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OUTLINE FOR TODAY

Background: Why are we doing this?

A suggested process for departments

People Admin demonstration and workflow

Does this change annual evaluations?

Resources

Questions?



WHY ARE WE DOING THIS? 

Faculty senate approved a new position description 
policy in spring 2018. 

Changes were approved by the UI faculty on April 25.

Faculty governance!









WHAT ARE THE GOALS OF THE POLICY?

To reduce workload by eliminating the annual position 
description process.

Create a system where new PDs are only created when 
there are “substantial changes”. 

Transition to an electronic system for creating and 
storing faculty position descriptions.

Create PDs that are focused on the position, not the 
planned activities of a specific faculty member for the 
upcoming year.



WHAT ARE THE CHALLENGES? 

Faculty who are unaware of the change.

Navigating People Admin for those unfamiliar with it.

Some will still try to make this an annual goal setting 
document.

Because the PD no longer includes goals for the year, 
the annual evaluation process also changes.

Reminder: It will be more work this year, but much less 
work in future years!



WHAT TRAINING WILL BE PROVIDED? 

Administrative Assistants were updated on Aug. 8.

Deans (Provost’s Council) were updated on Aug. 20.

Associate Deans were updated on Aug. 28.

Faculty Senate was updated on Sept. 18

Training for unit administrators and college AAC 
personnel is TODAY!

An email communication will go to faculty by Monday. It 
will include instructions, FAQ, etc.



PROCESS SUGGESTIONS 

We encourage unit administrators to still discuss PD 
changes with faculty members. It should be an 
interactive process.

FIRST collect and write details THEN enter information 
into People Admin.

Try to avoid lots of back-and-forth with faculty in People 
Admin.

AAC personnel need to work with Deans on their 
preferred approval process AND developing PDs for 
faculty administrators.

Each unit and college needs to discuss their process.



PEOPLE ADMIN 
TOUR
UNIT ADMINISTRATOR 
DIRECTIONS

FACULTY MEMBER 
DIRECTIONS



SAMPLE: DESCRIPTION OF EXPECTATIONS
This faculty member is expected to teach a 2:2 load (12 
credits per year) in Wildlife Studies according to the needs 
of the department and as directed by the department chair. 
The faculty member will conduct research in the field of 
elephant studies, publish such research in peer reviewed 
journals, present findings at professional conferences, and  
submit proposals to extramural agencies to fund this work. 
The faculty member is expected to participate in some 
outreach activities as directed by their chair or dean. The 
faculty member is expected to attend faculty meetings, and 
to participate in committees at the department level and 
the college or university level.                [672 characters, 107 words]



WHAT NOT TO INCLUDE

FMLA leave

ADA accommodations

Medical issues

Personal information

Etc.



WHAT IS A “SUBSTANTIAL CHANGE”?

Sabbatical Leave

Administrative Assignments

External funding buyouts

Major teaching changes

Etc.



WORKFLOW

Developing the PD

Obtaining Signatures







WHAT ARE THE DEADLINES? 

Oct 12 New hires (no new hires?)

Nov 9 Assistant Professors

Nov 30 Associate Professors

Dec 14 Full/Dist. Professors & Administrators



POP QUIZ!

Q: When are the 2019 position descriptions due in 
People Admin?

A: ?



HOW DOES THIS CHANGE ANNUAL 
EVALUATIONS? 

The link between PDs and Evaluations was 
intentionally lessened in FSH 3050 from “the 
essential frame of reference” to “serves as a 
reference for”.

Look at the “bottom box” of form 3320: 
“Commentary/recommendations on progress 
toward tenure, promotion, and/or continued 
satisfactory performance.”





NEED HELP?!?!

Questions about the PD process/changes?
 Joana Espinoza
 jespinoza@uidaho.edu or 885-7941

Questions about People Admin software? 
Mandy Brocke
mandyc@uidaho.edu or 885-3611

Provost’s website





QUESTIONS?
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