Quick Reference Guide

FACAssessment of OAA & COVID OAA Awards, Due November 7,2023,forthe 2023

assessmentyear

0 Log into Academic Portfolio

UNIVERSITY OF

CALGARY

To view the faculty's employee cases that have submitted an application for Outstanding Achievement Awards
(OAAs) and/or MOA COVID Period Assessment Awards (COVID OAAs), committee members must log into Academic
Portfolio. It is recommended to access Academic Portfolio through the UCalgary portal.

By October 15, FAC committee members will be able to view cases in Academic Portfolio.
Login through MyUCalgary.ca as instructed below. Recommended browser is Google Chrome.

From Interfolio

* On Interfolio's login page, you
must select 'Sign in with Partner

Institution', then enter 'University
of Calgary' to re-direct back to the
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UCalgary login page (below)

From MyUCalgary.ca
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Password *
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From the Home page, open your My Tasks Item.
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e Prepare

* Read lz\rtic/e 2§ of the Collective Agreement

« Refer to [Faculty Guide/ines{ and the 2021 June GFC
Academic Staff Criteria & Processes ﬁandbooﬂ.

* Visit our site - Academic Performance Assessment|
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Under Review Steps, From Cases click the Case name.
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Step 3 of 5: Faculty Assessment Committee (FAC) - Review Cases and Appeals | Nov 8, 2023 A Required Documents

Also displays due dates
and statuses.

B Statuses show what

type of application they
have applied for.
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Academic Performance Assessment

Article 29 of the Collective Agreement outlines the process for academic perfo
Ranks (PTR) elong with OAAs for Continuing, Limited Term, Contingent Term, S
staff.

Progression Through the Ranks
(PTR)

Progression Through the Ranks (PTR) are the annual increases to Rank
Salary for academic staff members who meet the expected standards of
performance for academic staff members at the University of Calgary. The
value of these increases Is established in Schedlule A (Article 291.4).

rmence assessment and Progression Through the
pecial Limited Term or Pre-Tenure Track acaclemic

Outstanding Achievement Awards
(OAAs)

Outstanding Achievement Awards (OAAs) are increases to Rank Salary
awarded to a limited number of academic staff. They are Intended to
recognize excellence and an academic staff member's exceptional and
outstanding performance. The value of these Awards s $1650 as established
in Schedule A. Academic staff shall not be eligible for an OAA i they have
received an OAA In the Immediately preceding review cycle (Article 29.1.4)



https://www.ucalgary.ca/hr/work-compensation/labour-relations/academic-labour-relations/academic-staff-tucfa/guidelines
https://www.ucalgary.ca/hr/sites/default/files/teams/239/gfc-academic-staff-criteria-and-processes-handbook-final.pdf
https://www.ucalgary.ca/hr/sites/default/files/teams/239/Article%2029%20-%20Academic%20Performance%20Assessment%20and%20Progression%20Through%20the%20Ranks%20(June%202023)-1.pdf
https://www.ucalgary.ca/hr/work-compensation/labour-relations/academic-labour-relations/academic-staff-tucfa/academic-performance-assessment
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Submit Your Tenure & Promotion Application: Due September 1, 2023, for the 2023/2024 cycle

Q Review the Application
The first tab, Case Materials, shows the
Candidate Packet.The OAA application
documents can be found under their respective
heading. Click the arrow '>' to expand the
section and view the file.

To view all submitted documents, including
Head Comments (if any), click the button Read
Case button - as shown in the image (top-right).

In Read Case-mode:

1. Click the Heading on left-side panel to
expand
2. Click the document (if any showing) under
the heading
3. Click 'Next Material' to move between
document types.
NOTE: The APR is located under the Progression
Through the Ranks (PTR) heading

For OAA related Comments (optional)

@

If the Head opted to submit OAA comments or a brief letter of
recommendation to the FAC, it will be found under the Internal
Sections of the case.

* Eitherincluded in the committee form

* Or, additional documents may have been uploaded

1. Click the Case Materials tab.

2. Scroll down the page to Internal Sections and
navigate to - Department Head or Equivalent
Assessment & Recommendation

3. Click the '>' button on left, to expand the section

4. Click the files highlighted in blue under Committee
Forms

Repeat for each file you need to view.

e *Chair to Submit FAC recommendation -1’/
- Case Materials

VOTE RESULTS: The FAC vote result will be recorded

on each employee case in Academic Portfolio by the

Chair of the committee.

The Required Form™ will be visible only to the Chair.

1. Chairto click the Case Details tab.

2. Below Instructions, scroll down to Required
Items

3. Click the Fill Out button for the form titled,
FAC Recommendation to the Dean/Equivalent.

1. Fill out FAC and Dean recommendations
2. Click Save Responses.

3. Click Submit Form to confirm.

Note the: SECTION SUCCESSFULLY
COMPLETED message.

AFTER: Move the case forward to HR.

For help with Academic Portfolio, call Scholar Services at
1(877) 997-8807.

Allows you to view all documents submitted
by the academic staff member. To navigate,
click the heading of each section (left

Sl panel) to expand and select doc uploaded HED .
(if any). @ 2023_OAA & COVID (applied for)
Or click Next Material, at bottom of page
[Case Materials | Case Details
I_l ——
Search case materials by title

O © ExpandAll @ Collapse All 4 Share

Candidate Packet

= The Academic Performance & Download Ea
Report (APR) can be found .
Packet  Annotations ‘ under Progression Through !
> ACADEMIC PERFORMANCE ASSESSMENT - Ranks (PTR) Heading
SUBMISSION FORM |
> PROGRESSION THROUGH THE RANKS (PTR) (1
1) i Award Information (july 1, ,2023)
)
N Name: Rank & Stream: Assoclate Professor, Research

‘Summary of Actviies 2021-23 OAA Aukerman
Summary of Activities (2 to 5 pages)

s you reflect on the past two years, provide a summary identifying highlights with regard to
1 research, teaching, service, and other accomplishments outlining how you have met the
eria in the GFC Handbook and Werklund Faculty Guidelines. Identify any particular
ievements you may have in the areas of research, teaching, and service. You may provide
s information in free-form or you may use this template (e.g., note items using bullet points
providing a few sentences per item in each category.)

> [MGACOVID PERIOD ASSESSMENT AWARD

> REFERENCES, DOCUMENTS AND RESOURCES

> mewm
RECOMMENDATION

> DEAN OR EQUIVALENT FINAL RECOMMENDATION

'You must click.
the document
name for it to
load and be

pport from an ongoing Research Professorship, | have been able to pursue and
3 my research agenda in several areas over the past two years. In particular, | have become a

k rescarcher - and for other iteracy anarrowing
acy field that has assumed the popular (if inaccurate) moniker,

rly (the top journal in my field, per its
\_5)icles from the special issue on the

X Q Q Previous Material

| Inlerna| §ECEIOI'IS| S

These sections are available s _mmittee members reviewing the case and cannot be viewed by the

be shared with the candidate by an administrator or committee manager.

Department Head or Equivalent Assessment & Recommendation

If OAA comments or nominations have
been submitted by the Head, they will
be included in the form, or as a separate
No files have been added to this QeI 0(=11E

Recvndation can be=

Materials

Committee Forms
Title

O

A /.
Department Head or Equivalent Assessment and Recommendation to the FAC Committee | Step 1: DW

Head or Equivalent - Werklund School of Education

Unit Template

Faculty Name _2023 - Academic Performance Assessment -

Reviewing as
Faculty Assessment Committee (FAC) - Faculty Name

~ Instructions

The Faculty AssessiLemt Committee (FAC) meetings will be held between October 16 and Nov 7, 2023.

(© )

All required items must be o
omit the form as a requirement for a user.

case can advance tothe next step. Forms must be completed by the assigned user, however a Committee Manager or Administratogfan select to

Forms.

Form Name

FAC Recommendation to the Dean/Equivalent
6 required questions

Committee Managers

FAC Recommendation to the Dean/Equivalent Committee Chair (You) T Fill Out Form
6 required questions

FAC Recommendation to the Dean/Equivalent

Form to be used by FAC committee manager

If applicable, does the FAC support this ication for i i Award (0AA)? © @/

If applicable, does the FAC support this application for the MOA COVID Period Assessment? *

Dean's Recommendations:
= = N
If applicable, 9 | Dean support this aj Z) 1 for Ougstanding Achievement Award (OAA)? ©

X
e I
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