Electronic Tenure Portfolios
 A Guide for Department Chairs
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Description of Goals and Steps

[bookmark: portfolio]Goal 1: Receive your TTFM’s portfolio; complete and upload the Portfolio Document Checklist
[bookmark: portfolio2]Goal 1, Step 1: Receive electronic portfolio from tenure-track faculty member (TTFM)
a) On Monday of Week 14, you will receive a OneDrive link to your TTFM’s electronic portfolio. The picture below is an example of part of a Semester 3 electronic portfolio:
[image: ]
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[bookmark: checklist]Goal 1, Step 2: Complete the Portfolio Document Checklist
a) Download the appropriate Portfolio Document Checklist, which can be found on the Resources for Department Chairs page of the CCC Tenure website. 
b) Complete this checklist by referring to your TTFM’s electronic portfolio. Be sure to include your signature.
c) Save the portfolio checklist with the following name: “0.3. Semester 1/3/5 Portfolio Checklist” Please note the following: 
i. You should choose 1, 3, or 5 when naming the file based on your tenure-track faculty member’s semester. Please do not include “1/3/5” in the document name.
ii. The “0.3.” seems arbitrary, but it’s important for final formatting of the electronic portfolio. Please make sure to include this number.
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[bookmark: checklistpdf]Goal 1, Step 3: Convert Portfolio Document Checklist to PDF
ai) 	PC Users: Open the Portfolio Document Checklist in Word, then click “File,” then “Save as Adobe PDF.”
[image: ]

aii) 	Mac Users: Open the Portfolio Document Checklist in Word, then click “File,” then “Save As.” In the “File Format” box, select “PDF.” Then click “Export.”
[image: ]     [image: ]
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[bookmark: upload]Goal 1, Step 4: Upload Portfolio Document Checklist to TTFM’s electronic portfolio
a) Migrate to your TTFM’s electronic portfolio by clicking on the shared OneDrive link. 

b) Once in the folder, click “Upload,” then click “Files.”
[image: ] 

c) Select the PDF version of your Portfolio Document Checklist, then click “Open.”
[image: ]

d) Verify that your file was uploaded and that the Portfolio Document Checklist appears above the TTFM’s letter to the president. If necessary, sort the folder by name to correctly order the documents. This can be done by clicking the down arrow next to “Name” then clicking “A – Z.”
[image: ]
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[bookmark: G2]Goal 2: Share the electronic portfolio with eligible department members for review
a) Migrate to your TTFM’s electronic portfolio on OneDrive.

b) In the toolbar at the top of the page, click “Share.” Then click “Anyone with this link can edit.”
[image: ]










c) Click “People in City Colleges of Chicago with the link” (1), make sure the “Allow editing” box is unchecked (2), and click “Apply” (3). Click “Copy Link” (4) and send the link to the eligible members of your department.  Please note the following: 
i. It is very important to uncheck the “Allow editing” box. This will ensure that no reviewers can change any of the portfolio documents. 
ii. [bookmark: G2cii]Voting eligibility info from our Local 1600 contract: "Voting on candidates for renewal of contract other than tenure contracts shall be limited to those eligible members who have at least two semesters more continuous full-time service in the department than has the candidate except that all tenured members may vote on all candidates and only tenured members shall vote on the granting of tenure contracts."
iii. It is recommended that you provide a deadline by which department members must conclude their electronic portfolio review. For example, you might consider allowing electronic portfolios to be reviewed until the Friday of Week 15. 
    [image: ]  [image: ]
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[bookmark: G3]Goal 3: Create and share a Microsoft Forms survey for electronic contract renewal voting
[bookmark: forms]Goal 3, Step 1: Create a survey in Microsoft Forms
a) Go to www.ccc.edu, hover over “Faculty and Staff,” click “Email,” and log in using your CCC credentials.
[image: ]










b) Click the waffle icon in the top left corner, then click “Forms.”
[image: ]

c) Click “My forms” then “New Form”
[image: ]

d) Give the form a title, such as “Contract Renewal Vote – John Smith.” Then click “Add New.”
[image: ]




e) Add questions to the form. Note: you can create any kind question you’d like here. Take a look at the picture below for an example. You can also click the following link to create a copy of the form shown below in your own account and make updates as necessary: Contract Renewal Vote Template.
[image: Graphical user interface, application

Description automatically generated]
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[bookmark: adjust]






Goal 3, Step 2: Adjust the form settings
*Note: The goal of this step is to adjust the form settings so that only specific members of your department can vote, and all voting is anonymous.
a) Click on the three horizontal dots located in the top, right corner of the form. Then click “Settings.”
[image: ]

b) Click “Specific people in my organization can respond” and “One response per person” as shown in the picture below. Ensure “Record name” is unchecked to collect anonymous votes. Other options such as start and end dates, thank you messages, and response receipts can be changed based on your preferences. 
[image: Graphical user interface, application

Description automatically generated]
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[bookmark: send]

Goal 3, Step 3: Send the survey to eligible department members
a) In the top right corner of the screen, click “Share” (1). Ensure “Specific people in my organization can respond” is chosen (2) and that link sharing is highlighted (3). Enter the names/email addresses of those department members who are eligible to vote (4). See Goal 2cii for more information on voting eligibility. Then click “Copy” (5) and email the link to all eligible department members. 
*Note: This process of entering the names/email addresses of all eligible members is admittedly tedious, particularly for large departments. But this is the best way to ensure that only those members who are eligible to vote are able to do so anonymously. 
[image: Graphical user interface, text, application, chat or text message

Description automatically generated]
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[bookmark: G4]Goal 4: Save a copy of the electronic portfolio to your OneDrive account and turn off link sharing to the TTFM’s original electronic portfolio 
*Note: The purpose of this goal is to create a copy of the portfolio that is only accessible to the department chair and eventually to college administration (see Goal 5 below). Neither the TTFM nor any department members (with the exception of the chair) should have access to this copy of the portfolio. This step should be completed only conclusion of the departmental review period. 

[bookmark: save]Goal 4, Step 1: Save a copy of the portfolio to your OneDrive account
a) While in the TTFM’s portfolio folder, click “Files”
[image: ]





b) Click the three vertical dots next to the TTFM’s portfolio. Then click “Copy to.”
[image: ]

c) Choose the desired location in your OneDrive account and click “Copy here” to copy the portfolio. 
[image: ]
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Goal 4, Step 2: Remove department member access to the original portfolio
a) In the toolbar at the top of the page, click “Share.” Then click the three horizontal dots and “Manage Access.”
[image: ]

b) Click the three horizontal dots next to the link with the description “People in the City Colleges of Chicago with the link can view.” This is the link that provides access to eligible department members. 
i. Note: Make sure to click the dots next to the “can view” link here. Clicking the dots next to the “can edit” link will remove your access to the document.
[image: ]

c) Click the “X.” 
[image: ]



d) Click “Delete link” to remove the link and associated access.
[image: ]
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[bookmark: G4S3]Goal 4, Step 3: Remove department chair access to the original portfolio
a) Repeat the steps outlined in Goal 3, Step 2 above, but this time remove the link with the description “People in the City Colleges of Chicago with the link can edit.”
i. Note: This will remove your access to the TTFM’s shared portfolio. Ensure you have successfully created a copy of their portfolio in your OneDrive account prior to removal of this link.
[image: ]
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[bookmark: G5]Goal 5: Write and upload the Chair’s Letter to the President
[bookmark: G5S1]Goal 5, Step 1: Write the Chair’s Letter to the President
a) See the following documents for more information on writing this letter: Expectations for Department Chair Letters and Sample Chair’s Letter.
b) Save the Chair’s Letter to the President with the following name: “0.2. Chair’s Letter to the President” While the “0.2.” seems arbitrary, it’s important for final formatting of the electronic portfolio. Please make sure to include this number.
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[bookmark: G5S2]Goal 5, Step 2: Convert the Chair’s Letter to the President to PDF
a) Follow the steps outlined in Goal 1, Step 3 above.
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[bookmark: G5S3]Goal 5, Step 3: Upload the Chair’s Letter to the President to TTFM’s electronic portfolio
a) In your OneDrive account, migrate to the copy of your TTFM’s portfolio that was made in Goal 4 above.
b) Follow the steps outlined in Goal 1, Step 4 to upload the document.
c) Verify that your file was uploaded and that the Chair’s Letter to the President appears above the Portfolio Document Checklist. If necessary, sort the folder by name to correctly order the documents. This can be done by clicking the down arrow next to “Name” then clicking “A – Z.”
[image: ]
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[bookmark: G6]
Goal 6: Modify the electronic portfolio name and share with college administration
[bookmark: G6S1]Goal 6, Step 1: Modify the electronic portfolio name
a) Click the three vertical dots next to the portfolio. Then click “Rename.”
[image: ]



b) Add “- Admin” to the end of the original portfolio name, then click “Save.” This is the portfolio that will be shared with your college administration.
[image: ]

Back to Table of Contents

[bookmark: G6S2]Goal 6, Step 2: Share the electronic portfolio with college administration
a) Click the three vertical dots next to the electronic portfolio you renamed in the previous step. Then click “Share.”
[image: ]

b) To change the shared settings, first click “Anyone with this link can edit.” 
[image: ]



c) Click “People in the City Colleges of Chicago with the link” (1), make sure the “Allow editing” box is checked (2), and click “Apply” (3). Click “Copy Link” (4) and send the link to your college administration via CCC email. 

Page 1 of 3
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[image: ]

Back to Table of Contents
[image: ]



image3.png
rt  Format  Tools Table Window Help

New Document %8N Mock CV.
New from Template... 3P

Home Ins  Open. 30 References Review  View
Open Recent >

fﬁv z Aav Ko U aBbCeDdte | Aat
[ Close =W

roe o | save B 2. A . Nomal || o

3

Save as Template.
Move...
Rename...

Browse Version History
Share. >

Always Open Read-Only
Restrict Permissions >

Reduce File Size...

Page Setup...
Print. %P

Propertie:





image4.png
Mock CV.

Save As: |Mock CV

Tags:

B9 Mock Portfolio <l(+) Q Ssearch

File Format v/ Word Document (docx)

Common Formats
Word 97-2004 Document (doc) [ Cancel
Word Template (.dotx)
Word 97-2004 Template (.dot)
Rich Text Format (-rtf)
Plain Text (xt)
Web Page (htm)
Web Page, Filtered (-ntm)

Export Formats

Specialty Formats
‘Word Macro-Enabled Document (.docm)
Word Macro-Enabled Template (.dotm)
‘Word XML Document (.xmi)
‘Word 2003 XML Document (xmi)
Single File Web Page (mht)
OpenDocument Text (.odt)





image5.png
+ New v T Upload v 12 Share @ Copylink <2 Sync L Download
Files

Folder

Files > Jirurcurime cnrcunes 3 Portfolio — Spring 2020

0O Name Modified
31 01. Letter from tenure-track faculty membe...  March 26
31 02a. Semester 2 Procedure Checklist pdf March 26
I3) 02b. Semester 3 Procedure Checklist pdf March 26
IS 03. Curriculum vitae.pdf March 26
131 04. Teaching and service philosophy.pdf March 26




image6.png
B8 Mock Portfolio < Q ]
Today
@: Document docx °
Earler
4 0.2. Chair's Letter to the President.pdf °

B 0.3. Semester 3 Portfolio Checkist.pdf

Cancel




image7.png
Files > John Smith — Semester 3 Portfolio — Spring 2020

n}
=

&
&
&
&

Name 1
03, 5en ¥ AtoZ f

ZtoA
01, Lett ember to president pdf

02a. Semester 2 Procedure Checklist.pdf

02b. Semester 3 Procedure Checklist.pdf

03, Curriculum vitae pdf




image8.png
+ New v T Upload

Files > John Smith —

n}
=

=)

@ B @

Name

“03. Semeste

01. Letter fro

02a. Semestc

02b. Semests

03. Curriculy

12 Share @ Copylink <3 Sync L Download

‘Share the selected item with other paople.

Send Link

Anyone with the link can edit >

ter a name or email address

Add a message (optional)

@ B

Copyunk  outook




image9.png
Link settings

Who would you like this link to work for?
Learn more

Anyone with the link

People in City Colleges of
Chicago with the link

People with existing access

Specific people

Other settings

2 m) [ Allow editing

N =




image10.png
Send Link

People in City Colleges of Chicago with
the link can view

Enter a name or email address

Add a message (optional)

dAm > &

CopyLink  Outiook




image11.png
Student Tools | Faculty & Staff | Directories | |1WantTo..

Academic Calendar Employee Portal  OneDrive
CITY COLLEGES® Academic Catalog Faculty Forms OpenBook
of CHICAGO Assessment GradesFirst Policies
Astra Schedule HR Seff Service  Print Job Request
Future Students srrent Students  Academics  Transfelabiasiies OrmEmmeD S e
Brightspace Inspector General  Supportive Intervention Team
CCC Alert Intranet Taleo Recruiting

- ‘ ‘ CCCWorks Library System Tenure Documents
Curriculum Development my.ccc.edu Travel and Expense Reimbursement
e - Email Union Contracts
i Employment at City Colleges Workforce Connects
arn ral!%fer Credit @™ zo0m





image12.png
PowerPoint
SharePoint

[} Class Notebook
Forms f

People

Office 365

OneDrive

Excel

OneNote

Teams

3 swey

Calendar




image13.png
Forms

My forms Shared with

A
=+
New Quiz




image14.png
Questions Responses

Contract Renewal Vote - John Smith

Enter a description

-+ Add new




image15.png
Contract Renewal Vote - John Smith - Semester X

7 Preview

Questions Responses

Contract Renewal Vote - John Smith -
Semester X

1. Have you thoroughly reviewed John Smith's Semester X portfolio? *

Yes, I have

No, I haven't

2.Do you recommend that John Smith's contract be renewed for another year? *
Yes, I recommend that their contract be renewed.

Yes with reservations. I recommend that their contract be reviewed but only with a detailed action
plan in place.

No, T recommend that their contract not be renewed.

T abstain from voting.

3. Please use this space to elaborate on the choice you made in Question 2 above: *

Enter your answer





image16.png
o}

Preview

< Theme

are

Multiingual

Feedback

Terms.




image17.png
Settings

Who can fill out this form
(O Anyone can respond
(O Only people in my organization can respond

(@) Specific people in my organization can
respond

[ Record name

One response per person

Options for responses
Accept responses.
[] start date

[ End date

[] shuffle questions.

o @

[ Customize thank you message

Response receipts
Allow receipt of responses after submission

Get email nof

ication of each response




image18.png
3 Preview @ Theme -1

Send and collect responses

2 # Specific people in my organization can respond v

Enter a name, group, or email address h 4
https://forms.office.com/Pages/Respon h 5

D Shorten URL

3ImQ = » E





image19.png
Files > John Smith — Semester 3 Portfolio — Spring 2020

0O ame Modified

& “0.2. Chair's Letter to the President pdf Vesterday at 640 PM
131 03. Semester 3 Portfolio Checklist pdf April 16

31 01. Letter from tenure-track faculty membe...  March 26

31 02a. Semester 2 Procedure Checklist pdf March 26

I3) 02b. Semester 3 Procedure Checklist pdf March 26

IS 03. Curriculum vitae.pdf March 26




image20.png
Files

O Name
T4 John Smith - Semester 3 Portf... 15
=]
=1

Modified
Share
Copy link
Manage access
Download
Delete
Move to
Copy to
Rename

Details




image21.png
Copy 1item

[ John Smith — Semester 3 Portfolio - S---

« Your OneDrive Email attachments
B3 New folder

This folder doesn't have any subfolders.





image22.png
+ New v T Upload v 12 Share @ Copylink <2 Sync L Download

Send Link *

Files > John Smith — Manage Access
Anyone with the fink can edit >

Name T
ter a name or email addre
“02. Chair's L
Add a message (optional)
03. Semeste

02a. Semeste
@ 6B

Copyunk  outook

02b. Semests

(== PR E I P R < F g

03 Curriculum vitae pdf March 26




image23.png
22 John Smith - Semester 3 Portfolo - Spr--

Manage Access

@ Links Giving Access © 2 Share

https://cccedu-mysh .. | Copy | -

People n Cit Calegesof hicago wit th ink can
et

htpsi/cccedurmysh .. | Copy | -+ 4em

Peaple in City Callegesof hicaga with th ink can





image24.png
< Manage Access e
Remove link

https://cccedu-mysh. copy | X

Peaple in City Colleges of Chicago with the link can




image25.png
Are you sure you want to
delete this link?

This will affect everyone who uses this link. The
link will not work for anyone anymore.

Delete link Cancel




image26.png
22 John Smith - Semester 3 Portfolo - Spr--

Manage Access

@ Links Giving Access © 2 Share

htpsy/cccedumysh . | copy | -

People n Cit Calegesof hicago wit th ink can
et

-





image27.png
Files > John Smith — Semester 3 Portfolio — Spring 2020

(=R ER R =R s =l

Name

02.c AtoZ >df
ZtoA

03.5 pdf

01. Letter from tenure-track faculty member to president pdf
02a. Semester 2 Procedure Checklist pdf
02b. Semester 3 Procedure Checklist pdf

03, Curriculum vitae pdf




image28.png
Files

[
En

Name T

John Smith ~ Semester 3 Portfolio - Spring 20... £

Modified
Share
Copy link
Request files
Manage access
Download
Delete
Move to
Copy to

Rename




image29.png
Rename

3 Portfolio - Spring 2020 - Admir|

Save Cancel




image30.png
Files

0 et Modied
© T John Smith - Semester 3 Portfolio - Spring 2020 - Admin (£ Share
- Copy link
Request fes
]




image31.png
Send Link

Anyone with the link can edit >

[Enter a name or email address

Add a message (optional)

=21
@ &

Copyunk  outiook




image32.png
Link settings

Who would you ke thisfink to work for?
Learn more
\nyone with the link

eopl
190 with the

City Colleges of
"

@ peopl it exsing sccss

@ seciicpeople

Other settings

2 mp [ Alow ediing

3 m) ]




image33.png
Send Link

(@) Peeiin ity Cotges f sz
e nkcanvew

Entera name or emal acress

‘cdamessage (optional)

4= > &




image1.png
Files > John Smith — Semester 3 Portfolio — Spring 2020

0O ame Madified
31 01. Letter from tenure-track faculty membe...  March 26
31 02a. Semester 2 Procedure Checklist pdf March 26
I3) 02b. Semester 3 Procedure Checklist pdf March 26
IS 03. Curriculum vitae.pdf March 26
131 04. Teaching and service philosophy.pdf March 26
I3} 05. Course Syllabus with Explanation of Cou..  March 26




image2.png
©

Info
New
Open
Save
Save As

Save as Adobe
PDF

Feedback

Options

OneDrive - City Colleges of Chi...

mfreeland@ccc.edu

Sites - City Colleges of Chicago

mfreeland@ccc.edu

This PC

Add a Place

Browse




