Preparing a Tenure and Promotion Report - Faculty Success Portfolio – Watermark
Getting Started
Be sure you are using the new link.  It will take you to a Single Sign On (SSO).
Link: https://login.watermarkinsights.com/connect/calbaptist
Distinctions for Tenure and Promotion Report
The Tenure/Promotion Report in Watermark Faculty Success pulls the information that you need for your application for either tenure or promotion or post-tenure review.  Although all the information you need is stored in the same database as your Annual Review, there are a few differences in what information is pulled for the report.  
Watch this Tenure/Promotion Differences Tutorial to understand which sections are different for this application.
Reflection
Scroll to the bottom of the Activities section of the Faculty Success portal to look at the Reflection section.  Here is where the sections are that you need to pay special attention to for your Tenure/Promotion Report.
Tenure/Promotion Introduction
The information from your Annual Report Introduction will not populate in a Tenure/Promotion Report.  You will need to write a new Tenure/Promotion Introduction.  Keep it simple and clear, letting the Committee know what you are applying for.
Tenure/Promotion Reflective Essays
Your annual reflective essays will not populate in a Tenure/Promotion report (Yearly Teaching Reflection, Yearly Scholarly and Creative Efforts Reflection, and Yearly Service Activities Reflection).  Instead, you will complete a Teaching, Scholarship, and Service essay (one for each section) that looks back on the last five years.  You may also choose to include a Faith Integration essay.  Be sure to create them in the year that you are applying, so the report picks them up.  These are the essays that will generate in the Tenure/Promotion Report.
Letters from the Dean
The handbook says that you are to give your completed Tenure/Promotion report/application to your dean at least two weeks prior to the application deadline (October 15 for tenure and promotion applications and November 15 for post-tenure review applications).  That gives your dean a chance to review your work and write a letter supporting your application.  Once you have that letter, scan it to make it a PDF and upload it in this section.  
If you were granted years of service from a prior institution that you are counting towards your application, you will need a PDF of that original letter submitted here as well.
Performance Evaluations
You will need PDF versions of your performance evaluations for the last five years.  Typically, deans will provide a letter or a form that shows your evaluation scores for teaching, scholarship, and service, as well as an overall rating.  You may need to scan them to make them a PDF, and then upload them in this section by year.
Yearly Course Evaluation Aggregates
Scroll back up to the Teaching Performance Section.  Normally the Yearly Course Evaluation Aggregates are uploaded for the annual review by the Institutional Research Team.  However, they are not able to upload those aggregates for the tenure and promotion application deadlines.  You will need to complete this yourself for the Spring courses (and Summer, if you taught Summer courses) of the year in which you are applying for tenure or promotion.  
Use this excel sheet to calculate your weighted average for the courses you taught. Here is a tutorial for how to use the excel sheet.  
Upload them into the system, following this tutorial.
Tenure/Promotion Report
Pull a Tenure/Promotion Report from the Rapid Reports to check all of your information.  Make sure the links work and all the information is accurate.  If it is not, simply go back into the database and update the information before running the report again.
Tutorial for pulling a Tenure/Promotion Report in Faculty Success
1. Go to Rapid Reports in the top right corner
2. Select “Tenure/Promotion” for the Report
3. Select the dates with a start date five years prior (check with the promotion and tenure committee if you are unsure of the dates).
4. Run Report in Microsoft Word or Adobe PDF (**Important note: do not run the report in Microsoft Word and then convert it to a PDF.  If you do that, the links will break.  You can either run it in Microsoft Word and submit it in Microsoft Word, or you can run it in Adobe PDF and submit it in Adobe PDF.**)






