the candidate’s Application for Tenure/Promotion Dynamic Form and the candidate’s private channel in Microsoft Teams.  
2. On the dynamic form, the college committee chair indicates the committee’s recommendation, attaches the committee’s letter, then signs and submits the form. 
3. Note: The college committee chair sends the letter to the candidate via email that requests a “delivery” receipt and a “read” receipt.  (Please save the receipts.)
4. The college committee chair informs the college’s P&T Teams Coordinator that they have completed their recommendation.

College Dean Review
1. The college dean evaluates the portfolio and the preceding recommendations according to the Department’s/College/University’s promotion and/or tenure standards. After evaluation, they provide their recommendation and its rationale in a letter that they upload to two (2) locations: the candidate’s Application for Tenure/Promotion Dynamic Form and the candidate’s private channel in Microsoft Teams.  
2. On the dynamic form, the college dean indicates their recommendation, attaches their letter, then signs and submits the form. 
3. Note: The college dean sends the letter to the candidate via email that requests a “delivery” receipt and a “read” receipt.  (Please save the receipts.)
4. Once the dean submits the dynamic form, the provost will be notified.




Phase 6: Provost & President Review
Provost Review
1. Prior to the Provost’s reviews, Academic Affairs’ Manager of Business Operations will create a spreadsheet that calculates the raise (to minimum salary for new rank or 10%, whichever is higher), verifies years in rank and tenure status, etc.
2. The Provost evaluates each portfolio and preceding recommendations according to the Department’s/College/University’s promotion and/or tenure standards. 
3. After evaluation, the Provost provides her recommendation and its rationale in a letter that she uploads to the candidate’s private channel in Microsoft Teams.  
4. Note: The Provost sends this letter to the candidate via email that requests a “delivery” receipt and a “read” receipt. (Please save the receipts.)
5. On the dynamic form, the Provost indicates her recommendation for each candidate, then signs and submits each candidate’s form. 
6. Once each form is submitted, the President will be notified.
President Review
1. The President evaluates each portfolio and preceding recommendations according to the Department’s/College/University’s promotion and/or tenure standards. After evaluation he provides a recommendation for each candidate. 
2. The President sends a list of newly tenured and promoted faculty to the Chair of the Faculty Senate’s Personnel Committee and sends letters with final decisions to all P&T candidates as noted below.
3. On each candidate’s dynamic form, the President indicates his recommendation, then signs and submits each candidate’s form. 

Once the President’s signature and date are recorded and the forms submitted, Academic Affairs and each college’s P&T Teams Coordinator will be notified.

Phase 7: Final Steps
1. Academic Affairs Manager of Business Operations prepares official decision letters.
2. President signs and sends letters via certified mail.
3. University archives all documents.
4. External letters are removed if necessary (department chairs should contact College P&T Teams Coordinators).
5. The candidate regains access to their private channel.





College P&T Teams Coordinators
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