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GOALS

I. Shared governance and the Personnel Process

II. Role of the chairpersons and deans

III. Meetings
a. Confidentiality, Mentoring, Personal Appearances

b. Voting and Decision letters

IV.  CBA and  MOU’s

V.  “What we tell the faculty”

VI.  Interfolio as the Portal 
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Chaired by Chair of 

dept. or division

4-5 faculty members 

Same discipline

P&B
Chaired by Dean 

College/School

4 faculty members + 

Dean

Disciplines may vary

CPC
Chaired by Provost

20 members

10 appointed 

administrators

10 elected faculty 

Disciplines will vary

UPC

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

REAPPOINTMENT 8.03, PROMOTION 8.05, AND 

TENURE 9.05     Statutes 8.03 (b), (c), (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 (c)

The UPC shall 
submit 
recommendations
…to the President 
whose decision 
shall be final
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THE PROCESS & TIMELINE

JAN  - APR 2024
University Personnel Committee

20 members ; 10 administrators, 

10 elected faculty

(Every Wednesday)

May 2024
PRESIDENT

MAY Memo & PAF 

(via Chairpersons, on 

Provost’s Web page)

Summer 2023 (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 2023

NOVEMBER 2023

START

PAF DUE November 3
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Role of Chairpersons in the PAF 

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

Guide the Faculty member & department/division 

through this process
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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

4.11 Statutes:  The Chairperson shall;

• monitor and guide 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

Role of Chairpersons in the PAF 

Process
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5.06  Statutes: College Personnel Committee Membership 

Each 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. 

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 . . . 

Prevents 
double 
voting 

The Dean and the CPC
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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 

PERSONAL APPEARANCES: WHEN?

Meetings and Personal Appearances
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POLICIES & PROCEDURES of the UPC

Presenting a Candidate
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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

“ I now move us into Executive Session for item #3”

 - ex. personnel actions (hiring, reappointment, tenure and promotion)

  - ex. develop strategies around anti-racism
  

Meetings - Confidentiality -Mentoring

 
Meeting Minutes
• Are not verbatim notes or a transcript

• Are a record of the TOPICS discussed and ACTIONS taken

Recordings of Meetings

• Minutes should not be recorded without the consent of EVERYONE in 

the meeting

How can I mentor and maintain 

confidentiality?
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Mentoring, Voting, and  . . .

No surprises 
in the 
Tenure year 
please!
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COVID MOU re:VOTING  - EXPIRED

Revert back to Section 

3.04(d) as written 
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MOU  – Reasons and Appeals for probationary faculty

8.02 (f) 

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.

2022-2025 University Statutes
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……   and Decision Letters
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New instructions

IV. TEACHING INSTRUCTIONS
       O, P, Q and R

REVISED PAF 6-12-23
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TO STARTThings we tell the faculty
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Collective Bargaining Agreement P.A.F. Personnel Action Form

Things we tell the faculty
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CHECK THE PAF with FAQ’S FIRST

Things we tell the faculty
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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

 

Things we tell the faculty
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S=certifications T=support material



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)

•If 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

•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!)
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• https://signon.stjohns.edu/

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

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

Interfolio

https://signon.stjohns.edu/
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TAKEAWAYS

• 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)

• 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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