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Instructions for Faculty:  Please remove these cover pages before submission/upload to FIDO.


The Faculty Personnel Action Form is a critical component of your (the candidate’s) application for reappointment, Certificate of Continuous Employment (CCE), tenure and/or promotion. What you share in this form shows your department Personnel & Budget (P&B) committee and College Faculty Personnel Committee (FPC) what you have accomplished in teaching, service, and scholarship (as appropriate to your role). Use this form to clearly explain and highlight the contributions you are making to the college and to your field, in your own voice. 

The Faculty Personnel Action Form is not the same as a CV. It is a cumulative document that is revised and updated annually and is submitted for consideration during the reappointment, tenure and promotion processes, documenting your accomplishments and achievements since your appointment to your current rank. For example, you will add and/or update your scholarly achievements each year for a full record of all works over time. The focus will be on work since your appointment or most recent promotion.


[bookmark: _Hlk221034352][bookmark: _Hlk221034479][bookmark: _Hlk225273323]Candidates:  Carefully review the Faculty Personnel Process Guidelines (FPPG; under Helpful Links: https://www.jjay.cuny.edu/about/senior-leadership/academic-affairs/faculty-services/full-time-faculty), particularly sections I.B. Faculty Personnel Action Form and III. Guidance for Candidates and Personnel Committees. They provide extensive and useful information that will help guide and support completion of this form. 

For each section, provide the requested information. The goal of each question is to provide an opportunity for you to share your achievements and contributions in that area. However, please try to avoid repeating the same information in multiple locations.  When the same activity could be considered mentorship or service, for example, it is best to choose one location and describe it well in that location on the form. 

Note that the order of the items requested does not reflect a prioritization or significance of the items. Information relevant to all candidates is requested first.






Section I:	Submission date and background information.

Section II: 	Teaching. We are expected to achieve effectiveness as teachers, librarians, counselors and/or mentors, and this can involve growth/improvement over time. In this section, list courses taught or librarianship responsibilities. Then, briefly summarize evidence of your effectiveness and efforts to improve. Use the types of evidence outlined in the FPPG (e.g., peer and student evaluations; professional development; pedagogical changes; student learning/success). 

Section III:	Service. List your individual service and leadership activities across domains (dept, college, etc.) with dates – and briefly describe your individual key activities, contributions, and/or accomplishments as appropriate.

Section IV:	Scholarship/Creative activities. List your published/completed works and presentations in the appropriate areas, as well as works in progress. Refer to the FPPG for where works at different stages of completion should be listed.

Section V:	Honors, Prizes, Awards (item 24) and Other Relevant Activities (item 25). Share any relevant achievements or activities. 

[bookmark: _Hlk221034659]Section VI:	Self-evaluation. Address and reflect on your activities and accomplishments and how they contribute to the success of your students, your department and/or the college. You might address significant aspects of teaching and/or mentorship (e.g., what you tried, how it worked, how you adapted or experimented, your philosophy), service, and scholarship that reviewers might not understand; how your scholarship satisfies department/disciplinary criteria; any extraordinary circumstances; your plan for the coming year (pre-tenure/CCE); or, when applying for tenure or promotion, a summary of accomplishments and contributions since initial appointment at John Jay or since your last promotion.

Again, carefully review the Faculty Personnel Process Guidelines (FPPG; under Helpful Links: https://www.jjay.cuny.edu/about/senior-leadership/academic-affairs/faculty-services/full-time-faculty) for additional information to guide and support completion of this form.  

SECTION I:  BACKGROUND

1.	Date:    

2.	Name:     
   
3.	Department (If assigned to a secondary department/program, list both; e.g., Math/SEEK, Psychology/English): 

4.	Date of first JJC appointment on CCE or instructor or tenure bearing line:    
					            
5.	Present Rank:   
 
6.	Effective Date of Present Rank:   

7. 	Master’s Degree:   

8.	Master’s Thesis Title:   

9.	Doctorate:    

10.	Dissertation Title:    

11.	Progress toward doctorate (if not completed):    

12.	Doctoral Dissertation Advisor or Sponsor:    

13.	Summary of Previous Employment (in reverse chronological order):    


SECTION II:  TEACHING
List below your teaching/librarianship/counseling activities and/or responsibilities, provide evidence of your effectiveness in teaching, librarianship and/or counseling and efforts to improve, as well as any mentoring activities you completed. Evidence will differ, as a function of your role at the College.
Library faculty: Refer to section III.B.3 of the Faculty Personnel Process Guidelines  (FPPG) for what to include in this section.  
All other faculty: Refer to section III.B of the FPPG.  
Faculty seeking promotion to Senior (Doctoral) Lecture:  Refer to FPPG guidelines on excellence. 

14.	Responsibilities: List all courses you have taught and any special role you had in a particular course (e.g., curriculum developer), or list your librarianship responsibilities, or list your counseling responsibilities.


15.	Evidence: Briefly summarize (a) evidence of effectiveness in teaching, librarianship and/or counseling  AND (b) efforts to improve. Feel free to use lists, data, bullets. (The self-evaluation in Section V is where you reflect on your teaching and philosophy and its contributions to your department and the college.)    
 


16.	Mentoring: Describe any student mentoring activities.  


SECTION III:  SERVICE
Below, list your individual service commitments since appointment to your current rank with dates of service for each activity/committee. Be sure to indicate any leadership roles and briefly note your individual key accomplishments. For each role or assignment, provide dates of service and indicate if you received reassigned time or other compensation. 
Refer to Section III.E., Faculty Personnel Process Guidelines for guidance and expectations for service.  

17.	List your service commitments since appointment to your current rank. Provide evidence of effective service to students, department, college, and/or university and, if applicable, to your scholarly or professional community of practice.


18.	List Administrative/Leadership Assignments (e.g., Deputy Chair, Major Coordinator, Center Director, etc.)


19.	List Professional Activities:  (e.g., participation in your national professional organization; indicate any leadership roles and dates of each activity)   



SECTION IV:  SCHOLARSHIP/CREATIVE ACTIVITY
Required for all tenure-track faculty and instructors.  Evidence of scholarship is not expected or required for (Doctoral) Lecturers. If relevant or helpful, include metrics or other indicators of quality or rigor. Denote any student co-authors for any of your publications (e.g., with an asterisk).
Review Section III.C, Faculty Personnel Process Guidelines for detailed guidance. Within categories, list publications in reverse chronological order. Provide complete citations in a standard citation format, preferably APA, MLA or Turabian.

20.	Publications: 
20A.	Candidates for promotion: List only those publications released since appointment to your current rank. Candidates for tenure and reappointment: List only those publications released since initial tenure track appointment at John Jay College.  



20B.	Candidates for promotion: List only those publications released prior to appointment to current rank. Candidates for tenure and reappointment: List only those publications released prior to initial tenure track appointment at John Jay College.	

	

21.	Papers Presented / Proceedings from Conferences: 
21A.	Candidates for promotion: List only those papers presented since appointment to current rank. Candidates for tenure and reappointment: List only those papers presented since initial tenure track appointment at John Jay College.


21B.	Candidates for promotion: List only those papers presented prior to appointment to current rank. Candidates for tenure and reappointment: List only those papers presented prior to initial tenure track appointment at John Jay College.	
			

22.	List Works in Progress:  (Refer to Section III.D of Faculty Personnel Process Guidelines, Glossary for Reporting Status of Publications and Work in Progress).  
 	


23.	List Grant Activity (successful and pending):    





SECTION V:  HONORS, PRIZES, AWARDS, AND OTHER RELEVANT ACTIVITIES
List honors, prizes, awards and any other relevant professional activities, as appropriate.


24.	List Honors, Prizes, and Awards with corresponding dates:    




25.	List any other activities considered relevant:    




SECTION VI:  SELF EVALUATION
All candidates:  Use this section to go into greater depth to self-evaluate your teaching, librarianship, mentorship, counseling work, service and/or scholarship listed above. You might address significant aspects of your teaching or service, describing or summarizing successes, provide context for evaluators about your scholarly work, and indicate plans for the coming year, for example. Refer to Section I.B and Section III of the Faculty Personnel Process Guidelines (FPPG) for detailed guidance.   
Maximum length: 5 pages, single spaced (=2500 words) 
 

26.	SELF EVALUATION:   


_________________________________
   (Signature)
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