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aired by Chair of
dept. or division

4-5 faculty members

Same discipline

CBA 2.02(b)(i) Faculty
Responsibility

The faculty has primary

responsibilities for...the
area of faculty status
which includes
appointments,
reappointments,
decisions not to
reappoint, promotions
and tenure

Chaired by Dean
College/School

4 faculty members +
Dean

Chaired by Provost
20 members

10 appointed
administrators

10 elected faculty

Disciplines may vary

Disciplines WILL vary

REAPPOINTMENT 803, PROMOTION &.05 AND

TENURE 905  Statutes 8.03 (b), (¢), (d)

Written information describing the qualifications
of the candidate (the PAF), are transmitted to the
Departmental P&B for discussion and advice. The
Department P&B Committee shall make the initial
decision... and shall forward the record of its
deliberations (the PAF and minutes) to the
appropriate College Personnel Committee... the
record of the deliberations of the CPC shall be
forwarded by the Dean to the Chairperson of the
University Personnel Committee

Statutes 6.26 (¢)

The UPC shall
submit
recommendations
...to the President
whose decision
shall be final




7St jorns THE PROCESS & TIMELINE

UNIVERSITY
JAN - APR 2025 May 2025
ot 2“.”b 9W*HM*** University Personnel Committee PRESIDENT
NOTE: o A 20 members ; 10 administrators,
lwyi’VW 10 elected faculty
DECEMBER 2024 (Every Wednesday)
CPC = College Personnel
Committee START

Chairperson — Dean of the
College/School

MAY Memo & PAF
(via Chairpersons, on
Provost's Web page)

NOVEMBER 2024
P & B = Department/Division Summer 2024 (reappointments)
Committee *  Begin working on upcoming PAF
Chairperson — Chair of the *  Move everything on last year's form
Department/Division down
PAF DUE November 1 September
»  Workshops

October e Classroom visits

Classroom visits

*  Check in with Chairperson

*  Look for instructions in your
e-mail
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e Oniversry Role of Chairpersons in the PAF

Guide the Faculty member & department/division
through this process

* Mentor or assign a mentor

 (Classroom visits

* Facilitate meetings as the Chairperson of
the the P&B

 Present the faculty member to CPC and
UPC

 Decision letters



QU s Role of Chairpersons in the PAF

4.02 Statutes Department Meetings to Facilitate Faculty Development in Teaching
In order to facilitate ongoing faculty development in teaching and promote shared
knowledge and techniques in support of building and maintaining a culture of
learning among faculty and students, each department will set aside one meeting
per semester for faculty to discuss syllabi, teaching portfolios and classroom

observations.

4.07 Statutes: The Department Chairperson
* is the academic leader of the Department
* a faculty member as well as the departmental liaison to the administration

* has a special obligation to build excellence in teaching and scholarship in the
department

4.71 Statutes: The Chairperson shall;

* monitor and %uide the professional development of the probationary faculty..
Including conferral with each member... regarding the individual’s performance

as a teacher and as a researcher....
* preside at the Department Personnel and Budget Committee meetings




Y S LIOHN'S The Dean and the CPC

5.06 Statutes: College Personnel Committee Membership

Fach College Personnel Committee shall include as members the Dean or, where
appropriate, the Director as a voting member and chairperson of the Committee,
and four elected tenured Eligible Faculty members. To the extent practical,
department representation shall be rotated on the College Personnel
Committee.....

(c) A faculty member who serves as a member of the College Personnel
Committee may not simultaneously serve as a member of the Department
Personnel and Budget Committee or of the University Personnel Committee.

Prevemts
double

voting

2.15 Statutes: Academic Deans
(d.) The Dean may recommend to Departmental Chairpersons candidates for
appointments and reappointments to the faculty for promotion or for conferral of
tenure....

(f) With respect to each person considered for appointment, reappointment,
promotion or tenure, the Dean shall report to the Provost any actions
recommended by the School or College Personnel Committee . . .




Y S LIOHN'S Meetings and Personal Appearances

PERSONAL APPEARANCES: WHEN?

Reappointment — not statutorily required (years 1-5)

Tenure: Statutes 9.05 (b) — on appeal it is an OPTION

...the faculty member may appeal in writing the denial of tenure to the next level of review, ... [o]n an appeal,
the faculty member is entitled to appear in person before the committee reviewing the application. A faculty
member may choose a colleague to represent the faculty member’s case at any level at which the faculty
member has the right of personal appeal

Promotion: Statutes 8.05 (b) on appeal it is an OPTION

the faculty member may appeal, in writing, the denial for promotion to the next level of review,...[o]n an
appeal, the faculty member is entitled to appear in person before the committee reviewing the application. A
faculty member may choose a colleague to represent the faculty member’s case at any level at which the
faculty member has the right of personal appearance

ON THE PAF:

For Tenure and/or Promotion Only: Do you intend to avail yourself of the option of personal
appearance? (Yes / No):

BOTTOM LINE: FACULTY WITH THE OPTION NEED TO AVAIL THEMSELVES OF THEIR
PERSONAL APPEARANCE AT ALL LEVELS




%) ST JOHNS Presenting a Candidate

POLICIES & PROCEDURES of the UPC

5. Presentation of Case. In all cases involving reappointment and in all other cases

where the faculty applicant has not exercised the right to appear in person or by

counsel, the Dean of the applicant's school/college presents the case on behalf of the
applicant and responds to all Committee questions regarding the application.
However, in cases where the applicant has exercised the right to appear (i.e.,
promotion and/or tenure), the following procedure is utilized: a) the Dean makes a
brief preliminary statement limited to announcing the nature of the action and
the results at the lower levels; b) the applicant and any representative are then
invited to make a formal presentation to the Committee which must in all respects
comply with the no new evidence rule; ¢} following the formal presentation, the
committee members are invited to direct questions to the applicant or the
representative; d} when the questioning is concluded, the applicant and
representative are requested to remain outside the hearing room to be available in
the event additional questions arise during the Committee’s deliberations. They are
excused after the Committee has voted. In all cases the Dean will have available for
inspection by the members of the Committee copies of the publications and other

support materials of the applicant.



5‘5 ST. JOHN’S Meetings - Confidentiality -Mentoring

UNIVERSITY

Meeting Minutes
» Are not verbatim notes or a transcript
* Are arecord of the TOPICS discussed and ACTIONS taken

Recordings of Meetings
* Minutes should not be recorded without the consent of EVERYONE in

the meeting
Confidentiality of Meetings
 Structure your agenda (only the chairperson can/should structure the agenda)
« General items upfront

« Executive Session for items that should be treated as confidential

| now move us into Executive Session for item #3”
- ex. personnel actions (hiring, reappointment, tenure and promotion)
- ex. develop strategies around anti-racism

How- can | mentor and maintoin
confridentrality?

10
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Mentoring, Voting, and ...

St. John's University

5T. JOHN'S COLLEGE OF LIBERAL ARTS AND SCIEMCES (01)

I IS THE CAMDIDATE MARIMNG SATISFACTORY PROSRESS TOWARD TEMURET

1. APPLICANT'S NAME ’
| | No SL(Y'PYLSCS

2. APPLICANT'S DEPARTMENT 2
| | L the

3. COMMITTEE REVIEWING ACTION

Tenure Y eayr

{plazma chack) Department Personnel and Budget O
College Personnel O »PLeasel'
3
University Personnel O

4. DATE OF MEETING

5. MATURE OF VOTE
[lema chack) Request Approved O

Request Denied O

6. REASONS FOR DENIAL - Mon-probationary faculty (check numbers balow)

INSTRUCTOR ASSISTANT PROFESSOR ASSOOATE PROFESSOR PROFESSOR
o140 O 0120 O = juesaicwy 0120 O wmiaiew 0110 O =eeaiwg
m4 O [GEI | 0121 O o O
o014z O 012z O 012z O o1z O

11
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UNIVERSITY COVlD MOU re:VOTlNG B EXPlRED

¥ TANDIN

{ nd Section 3.04 d)
The Unions and the Administration have agreed to continue 10 suspe

University Sgatutes for the 20712022 Academic Year [ a following manner: |
of the Suspend curre erstyStatutes §3.04 (d) which ;m:;::h“m Revert back to seCtI on
shall not DR jtted: provided, however, e 304(d) « ertten
Zs:x;‘:::x:;:r:m | lot sent to the Chairperson
of the Department. (emphos)
Andmnnnuetheusesfmuot\ngp : duﬂngthespmzmia\l

3.04 Faculty Voting Rules

2020 and spring 2021 semesters which are: N

An Eligible Faculty member may not vote on any matter concerning his/her

reappointment, promotion, conferral of tenure or in any matter involving a conflict of interest.
’ wuuﬁwn\mwmnnﬁﬂﬂﬁi other non-person! b. Each Eligible Faculty member shall cast his or her vote on the applicable official
E.mal i n accepableform of :::;‘ | gese 0 o
related items. Each department méY Chaic '
internaldisagreement on a poicy ¥ All elections shall be b tballot
determines the process, subject 10 C. elections shall be by secre ot.
« VOTING DURING VIRTUAL MEET! d.
Meetings must be virtual and s
time ahter appropriate discuss

1o voting = instructiss :
h:‘ed::tfud that is being used) The Office of institutional Rasza'rg[\ wi
‘ ith a designee from the pean's office of with the Ehalrp;‘r:::‘ -
;‘epanmems!mv\s\ons meetings to create ballots that w
confidentiality

Proxy or mail voting shall not be permitted; provided, however, that eligible

faculty who are assigned to teach on a campus other than the campus where the election is being

held may participate in the election by mail ballot sent to the Chairperson of the Department.
e.

The appropriate dean or department chairperson or director shall certify the
results of all faculty elections to the President of the University within one week of the election.

ment of all
This provision wil be reviewed and renewed each academic year with the agree
pr
parties

12
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MEMORANDUM OF UNDERST

With regard to the reappointment of probationary faculty members, the Unions and the

Administration have agreed to suspend §8.02 (f) and §8.03 (¢) during the 2020-2021 Academic
Year, Namely,

§8.02 (f) “During the probationary period a faculty member may be notified
of non-reappaintment without specifications of cause”

§8.03 (3) “The decision by any committee to deny reappaintment of a
faculty member who is on probationary status in any rank shall terminate
the procedure without further review.”

Instead, probationary faculty members applying for reappointment will follow the

same process in the Statutes as non-probationary faculty members.

This provision will be reviewed and renewed each academic year with the agreement of all
parties.

2022-2025 University Statutes

8.02 ()

A statement of the reasons for
non-reappointment shall be
included in all notices of non-
reappointment delivered

8.03 (e)

For all faculty member, the
application shall continue
through the review process
to a final decision by the
President until it receives an
unfavorable disposition in
two consecutive reviewing
committees.

13
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and Decision Letters

SAMPLE DECISION LETTERS FOR P and B's

Faculty
member is on

L probation

Positive Decision:
Reappointment Action

Arrirkant Froferrar
yearr -3
Arroziate Froferror

yoarr -2

Irwride addrerr:
lamplearcdtoinform you thatthe Ferronnel and
Eudqet Commikke s of the [(DeparementfDivirion]) of
[Colleqear Z<haool], atikr tingon(Dakte), woked

ko approve your perranncl ackion Far

reappoink kFar the demiz year 204d-2015,
Thir rezammendation willnow b traremitted to the
[SzhoolfCollzq2) itkec Far Further

zonrideration and aztion. Thank vouFar all vou

zontribuke ko the Univeririty, Tally of vaker 0000 (iF
there Uere any neqaktive voker youuould nokreate
therearon - butkhe zhairrhould be able ko provide

quidanze Forthe perron For the next FAF]

Megative decision: Reappointment
action

Inride adrerr:

Fleare be aduircd that atier mecting of (Dake) the

[DepartmentfDivirion) of [Colleqe or Szhool)rejezked

your perronnel a<kion For reappoinkment by avoke of

:0:0, Sin<e youare aprokati v Fazulky bor the

Univerrity Statuter Section .02 (c) a<zord no Further
review and your kerm at 2k, John'r Univerrity will expire
on June 0, 2008." lreqret having toinform younf thir
dezirian anduirh youthe bork of luzk in the Future.,

zz:D¢an,Frovart, Ferronnel File

"Ifthere ir aparrikility of akerminal year, pleare zonkazk

Linda Far zanfirmation and ko chezk all daker,

General ruler for
FROBATIOHARY Fazulty
memberr:include name of

ikboo, dakte of kin4,

vate tally, if neqakive
desirian inzlude the zonkrask
end date. Frokationary
Fazulty memborr qetnn
further revicu and na rearans

For neqative vaker.

member iz
OFF probation

Positive Decision:
Reappointment action

Megative decision: Heappointment
Action

Inride addrernr:

Zame ar abowe ERCEFTiF the woke warrplit and
there were neqative rearonr, i.e 4-1-0, then you do
qivekhe rearon Far the negakive voke and the
Chairperronrhould be akle ko provide quidanze For
the next FAF.

Inride adrerr:

Fleare ke aduired that at itr mecting of (Date I the
[DepartmentfDivirion] of [Colleqe or Schooll rejected
your perronnel azkion For reappoinkment by avoke of

000, Lirked below are the rearans Far the denial: DHEE

Zinze youare off prokation, your applizationuill b
moued ko the nexk level of revicw, the Caolleqe Ferronnel
Commitkee. Flears ke auars thak azzording tokhe
Univarrity Statuker, Seckion £.03 (F]1 (2] iF your
applizationir denied at tuo conre<utive lewelr, your

pplicationwill ke terminated and reappaink Eir

denicd. Youare not required ko kake any Further action at

it .- l ] PR FRT I

General ruler For HOH-
FROBATIONARY Fa<ulty
memberr:inzlude name of

ikkee, dake of kinqg,

watetally, iF neqakive
decirion indizate that ehe
FAF uillrezeive arezond
revieu. The Fazulky member
ir qiven the rearonr For the

ne-gative voker,

14



REVISED PAF 6-12-23
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¢! UNI‘I/ERSITY New instructions

Il. RESEARCH INSTRUCTIONS

Sections For G, H, I, 1 and K of the PAF

Rrgcrig

+
- UNIVERSITY

2
»
'}'“\\B

If you are a member of the faculty of SJC (inc. ICS), EDU, TCB or PHM, please complete F and NOT G.
If you are a member of the faculty of CCPS or LIB, please complete G and NOT F. If applicable, please describe research efforts

that support an equitable teaching and learning environment.

ST. JOHN’S o
. SERVICE INSTRUCTIONS
UNIVERSITY L Mand N

,o
Ereecrio

L. Sustained Service to the University, School and Departmental or Divisional Committees

with their Dates: (if none, so state)
If applicable , please mention any service activities related to community groups, councils, committees and centers whose

work reflects the University commitment to an equitable and inclusive teaching and learning environment.

IV. TEACHING INSTRUCTIONS
0, P,QandR

P. Chairperson and Dean Classroom Evaluation
INSTRUCTIONS All applicants should attach these forms to the PAF even if they are also placing them in the teaching portfolio.

Observation summaries should include how the faculty member has created an inclusive environment demonstrated by pedagogical

methods, classroom presentations or student engagement sirategies that veflect the University's commitment to an equitable and inclusive

teaching environment.




7 ST.JOHNS Things we tell the faculty  TO START

10-we-are/leadership-and-administration/administrative-offices/office-provost/faculty-resources

+

News & Media Events Alumni& Friends Athletics Offices & Departments

Academics  Admission & Aid  Life at St. Ji

et ST. JOHN’S
qp UNIVFRSITY

Digital Measures o Research Project Student Request Form

Enrollment Management —I—

Faculty Resources =

Hiring Non-Academic Graduate Lea rn More _ _
Assistants Personnel Action Form (PAF)

2022 COACHE Survey

R ) The Personnel Action Form (PAF) is what faculty submit when applying for

Graduate Admissions Assistance q 5 2 9 5 c
Program Reappointment, Tenure, or Promotion. This page features information of importance
Academic Support for Your Students to all full-time junior faculty who must fill out the PAF every year, as well as senior

Professional Licensure Disclosure

II

faculty going through the PAF process for promotion. PAFs are submitted to
Statement

Department Chairs and Directors in October every Fall. Please note that all deadlines
Guidelines for Program Proposals —|—

State Authorization and

SR
—

for submission are firm.

Complaint Process

St. John's University Definition of
Student Location

Annual Faculty Activity Report —I—

SR
—

Updated information on the PAF files below has
been posted.

Institutional Research —I—

Jeannette K. Watson

PAF for 2023-2024 (Word &%)
Preparing Your PAF-General
Provost’s May Memo 2023 (PDF &%)

The Division of Special and |- PAF- with FAQ's 2023-2024 (PDF &%)
€ DIvision O pecial an e——
Opportunity Programs * Dean-Chair Course Evaluation Forms (Word Ff_}-,)

Undergraduate Fellowship

New Faculty Information

* Dean-Chair Diversity Examples in Teaching, Research and Service (PDF Fi_}.)
University Assessment Committee . . . -
PR, Dean-Chair Course Evaluation Form - Online Courses Ff_}-.
Confidential Letters Procedure (PDF %)

Confidential Letters Referees (PDF)

Preparing Your PAF-Tenure Actions (PDF)

Preparing Your PAF-Years 1-§ and Full Professor (PDF)

Preparing Your PAF-Info for Chairs & P&B

16
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Collective Bargaining Agreement

ARTICLEY
FACULTY RESPONSIBILITIES

901  General

Every faculty member has an obligation to teach effectively, to conduct scholarship and
scholarly research, and to serve the University in its efforts to grow and develop as an academic
institution, as set forth herem.

902 Teaching

The faculty member secks above all to be an effective teacher and scholar. To that end the
Administration and the AAUP-FA have sgeedagreed that effective teaching requires continuing
attention to the faculty member's pedagogical methods, classroom presentation, and student
engagement. Consistent with the University’s commitment to an equitable and inclusive teaching

and learning environment, the University shall recognize the aceomplishments of faculty members

requirements under the standards governing nmm.otmn and tenure as d.ctallrd in .-‘\ruu.ln. 6.02 of
this Agreement. Also impertant is the faculty member’s commitment to be accessible to students
outside the classroom. Representative examples of such activities include advisement, academic
discussions, facilitations of co-curricular and extra-curricular leaming opportunities, and for
counseling and mentoring students about rescarch, carcer choices and professional terests.
Representative examples of rescarch mentoring include independent studies, unassioned rescarch
mentoring and'or project mentoring, directed readings, theses and dissertations. The faculty
member is expected as a matter of course to be available to his/her students and to discharge his'her
responsibilities for student advisement in a conscientious, professional and considerate manner.
Paragraph 9.22 of this Agreement sets forth the basic obligations of the faculty in this respect.
When requested to do so, the faculty member shall participate in preparing. administering and
grading comprehensive examinations.

9.03  Rescarch and Scholarship

The faculty member recognizes that effective research and scholarship enhances teaching
and the reputation of the University and the faculty member accepts the obligation to develop,
improve and derr scholarly P . Faculty bers are expected to be active in
rescarch and schn]arshrp. te—thelonsistent with the University’s commitment to \.rcahng an

faculty members that demonsirate research and scholarship that reflects lhh commitment.

However, this provision is not intended to create or substitute any new requirements under the

standards governing promotion and tenure as detailed in Article 6.02 of this Agreement. In the

Collins College of Professional Studics and m the University Libraries, faculty members arc
expected to engage in profiessional development, unless a faculty member in the Collins College
of Professional Studies has elected to engage in research and scholarship commensurate with
faculty clsewhere at the University (see Appendix 4311 Consistent with the University's
commitment to creating an aguitable and inclusive teaching and leaming environment. the

904 Service

In keeping with the significant and appropriate involvement of the faculty in the academic
govemance of the University, the faculty member recognizes the obligation to develop, support
and enhance the life of the University by participating in department, college and University
committecs and ¢ ions whose work is ial to improving the quality of the University
as an institution of higher learning.  This includes attending appropriate mectings and evaluating
and updating courses and programs to maintain their quality, relevance and viability. _Cor

P.A.F. Personnel Action Form

st}J

? PAGE 2: Personnel Action Form
J OhHS Table of Contents

Orier jiour ADDICENON ATEOMING 40 this Sishabetical Hng INCILGE DagR NUMBErs.

UNIVERS

I BICGRAPHICAL INFORMATION Stanng Rage

A Bducatl onal Badeground' Cartifications
E Teadhing Bxperkncs _

D Acedam i Awards and Hanors
E SignificamtDstngusined AEvanme

L RESEARCH

L Pusications With ther Dates
L. Program AgpearanteslATien dance W
K. Spomsored Proje ois and Programs fndemal and exdemal]

I SERVICE

L Suktalmed Samvios 1o the Univarsity, Sonoal and De ertrnentalDnvisions | Comenitiass
M. M aminarinin 0 Professiongd Sookathas
ML Otner Rakavant Acivites

V. TEACHING

O Coursas Taught___
F. Teaching Bvalustiors.
Q. Onatmparsan’s Summary of Courss Evaluations §
£ Tasching Fartfalla Gegarats submission to tha Fartal

ot Thee enell of the FAF IFRIOR T'O CONVERSION TO gl
atthe end of the FAF PRIOR TO CONVERSION TO pefl

CERTIFICATION & SUPPORT MATERIAL

5. Cartification
T vk of Sungort Matarials

= M pou e o mamier of ihe fRTWy OF S0 Onc. ICEL EDU TOE or FHN pleage completz Fand NOT G pou s 8 mam
gfihe faculy of CFE or LIE. please compiele B and NOTF
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CHECK THE PAF with FAQ'S FIRST

[office of the Provost - MAY 2020
Directives for Perscnnel Actions
Reporting period Oct/Mov 2013-Nov 2020

i

™ ST JOHN’S
UNIVERSITY

Personnel Action: General Directives
PLEASE DELETE THIS PAGE PRIOR TO SUBMISSION OF YOUR PAF TO THE PORTAL

A draft of the entirs applicstion must be reviewed with your Chairperson ON OR BEFORE Friday October 23, 2020 in ordsr that revisions may be

made prior to submission to the Portal and before isional review. This ui the PAF s sppropriately prepared
forthe or Divi prevent , re-masting, etc., itted to the next level af review.

1. Itisthe SOLE RESPONSIEILITY of the applicant requesting this personnel action to follow the format specfied in
these instructions and be abla to verify the integrity of all datz prasented.

2. ALL EVIDENCE and information relating to this action must be included at the time the PAF is transmitted to the
Degartmental or Divisions| Personnel and Gudget Committes through the Faculty Personnel Portsl. No documents or
information may be added at a kater stage of the personnsl action process that was not cansidered by the criginal
reviewing committee. Therefore, if materials are found to be missing at any point in the review procsss, applications
may be raturned to the lower level committses for reconsideration. In order to avoid such errors, = draft of the
application must be reviewed and discussed with the Chairperson prior to submission to the Portal. Chairpersons
will ba asked to certify that , and offered quidance to the applicant.

3. Allinformation requested for this form s to be completed according to the diractions. Follow the promepts indicated
in the keys next to the saction. Use reverse chronalogical order where applicable.

4 All spplicants must complete the Coser Page and the Table of Comtents These pages must constitute the first fwo
pages of your application. Remove this page prior to submission to the Portal

5. Two paper copies of “T%, the index of support materials, should be placed at the front of any baxes or folders
containing written suppart material. If your support matsrial is complataly electronic this i not applicable.

6. After the Chairperson and applicant together determins the form is complete and that the support material is

compiled properly, the formshould be converted to POF format. Ask ill be availabl y jh PAF

7 Once in POF format, the PAF may be loaded onto the Faculty Fersonnel Fortal for FINAL SUBMISSION to the
(Chairperson. The Chairperson will be respansible to move the form through the portal to the first committes for
PETI. " h workshops, individual traini o

8  Once the PAF is loaded onto the Faculty Personnel Portal, the applicant must then submit three signed and dated
paper copiss o the Chairpersan. Esch copy should be signed and cerfified at the and of the PAF. Ona copy will
remain filed with the Dapartment; the other two copies will be forwarded 1o the next committee. THE THREE PAPER
COFIES are to be submitted on size 8u2” x 11 paper. CHECK ALL COPIES. Pheszse staple each form once at the top
left comer. Do not use binders or large dips.

9. The respective Chai of all persannel commi not o send out any other instructions.

Office of the Provost - MAY 2019
Directives for Persannel Actions
Reporting period OctMov 2018-Nov. 2019

ST. JOHN’S
UNIVERSITY

Personnel Action: General Directives
E PLEASE DELETE THIS PAGE PRIOR TO SUBMISSION OF YOUR PAF TO THE PORTAL

B MNOTE: The guidelines in BLUE are advisory only and provided to assist you with some of the more frequent questions
encountered

The dates mentioned in the PAF and MAY MEMO cre the suggested lost dates that these evests com occur for
timely submission to the PAF portal. 4

A draft of the entire cation must be P dl wiith Chaslrp October 25, 2019 in order that
revisions may be o and before the departmentalidivisional review. This will guarantee that

the PAF is appropriately prepared for the Departmental or Divisional review and prevent untoward delays, re-meeting, etc.
before being submitted to the next level of review.

1. Itis the SOLE RESPONSIBILITY of the applicant requesting this personnel action to follow the format specified in
thess instructions and be able to verify the integrity of all data presented.

2 ALL EVIDENCE and information relating to this action must be included at the time the PAF & transmitted to the
Departmental ar Divisional Personnel and Budget Committes through the Faculty Personned Portal. Mo documents.
or information may be added at a lste ofthe p | acti thatwas not considered by the ariginal
rewiewing committee. Therefore, if materials are found to be missing at any point in the review process, applications
may be returned to the lower level committees for reconsideration. in order to avoid such errors, a draft of the
application must be reviewed and discussed with the Chail prior to i to the Portal,
will be asked to cartify that they h d the do d offered

Follow up evidence IS permitted. If. after your PAF has been submitted to the PORTAL, you learn
that a paper, gront, efc.. that is listed s pending on the PAF hes now been occepted, please inform
yeur Chairpersan and/or Dean of this development. If possible, provide him or her with the email
ar letter confirming the ccceptonce. He or she will be permitted to present this to the committes

1 Allinformation requested for this form is to be completed according to the directions. Follow the prompts indicated
in the keys next to the section. Use reverse chronological arder i

4 AN applicants must complete the Cover Page and the Table of Contents. These pages must constitute the first two
pages of your application. Remowe this page prior to submision to the Portal.

5. Two paper copies of “T", the index of support materials, should be placed at the front of any boxes or folders
containing written support materiall I your support material i comgletely electronic this is not applicable.
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Important; USE the KEYS to assist the READER

EEY: Hemites = o7 Publicamion Thar ore
Hel b e I
Koy Fo'es
Yoo Name: BOLD = PR =temationally Posr Revkowsd . K- Research Fager Fresenter
* NP = Natlonally Peer Ravlewad A Nloferator
L] Collesque STIE (T ams fralier *® FFR = Reglonally Pesr Raviawed - 5_—5_.0,95,&5;,{03.,-] et
*  LPR=Laclly Per Reviewed O Session Organizer
s Student NG Undariine UG : ;ip -sﬁtpﬁ:ﬁ e * P Fosrar Seson Presanter
®  Student (Grad Levelt Undariine GRAD *  Oeilee guslication (5o stata) * L Grecutive Boand Member
o PR = neer reviewad procieding * O CWRCLRRINT o reRr oo et
Others 5o Indicates witi e *  FF = Tull pemer munlsned in - A Faoer presented by coleague i prour
procesdings afsence
* AP m gigtractidaoription
proteadngE

And distinguish the CURRENT & PRIOR YEARS
CURRENT YEAR PRIOR YEARS

Approximately one year’s worth of

information October/November 2023- 2001-2022 2022
November 2024 LAST VEAR'S "CURRENT OR LAST”YEAR S "CURRENT
, YEAR" — cut and paste
. YEAR" — cut and paste here
Reverse chronological order here
*  October 2024 5020-2021
« July 2024 5019-2020 2021
« March 2024 B 2020
* December 2023 2019

e
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On_or before Friday, October 25, 2024. Applicants must meet with Chairpersons to review the
personnel action form and all supporting documents to ensure it will be ready by the deadline for
submission. Chairpersons will be required to certify that they have met with the candidate, read and
reviewed the application and provided guidance at the end of the PAF. To help make this conversation
meaningful, the Chairperson and Dean should provide the faculty member with their classroom
evaluation by Friday, October 18, 2024 or soon thereafter, but not later than Friday, October
25th,

S. Certifications

a) Candidate Certification:

Certification: —

I affirm and declare the following:
1. | am the person whose name was entered on the Cover Page of this form.
2. The statements made on this application are true and correct.
3. I have not knowingly and/or willfully made false statements on this application.

Signature Date

-

I certify that | have met with the candidate, read and reviewed the application, and provided guidance with
respect to this PAF.

b) Chairperson Certification

L L PT

T. Index

Index of Support Material
Attach an index of the support material you are providing to the end of this PAF. Actual support material should be completely in electronic

format.
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WINTER

CONFIDENTIAL LETTERS & WEDNESDAY’'S IN THE

Confidential Letters
*Dean must send letters and material

*Consultation with the P&B to secure
names of referees to yield 3-6 letters

*You will not know who responded/ who
couldn’t

*You will not see the letters

*The letters may not be discussed while
you are making your personal appearance
at any level of the process (while you are
in the room)

*|f you haven’t done this yet, go directly to
your Dean to discuss

Wednesday’s in the winter months - Sometimes it snows —
it is OK
*UPC meets every Wednesday end of Jan- April

* Tenure actions may begin late February or early March,
FULL professor actions go last

*|f you teach on Wednesdays we will try to avoid
scheduling you during class time

*If you will be away any Wednesdays - IT IS OK — just tell
me ASAP (LIKE NOW!)

*If your presenter is going to be away —IT IS OK — just
tell me ASAP (LIKE NOW!)




T STJomNs Interfolio

» https://signon.stjohns.edu/
i ] Office 365 % % CANVAS BIR it c\

a8 —WDegree ey 5i
Student Health Services Student Advising Report IS givepulse PAF

You are .
y STUDY V@Ls_s_ r" a V hswifi Vm LEARNING
nternational Student ybersecurity Training E Linkedin Leaming

* Follow the directions e-mailed (to all Chairpersons)

e SEEK assistance from IT— don’t wait until the last
minute
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https://signon.stjohns.edu/

a"a ST. JOHN’S TAKEAWAYS

UNIVERSITY

« Help us reinforce the “things we tell the faculty members”

« Reminders of Important dates (keep them from waiting until the
last minute)

 Look for and distribute the e-mails with the "how to" screen
shots (to candidates and to P&B members)

e Reinforce substance over worries about the form

- Neat; consistent; readable to everyone, even those in different
disciplines

«  Provide with consistent decision letters - be careful about
casually remarking on the results of a meeting, remind
committee members of confidentiality
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