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Objectives

UNDERSTAND 
PROMOTION TO FULL 

PROFESSOR

REVIEW THE 
PERSONNEL ACTION 

FORM (PAF)

REVIEW TEACHING, 
RESEARCH, AND 

SERVICE

IDENTIFY TIMELINES 
AND RESOURCES
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Personnel Action Form – a form that helps you 
organize Teaching, Research, and Service and 

demonstrates how you have met the 
requirements set out in the Faculty Handbook 

and University Statutes.

What is the Personnel Action Form (PAF)?

M
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Reviewing Guidelines

M

Faculty Handbook 
 
• Chapter 3: Faculty Commitments

• Outlines expectations for 
Teaching, Research, and 
Service 

• Generic to University life 
and customized to St. 
John’s

University Statutes

• Article 7: Qualifications and Conditions for 
Faculty Appointment, Reappointment, and 
Promotion

• Specific to Rank but broadly 
defined 

• Specific to your department, 
division, discipline
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Process and Timeline

JAN  - APR 2027
University Personnel Committee
20 members: 10 administrators 

and 10 elected faculty May 2027
PRESIDENT

May Memo & PAF 
(via Chairpersons, on 
Provost’s webpage)

Summer 2026 
• Notify Dean by June 1
• Begin working on upcoming PAF

September - October 2026
• Classroom visits
• Check in with Chairperson
• Look for instructions in your  

email

P&B = 
Department/Division 

Committee  
Chaired by Chair of 

Department/Division

CPC = College Personnel Committee
 Chaired by Dean of the 

College/School

December 2026

November 2026

START

PAF Due November 4

END
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Date of Appointment: 
Do not include contract or adjunct years of service

Nature of action:
• Promotion

Checklist: Not comprehensive, but helpful

Cover Page
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Table of Contents
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Biographical Information: A, B, C, D, E
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Biographical Information: A, B, C, D, E

TIP: Emphasis on E: What brings you here now?
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• Key word  =  PLAN (it didn’t happen yet)

• Fill out either F or G based on your 
school/college

• 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

Research: F or G and H
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What was published by November or officially 
accepted at the time you submit your PAF
• Use the key
• May create subdivisions if needed
• Record what happened SINCE TENURE, attach 

your “old” PAF as evidence

Research:  I
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• J (i) Active Role
Recognition of 
scholarship or 
professional 
contribution as 
evidenced by 
presentations

• J (ii)
Attendance at 
conferences

• Use the key
 
• Separate this 

year from prior 
years using 
reverse 
chronological 
order

• CROSS- 
REFERENCE

Research: J
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• List all grants for which you 
applied: funded or unfunded.

• If funded include the dollar 
amount.

• Include the period of the grant 
award (years)

• State whether the grant is 
internal or external

• Follow up to existing evidence 
permitted (if possible, provide 
documentation in Section T)

Research: K

Dependent on discipline
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Important: Use the KEYS to assist the reader

Distinguish the CURRENT & PRIOR years

CURRENT YEAR                               PRIOR YEARS

• Approximately one year’s worth of 
information: October/November 2025 - 
November 2026

• Reverse chronological order

LAST YEAR’S “CURRENT 
YEAR” – copy and paste it at the top

• 2024-2025
• 2023-2024
• 2022-2023                      
• 2021-2022



15

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

Service: L

L (iii) Core Studies FACULTY 
ONLY
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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 do not 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

Service: M and N
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Teaching: O
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All 3 components of Scholarship (Teaching, Research, & Service), CAN overlap on occasion.

The solution is to CROSS REFERENCE them, with CARE. 

Teaching: P and Q
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Teaching: R
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Certification and Support Material: S and T
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Classroom Evaluations

It is IMPERATIVE that Chairpersons and Deans complete classroom evaluations and relay 
results to the faculty member before October 23, 2026.

Classroom Evaluations and Confidential Letters

Confidential Letters   

•  Dean will send letters and reference materials.

•  Consult with your P&B to secure names of referees to yield 3-6 letters.

•  You will not know who responded/who couldn’t, and 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.
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Interfolio (PAF Portal)
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Interfolio (PAF Portal)

• Access Interfolio via the PAF chiclet on the St. John’s signon.

• Follow the directions provided by your Chairperson.

• Seek assistance early.

• Karen Pennacchio - pennacck@stjohns.edu 

• Interfolio Support Team- 
      (833)-844-2118 or interfolio-support@elsevier.com 

mailto:pennacck@stjohns.edu
mailto:interfolio-support@elsevier.com
mailto:interfolio-support@elsevier.com
mailto:interfolio-support@elsevier.com
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• Review the Personnel Action Form and PAF with FAQs

• Review your prior (tenure) PAF

• Looking forward: University Personnel Committee 2027

• UPC meets every Wednesday during the Spring semester from the end of January to April.

• Tenure actions may begin late February or early March. Full Professor actions typically go last.

• If you teach on Wednesdays, we will avoid scheduling you during class time.

Next Steps
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