	
	
	




[image: ]
Faculty Workload Plan
Chair/Chair Delegate Guide
Chairs and their delegates will help their faculty complete this UNC requirement in their departments.
The deadline is June 30; departments may want to communicate an earlier deadline expecting that some follow-up may be needed.
The Faculty Workload portal can be accessed at:    
https://apexo.oasis.unc.edu/ords/r/som_prod/cas-forms/faculty-workload-plan
If you are off campus, you will need to use the University VPN to access this system. After logging in, you will be directed to the Faculty Home page. To access the Chair Review page, open the left-side menu and click Chair Review Faculty Plans. Make sure “Summary View” is selected just below the yellow navigation bar. The top section of this page displays the list of faculty members for selection, while the bottom section displays information for the selected faculty member.















Department Views
[image: ]Statuses in Dashboard:
In progress: faculty has not started or saved draft but not yet submitted
Submitted: faculty has submitted a plan; ready for Chair/delegate review
Rejected: Chair/delegate has returned to faculty for needed changes; comments added reflecting changes needed.
Accepted: Chair/delegate has approved  the faculty submission and it is ready for final review and upload to the University.
When faculty submit their workplan, the submission attests to their acknowledgement (in lieu of signature)
When Chair/delegate electronically submit their workplan, the submission attests to their approval (in lieu of signature)










Review a Faculty Member’s 2026-2027 Workplan
Only one faculty member’s plan can be selected for review at a time. Choose a specific faculty member’s name and scroll down to the “Faculty Workplan Detail” section. Click the “Review” button in the bottom-right corner, and a pop-up window will appear.	Comment by Modlin, Martha O: I don't see this in my testing view - need to check
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In the pop-up window, you may choose “Accept” the plan or “Return” the plan for revisions. If you would like to leave comments or instructions for your faculty, you will need to enter that in the comments section before selecting “Return”. If you return the plan, an email notification will automatically be sent to the faculty with your comments and requesting revision and resubmission.
[image: ]
Review for completeness and accuracy:
· Ensure workload percentages accurately reflect the faculty member’s planned effort for the next academic year
· Check that all areas with workload percentages (clinical, research, teaching, service) include associated detail in the output and effort section that aligns with the effort percentage shown.
· Check that the teaching section detail is completed, or “Not applicable” added if warranted.
· Check that a percentage of clinical or research workload with learners is documented and aligns with expectations.
When you click “Accept”, there will be 2 pop-ups, one asks if you are sure, then the next will ask if you want to leave the page. When the “Leave Page” pop-up comes up, you will need to click “Leave”.



Downloading Faculty Workplans Summary
Departments can also view all faculty submissions outside of the system by downloading an excel file. The “Actions” pull-down menu will show the download button to select.
[image: ]
Departments using the download feature will still need to “Accept” or “Return” each plan individually in the system.

Chair Delegation
You may delegate your review and/or evaluation responsibilities to others. Your ACA/DFA/BM has been added as a delegate.  To add other faculty/staff members as delegates, email marilyn_butterworth@med.unc.edu with the employee’s PID, name, email, and ONYEN.




Questions
Need to add delegates? Contact marilyn_butterworth@med.unc.edu
Other questions? Contact martha_modlin@med.unc.edu
Technical issues with the portal? Please submit a ticket to SOM-IT, note “Faculty Workload Portal”
https://tdx.unc.edu/TDClient/33/Portal/Requests/TicketRequests/NewForm?ID=no~URb~kpWM_&RequestorType=ServiceOffering

Thank you for helping our faculty for completing this annual requirement.
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