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Goals and Outline
The goal of this sessions to provide best practices for completing 
retention and promotion eWPAFs

We will review:

• Terminology and acronyms
• Primary retention “groups” and timelines
• Process Changes - Gdrive submissions
• The sections of the PDS

• View examples of best practices for formatting information in the PDS 
sections

• Top tips from the UFPC
• PDS examples from prior years
• Answer questions



A Performance Review of Probationary Faculty Occurs Every 
Two Years

• An eWPAF is prepared, now submitted in Google Drive

• Documentation for all Teaching/Librarianship, Scholarship and 
Creative Activities and Service is included

Year 1 Year 2 Year 3 Year 4 Year 5 Year 6

Modified 
Performance 
Review/ 
Periodic Evaluation (PDP)

(PDP) (PDP)

Retention
Application (for years 3-4)
Performance Review
Full eWPAF

Retention
Application (for years 5-6)
Performance Review
Full eWPAF

Tenure and 
Promotion Application
Performance Review
Full eWPAF
(effective year 7)



Definitions

• Appendix J –Faculty Handbook (Contains all faculty personnel policies and 
procedures for retention, tenure and promotion

• PDP – Professional Development Plan

• PDS – Personnel Data Sheet

• WPAF- Working Personnel Action File (Contains all required forms and 
documents, candidate generated materials, evaluative materials, and 
recommendations )

• Interfolio (File management software)

• IUPC - Initiating Unit Personnel Committee

• CPC - College Personnel Committee

• UFPC - University Faculty Personnel Committee

https://aavp.humboldt.edu/sites/default/files/appendixj-revised_may2021.pdf


Groups submitting a full WPAF (aka portfolio)

• Faculty are assigned group numbers based on their year 
and what step of RTP process they are in

• Can be seen on the personnel action dates document
• Group III. RETENTION (REAPPOINTMENT) FOR PROBATIONARY 

FACULTY (PERFORMANCE REVIEW)
• Group V. RETENTION WITH TENURE/PROMOTION – INCLUDES 

EARLY TENURE PERFORMANCE REVIEW 
• Group VI. PROMOTION OF TENURED FACULTY
• PERFORMANCE REVIEW



Timeline/ Important Dates 

Personnel Action Dates Administrative Memorandum

Files due to IUPC
• Group III (retention)- August 22, 2024
• Group V (promotion/tenure) - September 24, 2024
• Group VI (promotion to Professor) - October 31, 2024

Files Close (Gdrive closed to changes)
• Group III (retention)- August 29, 2024
• Group V (promotion/tenure) - October 1, 2024
• Group VI (promotion to Professor) - November 7, 2024

https://drive.google.com/file/d/1aGTYoc0fSEYfdpyaj2nniKcmYpxmEdhy/view?usp=sharing


Dates of All Levels of Review May Be Found 
in the Personnel Action Dates

https://pmc.humboldt.edu/portal/2023-2024-faculty-personnel-action-dates

https://pmc.humboldt.edu/portal/2023-2024-faculty-personnel-action-dates


Getting Access to your WPAF
You will receive and email notifying you that a Google drive folder has 
been created and shared with you.



Organization of the WPAF

• A folder has been created for each “section” of the WPAF
• Instructions for what documents and how the files should 

be named are included in each section folder



Let’s Take a 
Look at What 
the WPAF 
Will Look Like 
In Google 
Drive



Changes to the Naming Conventions

• Due to the way Google drive orders documents, the year 
must now be listed first, followed by the month and day

Evaluative Letters  
Date, Last Name of Letter Writer, Document Description, 

Area(s) of Performance Addressed - 2023-11-15 Rock Letter - 

Teaching

Course Evaluations  

Date, Semester, Year, Course, Course Name  

2024-5-15 Spring 2024 SOC 104 Introduction to Sociology

•



Sections of the WPAF 
Section 1. Index of Supplemental Materials (required by the CBA)

Section 2. Appointment, Promotion, and Leave Documentation (appointment letter, 
retention documents, letters from previous performance reviews, periodic evaluations…)
Section 3. IUPC Policies and Procedures and Departmental RTP Criteria and Standards
Section 4. Personnel Data Sheet (PDS) and Professional Development Plan (PDP)
Section 5. Letters from Personnel Committees and Administrators (empty)
Section 6. Collegial Letters (from faculty and professional contacts)
Section 7.Student Letters and Course Evaluations
Section 8. Non-Evaluative Evidence of Scholarship or Creative Activities (thank you 
letters, contracts, programs that include your name, etc.)
Section 9. Non-Evaluative Evidence of Service (thank you emails, certificates of 
participation, etc.) 



Section 4 Includes the Personnel Data Sheet 
(PDS) 

The Personnel Data Sheet is the document that will take the 
most time when building your WPAF. This includes all of your 
commentary and discussion on Teaching/Librarianship, 
Scholarship and Creative Activities, and Service



Personnel Data Sheet Tips
• Use the template (included in the section 4 folder) and follow the 

directions (remove directions!)
• Cite accomplishments once but cross reference as appropriate
• Insert evidence in WPAF Sections 7, 8 or 9 as appropriate
• Always present in reverse chronological order
• Present data in tables
• Self evaluate!



UFPC’s Top 11 List for Preparing a Successful WPAF
1. Know your department’s RTP standards
2. Self rank according to departmental standards 
3. Provide evidence of self ranking (letters, papers, conference programs, etc.)
4. A summary table of accomplishments in areas of Scholarly/Creative Activities 

and Service is useful; include criterion (e.g., Category I, Type I, etc.) from 
standards, what you did to meet criterion, and include totals (e.g., points, 
activities, hours, etc.) per standards

5. Develop a system for tracking accomplishments according to WPAF Sections
6. Work with IUPC to identify students to write letters and external reviewers
7. Work with IUPC to ensure they arrange collegial observations
8. Observe your colleagues teaching/librarianship
9. No need to produce line graphs or reproduce student evaluation data in 

elaborate tables; all reviewers should be reviewing student evaluations (related 
note: do not collapse mean item scores for a class into a mean of means→ it is 
meaningless!)

10. Focus your energy: you don’t have to be excellent in both Scholarship/Creative 
Activities and Service

11. Seek out a PDS mentor

https://www.humboldt.edu/academic-personnel-services/faculty-evaluations/departmentunit-rtp-criteria-and-standards


Personnel Data Sheet Tips
• Use the template and follow the directions (remove directions!)
• Cite accomplishments once but cross reference as appropriate
• Insert evidence in WPAF Sections 7, 8 or 9 as appropriate
• Always present in reverse chronological order
• Present data in tables



Sections of the PDS- Teaching Effectiveness

• Teaching Effectiveness
• Table of courses taught with associated WTUs
• Teaching philosophy

• Comment on innovative teaching pedagogy
• Demonstrate commitment to equity and inclusive teaching 

strategies
• Ex: Equity outcomes for courses analyzed in reflections
• Ex: Inclusive pedagogies described in Teaching Philosophy

• Summary table of numerical scores from teaching evaluations 
(do not calculate means of means!)



Sections of the PDS- Teaching Effectiveness 
continued

• Teaching Effectiveness
• Course descriptions and reflections 

• Only need to describe the course once 
• Reflect on student evaluations and course outcomes as 

appropriate, especially low numerical scores and 
constructive student and peer feedback

• Table of departmental requirements and how you satisfy those 
requirements

• Professional development activities
• Summary of release time



Self Evaluate According to the Requirements in the Departmental 
RTP Criteria and Standards



You may 
also choose 
to provide a  
summary 
table of 
numerical 
scores from 
student 
evaluations



Sections of the PDS- Scholarship and Creative 
Activities
• Scholarly and Creative Works

• List all scholarly/creative activities, such as publications, 
professional presentations, exhibitions, recitals, 
demonstrations, etc 

• Table of departmental requirements and how you satisfy 
those requirements

• optional- research philosophy, involvement of students 
in research and scholarly products



A table is an 
excellent way to 
self evaluate 
according to the 
Departmental  
Criteria and 

Standards  



Sections of the PDS- Service
• Service
• KNOW how your department measures service! Hours? 

Category contributions? Points System?
• Description of service responsibilities (type/level of service 

(university, college, profession, community), the period of 
service, amount of time)

• Note intended audience
• Always include the duration of the service
• Consider using a table of departmental requirements and 

how you satisfy those requirements



PDS Examples

These persons generously agreed to share their PDS documents. These 
should only be used for reference purposes. Nothing should copied 
from these documents. 

Example 1

Example 2

Example 3

(found on the APS website here)

https://www.humboldt.edu/sites/default/files/academic-personnel-services/2024-07/samplepdsaredacted.pdf
https://www.humboldt.edu/sites/default/files/academic-personnel-services/2024-07/samplepdsbredacted.pdf
https://www.humboldt.edu/sites/default/files/academic-personnel-services/2024-07/samplepdscredacted.pdf
https://www.humboldt.edu/academic-personnel-services/faculty-evaluations/evaluation-tenure-line-faculty


Resources
Faculty Handbook Appendix J: 
https://www.humboldt.edu/academic-affairs/faculty-handbook 
APS Faculty Evaluation Website (WPAF section descriptions, naming conventions, 
templates, etc) 
https://www.humboldt.edu/academic-personnel-services/faculty-evaluations/evaluati
on-tenure-line-faculty 
Department RTP Criteria and Standards 
https://www.humboldt.edu/academic-personnel-services/faculty-evaluations/depart
mentunit-rtp-criteria-and-standards 
Personnel Action Dates 
https://www.humboldt.edu/sites/default/files/academic-personnel-services/2024-08/v
paa24-012024-2025personnelactiondatesufpc-signed.pdf 
UFPC Website and Annual Letter https://senate.humboldt.edu/ufpc 

https://www.humboldt.edu/academic-affairs/faculty-handbook
https://www.humboldt.edu/academic-personnel-services/faculty-evaluations/evaluation-tenure-line-faculty
https://www.humboldt.edu/academic-personnel-services/faculty-evaluations/evaluation-tenure-line-faculty
https://www.humboldt.edu/academic-personnel-services/faculty-evaluations/departmentunit-rtp-criteria-and-standards
https://www.humboldt.edu/academic-personnel-services/faculty-evaluations/departmentunit-rtp-criteria-and-standards
https://www.humboldt.edu/sites/default/files/academic-personnel-services/2024-08/vpaa24-012024-2025personnelactiondatesufpc-signed.pdf
https://www.humboldt.edu/sites/default/files/academic-personnel-services/2024-08/vpaa24-012024-2025personnelactiondatesufpc-signed.pdf
https://senate.humboldt.edu/ufpc

