Annual Review Process
Hope College
Workflow links your Faculty Activity Reporting material to the annual review process, allowing
you to submit and store annual review material in a confidential and streamlined fashion within
Digital Measures (FAR).
The process starts with an email.

Once you receive this email, you can start the process at any time.
You may either:
1. Click “Open Now” and use your 1.hope.edu
username and password to log in to FAR
-OR2. If you’ve lost this initial email, go to hope.edu/far,
click on Faculty Activity Reporting and log in.
Once logged in, click on the new “Workflow” tab
at the top and you’ll be redirected to a list of available workflow tasks, including “Annual
Review.” Note: You won’t see the Workflow tab at the top until you have a
workflow task assigned (on or after February 1, 2020).

A. Faculty Activity Report
Your 2019-2020 Faculty Activity Report pulls in to this form automatically.
 Download/open the report to confirm accuracy.
 This report pulls data from the first day of May Term last year through this year’s
graduation date. If activities are missing, click the Activities tab at the top (next to the
Hope College logo) to add them in FAR. Then, when you re-enter Workflow, click
“refresh report” next to the PDF to import the latest version.
 Contact far@hope.edu or see the Faculty Activity Report website if there are issues with
this report.

B. Past & Future Professional Goals
 At least three goals are required. Required fields are indicated with a red astrisk.
 Additional materials can be uploaded at the end of the document, if necessary,
 Tip: You don’t need to wait for all materials to get started. You can enter text into your
annual review document and save (under “Actions”) without submitting to your
supervisor.
When complete, select “Actions” at the top right, and select “Submit to Department Chair
Response.” This will move your report from your Workflow Inbox to the History section. You
will always be able to see your report in History. If you accidentally submit, you are able to
recall your report by clicking the down arrow under “actions” next to your report, now filed
under the History tab.

The chair will get an email when you submit your form. When the chair logs in to FAR and
clicks on the Workflow tab, they will see any submitted reports and (if not yet complete) their
own review in the Workflow Inbox.
A. Chair Meets with Faculty Member
The chair (or “chairs” if jointly appointed) will meet with the faculty member to discuss the
faculty member goals and accomplishments.

B. Department Chair Response
The chairperson is required to write a response. That said, there are now two routing
options for the chair.
1. If the form is not complete or the chair needs an updated Faculty Activity
Report, the chair will “Send back to previous step” and the faculty member
can make those changes.
2. Otherwise, the chair will make comments and “Submit to Faculty Response”

Note for dual appointees: If the faculty member has multiple appointments, it is expected
that the chairs will coordinate this step. Chairs should meet with the faculty member
together. In this case, both chairs may make separate internal comments as “committee
members” in Workflow, but only one chair is granted access as “committee chair” to make
summary comments and move the process on to the next step. Only the summary
comments become part of the record. Internal committee comments do not move to the
next step.

A. You’ll receive an email prompting you to take the next step.
You can follow that link or navigate to hope.edu/far, log in to FAR, and click on the Workflow
tab at the top.

B. Faculty Response
You will see your chair’s comments and have a chance to respond and attach additional
supporting documents if necessary. Any response is optional.
C. Acknowledgement of Meeting
You are required to select “I have met with my department chair and acknowledge receipt of my
annual review.” The process cannot move forward until that meeting has occurred. Once
complete, submit to the next step and your job is done.

The chair is prompted via email to read any responses and to acknowledge completing the annual
review meeting. Optionally, the chair may submit any final comments to the dean’s office.

The academic dean will receive the full report, have room to comment, and submit the report to
the Office of the Provost. The dean may also return the form to the chair with comments for
further discussion and revision.
For faculty with appointments that span two divisions, both deans should coordinate the review
process. Both will receive the report and may respond internally. As with chairs, one dean will
also be granted access to submit the report with summary comments, if any. These summary
comments will be visible to the provost.

Why so many steps for one meeting?
For transparency and completeness. While a meeting between a chair and faculty member covers
most of the content in steps two through four, it’s important to demonstrate that this process is
fulfilled and to give a faculty member the chance to respond or refute a chair’s assessment.
I want my own record/copy of this.
You don’t need to save it. Your copies will also be retained within the “History” section of
Workflow so that you can easily review your goals over the next year.
That said, you can download your own copy. On the Workflow Tasks page, select the arrow
under “Actions” for your report to start the download process. At this point the report is
downloaded as a file of elements. This includes an .html file of the review form and attachments
that inform that .html file. This is not ideal, and the Digital Measures/Workflow development
team is working on this.
For now, if you want a copy, you may want to open the downloaded .html file in a browser and
save it as a .pdf. You’ll likely also want to save the Faculty Activity Report that pulls with that
download. Once saved as a .pdf, all the extra code that comes with the .html file can be deleted
and you can merely save the two .pdfs to your files.
How do I know if my Annual Review process is complete?
Under “History” you will be able to see the current state of your project and when it was last
modified. Once complete, the “Current Status” will read “Completed.”

What about merit?
All faculty who feel they are meritorious are encouraged to fill out a merit form within
Workflow. This will be available in the inbox and routed in a similar fashion. It is, however, a
separate step from the review process.

