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SJSU

Annual Due Dates

Annual/Cumulative Calendar

FEBRUARY

Mon, Feb 3

Move Packets to
Department Level
Review

Department via eFaculty RPT

Fri, Feb 21

Submit Committee
Evaluation if Chair is
reviewing separately

Committee Chair via eFaculty

Wed, Feb 26

Submit Department
Level Evaluations

(1) Chair's, if reviewing
separately, and

(2) Committee's

Chair/Comm. Chair via eFaculty

Fri, Feb 28

Send Dept Level
Evals to Faculty
10-Day Optional
Response Period

Department Staff via eFaculty



https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-calendar.pdf

SJSU Important Information & Deadlines

2/21/25: Committee Review Due if Chair Submits Separate Review

* If the Dept. Chair plans to submit a separate review, the committee needs to submit their review
by Friday 2/21/25, so the Chair can have access to the committee review.

2/26/25: Committee/Chair Submission

* If the Chair is on the committee: Submission date is 2/26/2025.
» [fthe Chair is not leaving a separate review: Submission date for committee is 2/26/2025.

2/28/25: Department sends 10-day Optional Response

* If areviewer has not submitted their review or signed off on the confidentiality form, case should
not be moved forward.

Name + Type Template Name & Status $

Samantha Spartan Reappointment Annual Evaluation (Committee) - College of Business
Aconuling & Bnence - Accounting and Finance

Wy
- Step 2 of 4: Department Level | Feb 26,2025 A Required Documents “ ’A



SJSU

Cumulative Due Dates

*Reminder: Please make sure to create
all Cumulative Evaluation cases. Faculty
need time to submit documents.

2/15/24 - 3/17/25: Depts are assisting
faculty with document uploads.

Monday 3/17/25: Deadline for faculty to
submit packet.

Tuesday 3/18/25: Cases move to:
“Step 2 of 4” Dept Review.

Annual/Cumulative Calendar

MARCH
Optional Response to Department Due
Mon, Mar 10 All Cases Created
Departments review materials to assist
faculty with adhering to requirements
Move Packets to College Level
Tue, Mar 11 =
Populate with Concurrent Dep. Ann. Evals
Submit Cumulative Evaluation Packet
Mon, Mar 17 '‘Regenerate and Sub et"
(Department lock ts)
Tue, Mar 18 Move Packets to Department Level

Review



https://www.sjsu.edu/up/docs/annual-and-cumulative-evaluation-calendar.pdf

SJSU Required Documents

Please note:

* If you see “Required
Documents,” the case

IS m|SS|ng requ]rEd Name + Type Template Name % Status &
fO r m S . Samantha Spartan Reappointment Annual Evaluation (Committee) - College of Business
Accounting & Finance - Accounting and Finance

* |t could be the Review
or the confidentiality
fO rm. sammy spartan Reappointment Annual Evaluation (Committee) - College of Business

Accounting & Finance - Accounting and Finance

* Contact Faculty
Services for assistance
on verification of
missing forms.

Step 2 of 4: Department Level | Feb 26, 2025 A Required Documents

Step 2 of 4: Department Level | Feb 26, 2025



SJSU Sharing Documents and Optional Response

© Collapse All &4 Share

Internal Sections
.
TO S h a re d 0 C U I I . e n tS . These sections are available to committee members reviewing the case and cannot be viewed by the candidate. Please note that some materials added to internal sections can
be shared with the candidate by an administrator or committee manager.

. > Department Assisted Document Upload i ile
*  Click the checkbox next to " ’
the document you wish to 3 B B

S h a re Materials
«  Click “Share” located in the = —_— .
blue bar

* Select “With Candidate”
This should bring you to the Ny l_)elpme"‘c"a"

n ext p a ge Title Detaile Actions

Added by Scott Nguyen Edit
Jan 27,2025



SJSU

Sharing Documents and Optional

Response Cont.

Copy and paste text
into the Subject and
Message fields

Check “Enable” in the

“File Response” field
to allow faculty to

reply.
Deadline: 3/10/25

Section for Response:
Department

Chair: Select if
Chair evaluated
separately

Department
Committee:

Select if the Chair

did not review
separately.

Message to Candidate

To
sammy spartan (sammy.spartan@sjsu.edu)

Subject *

Details

Direct email reply:

10 Day Optional Response - Cumulative Evaluation

scott.nguyen01@sjsu.edu

File Response:

Message *

@|B I L|= = - “Q

all evaluations are attached. You shall have 10 days to provide an optional response,

not add new items to the dossier. Responses that include new information or new evi

sodressed.

Explanation of your disagreement with evaluations

body p

Share Files

Files shared with this message can be viewed by the candidate after logginginto Interfoli.

Annual Evaluation Review by Scott Nguyen

due by Monday, March 10, 2025.

idence

/

When you s
response. Check this option 1o allow the recipient of this message to submit & file in response.

Message Reason

e afile for the recipient to review, you can check this box to allow them to submit a file in

//'—'

10-Day Optional Response

will be removed from the dossier by

Deadline @

T

Section for Response *

-~ Select Section -

- Select Section -
Candidate Packet
x Other Documents (Optional)
Internal Sections
Department Assisted Document Upload




Sharing Documents and Optional Response

SJ SU Cont.

San José State University > Cases >

sammy spartan

i Templte it SR
¢ Once the 10-Day Optional e ot | s
Response has been shared, move Case Mateils  Case Dets
the case forward to the College Search case material byttle

Qs |

Review Step.

© ExpandAll @ Collapse All

* Cases will be moved: SanilBissForusnd .
—  From “Step 2 of 4” - Dept.
Review
— To “Step 3 of 4” - College
Review P
* Please use the provided template 2ans wiea
Pg.10
°® ‘v'
o — ‘< >,
=3
N




SJSU Template: 10-Day Optional Response

Dear Faculty Member:

The Department level review of your Annual Evaluation has concluded, and all evaluations are attached. You shall have 10
days to provide an optional response, due by Monday, March 10, 2025.

Pursuant to Provision 15.5 of the CSU-CFA Collective Bargaining Agreement, responses may not add new items to the
dossier. Responses that include new information or new evidence will be removed from the dossier by Faculty Services and
will not be seen by reviewers.

Optional Responses shall be limited to a statement. Typically, issues such the following are addressed:

Explanation of your disagreement with evaluations
Correcting errors
Pointing out evidence in the dossier that was overlooked by reviewers

While your statement will center on evaluations from the college level of review, your intended audience shall be those at the
next level of review who will receive the dossier next.

Please note that the link above will not work for sign on unless you are already signed in to your eFaculty account--visit
one.SJSU.edu. Please see this help guide for submitting a response:
https://product-help.interfolio.com/candidate/view-and-respond-to-files-shared-with-you-by-a-committee-rebuttal. d“'}

Please let us know if you need further assistance (eFaculty@sjsu.edu).



https://one.sjsu.edu/task/all/efaculty
https://product-help.interfolio.com/m/33238/l/677357-view-and-respond-to-files-shared-with-you-by-a-committee-rebuttal

SJSU Template: Moving Case to College Review

Dear Dean/Appropriate Administrator:

This evaluation is coming your way for review. You'll be able to see the documents and
deadlines in Review, Promotion & Tenure when you sign in. For help initiating your review,
please visit our reviewers guide, our eFaculty Training and Help page, or the help pages
under your name in the extreme upper right corner of your eFaculty account. If the wrong
faculty member is designated chair, they may assign manager duties to the properly elected
chair.



https://www.sjsu.edu/up/docs/efaculty-quicktips-review-faculty-dossiers.pdf
https://www.sjsu.edu/up/mycareer/faculty-resources-and-support/efaculty.php

SJSU

Contact Information

For questions or 1 on 1 assistance, please contact:

eFaculty@sjsu.edu
scott.nguyen0l1@sjsu.edu

Open Lab Schedule



mailto:eFaculty@sjsu.edu
mailto:scott.nguyen01@sjsu.edu
https://docs.google.com/document/d/1gzzV8F3vh4mS0vFrqLIDnHBucZEiRkNOaGQdbZqXH0o/edit?tab=t.0

