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Preparing your PAF
Years 1-5 and Promotion to Full
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OBJECTIVES

September 2023

First Year Faculty Years 2-5 Associate to FULL 

Reappointment Reappointment Promotion

New form New developments New form and/or new 
developments since last 
used the form

Where to get info Where to get info Where to get info

Important dates/deadlines Important dates/deadlines Important dates/deadlines

Teaching
Research 
Service

Teaching
Research 
Service

Teaching
Research 
Service

Getting started Continue and grow What is new since tenure?

“old” PAF will be attached 
to the end of this form as 
Support Material
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• Personnel Action Form – a FORM to be completed helps you organize Teaching, 
Research and Service and demonstrate how you have met the requirements that 
are set out in the CBA and University Statutes.

• Submitted each November – but it is a year long process

• Doesn’t change from year to year (minor tweaks) 

PAF M

CBA  
• Article 9 Teaching, Research and Service 

• Generic to University life AND customized to STJ

University Statutes
• Article 7 Specific to Rank but BROADLY defined 
 Instructor, assistant professor, associate professor, etc..

• Specific to your department, division, discipline
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Collective Bargaining Agreement P.A.F. Personnel Action Form

CBA Teaching, Research and Service
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Article 7 - Statutory requirements for your position

7.02 Instructor – General
7.03 Instructor, CPS
7.04 Instructor, TCB
7.05 Clinical Instructor PHM
7.06 Clinical Instructor, SOE
7.07 Instructor, Prof. Library Faculty
7.29 Instructor, Industry Professional, CPS
7.34 Instructor, Professor of the Practice, TCB
7.38 Instructor, Industry Professional, PHM
7.42 Instructor, Institute for Core Studies

7.08 Assistant Professor - General
7.09 Assistant Clinical Professor,  SJC Psychology
7.10 Assistant Professor, CPS
7.11 Assistant Professor, TCB
7.12 Assistant Clinical Professor, PHM
7.13 Assistant Clinical Professor SOE
7.14 Assistant Professor, Prof. Library Faculty
7.30 Assistant Professor, Industry Professional, 
CPS
7.35 Assistant Professor of the Practice, TCB
7.39 Assistant Professor, Industry Professional, 
CPS
7.43 Assistant Professor, Institute for Core Studies

7.15 Associate Professor - General
• 7.16 Associate Clinical Professor, SJC Psychology
• 7.17 Associate Professor, CPS
• 7.18 Associate Professor, TCB
• 7.19 Associate Clinical Professor, PHM
• 7.20 Associate Clinical Professor SOE
• 7.14 Associate Professor, Prof. Library Faculty
• 7.31 Associate Professor, Industry Professional, CPS
• 7.36 Associate Professor of the Practice, TCB
• 7.40 Associate Professor, Industry Professional, PHM
• 7.44 Associate Professor, Institute for Core Studies

7.22 Professor – General
7.23 Clinical Professor – Dept. of Psychology
7.24 Professor - College of Professional Studies
7.25 Professor – The Peter J. Tobin of Business

What does teaching, research and service look like for you?
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CBA § 6.03

FACULTY DRIVEN 
PROCESS

Deans, Provost: 
support, promulgate
facilitate consistency
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THE PROCESS & TIMELINE
JAN  - APR 2025

University Personnel Committee
20 members ; 10 administrators, 

10 elected faculty
(Every Wednesday)

May 2025
PRESIDENT

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

Summer 2024 (reappointments)
• Begin working on upcoming PAF
• Move everything on last year’s form 

down

September 
• Workshops
• Classroom visitsOctober 

• Classroom visits
• Check in with Chairperson
• Look for instructions in your  

e-mail

P & B = 
Department/Division 

Committee
Chairperson – Chair of 

the 
Department/Division

CPC = College Personnel 
Committee

 Chairperson – Dean of the 
College/School

DECEMBER 2024

NOVEMBER 2024

START

PAF DUE November1
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TO START
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PAF vs…       PAF with FAQ’s
Word document PDF
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Date of Appointment: 
Do not include contract years or adjunct years

Nature of the action :
• Reappointment to the rank of Assistant 

Professor, OR
• Reappointment to the rank of Instructor and 

Promotion to the rank of Assistant Professor 
OR

• Promotion to the rank of Full Professor

Checklist : Not comprehensive, but helpful

Vote tally for committees

COVER PAGE
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Once 
document is 
complete  
NUMBER 
the pages

I. BIOGRAPHICAL INFORMATION: 
A,B,C,D,E

II. Research: F/G, H, I, J, K

IV. Teaching, O,P, Q, R

CBA & Statutory Requirements are aligned  
(slide 4)

with THE PAF’s Table of Contents

III. Service: L, M, N
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IV. TEACHING INSTRUCTIONS
       O, P, Q and R

REVISED PAF 6-12-23
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NO changes from the last few years

TIP: Promotion to full = Emphasis on E:  What brings you here now?
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II. RESEARCH: “F” or/ “G” H (i) (ii)(iii)

• key word  =  PLAN It didn’t happen 
yet

• EVERYONE FILLS OUT EITHER F or G, 
NEVER BOTH!

• 2-3 paragraphs at most (narrative)

H (i) describe 

actual/tangible
Research or 
projects 
• just starting,
• in progress,
• almost ready 

for submission

H(ii) chronological 

list
What is 
submitted but 
NOT accepted 
YET – you just 
haven’t heard 
either way



15

II. RESEARCH :  a continuous CYCLE: F/G, H, I, J K
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What was  
• ACTUALLY published by November or, 
•   OFFICIALLY accepted
AT THE TIME YOU SUBMIT THE PAF

• Use the key
• May create subdivisions if needed

II. RESEARCH:  I

First or second year applicants 
fill out only if applicable 

otherwise put N/A

Years 2-5 
Keep building your PAF

FULL Professors
Record what happened SINCE 

TENURE,’
Attach your “old” PAF as 

evidence

TIP: Promotion to full



17

• J (i) ACTIVE ROLE 
Recognition of scholarship 
or Professional contribution 
as evidenced by 
presentations

• Invited
• submitted

• J (ii) ATTENDANCE
Attendance at conferences

• Use the key
 (a lot of options)

• Separate this 
year from prior 
years using 
reverse 
chronological 
order

• CROSS 
REFERENCE

II. RESEARCH:  J (i) (ii)

First or second year 
applicants fill out only if 
applicable otherwise put 

N/A
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•List all grants for which you 
applied: funded or 
unfunded.

•If funded include the $ 
amount.

•Include the period of the 
grant award (yrs.)

•State whether the grant is 
internal or external

•Follow up to existing 
evidence permitted (if 
possible w/ documentation 
in T)

II. RESEARCH: K

Dependent on discipline



19

Important: USE the KEYS to assist the READER
TIPS

And distinguish the CURRENT & PRIOR YEARS

CURRENT YEAR                               PRIOR YEARS
Approximately one year’s worth of 
information  October/November 2022- 
November 2023

Reverse chronological order
• October 2023
• July 2023
• March 2023
• December 2022

2021-2022
LAST YEAR’S “CURRENT 
YEAR” – cut and paste here

2020-2021
2019-2020 

2022
LAST YEAR’S “CURRENT 
YEAR” – cut and paste 
here

2021
2020
2019 

OR
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L (i) 
• some items can be 

placed in the Teaching 
Portfolio and listed here. 

• Cross Reference

L(ii) if it is redundant 
you should not 
include it – looks 
PADDED.

L (iii) ICS FACULTY ONLY –
Everyone else please 

delete

L : (i) ,(ii) , (iii)
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For M:
List or a grid

• Pattern of scholarly growth
•  offices held

For N
Items that are helpful to your statutory 
requirements but didn’t have their own section 
on the PAF

• Doesn’t fit in sustained service
• Something specific to your discipline 

(highlight it with section E
• To establish the reputation of a FULL 

Professor
NOT A THROWAWAY - IT IS IMPORTANT

TIP: Promotion to full
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IV. TEACHING

O,P, Q, R

NOTE: Years 3-5

The  grid was relabeled 
for better clarity 
REPLACE THE OLD 
GRID WITH THIS ONE
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IV. TEACHING

O,P,Q,R

All 3 Components of Scholarship 
Service, Research & Teaching, CAN 
overlap on occasion.

The solution is to CROSS 
REFERENCE them, with CARE. 
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IV. TEACHING

O,P,Q,R
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S=certifications T=support material
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UPLOADING TO INTERFOLIO (PORTAL)

• https://signon.stjohns.edu/

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

• SEEK assistance from IT– don’t wait until the last 
minute

https://signon.stjohns.edu/
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A PEEK AT THE PORTAL



PROMOTION TO FULL:
CONFIDENTIAL LETTERS  & WEDNESDAY’S IN THE 
WINTER
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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)

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

•If 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!)



29

Classroom Evaluations
“it is IMPERATIVE that Chairpersons and Deans complete classroom evaluations and relay 
results to the” faculty member before October 20, 2023

BUT WHAT IF THEY CAN’T/DON’T…

Classroom Evaluations and Confidential Letters

Confidential Letters   PROMOTION TO FULL:

 
How do I know if my confidential letters are in…..

IF YOU HAVEN’T HEARD ANYTHING…

EVERYONE
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1st years 
 Download the form, 
 Download the PAF with FAQ’s

Years 2-5
 PAF with FAQ’s
 Move items in the 2022-23 into “past years”

Promotion to Full
 Download Form and PAF with FAQ’s
 Find “old” PAF 

Where do I start?
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