
HHD PIF Checklist v2015 

 
 

Professional Information File (PIF) Checklist 
 
 
Name:   
 
Department:   
 
Probationary Year:   
 
Years of Service Credit:   
 
The following information must be included in the PIF and updated each year: 
 
  1.0 Table of Contents of PIF – 2 copies 

(1 copy in binder, 1 additional copy in binder pocket) 
Include Table of Contents of Appendix if applicable 

 
  2.0 Copy of College of Health and Human Development Personnel Policies and 

Procedures 
 
  3.0 Copy of Department Personnel Policies and Procedures 

Include copy of Section 600 if applicable 
 
  4.0 Curriculum Vitae – 7 copies 

(1 copy in binder, 6 additional copies in binder pocket) 
 
  5.0 Narrative Summary Statement (maximum 2 pages, 12-point font) 
 
  6.0 Teaching Effectiveness and Direct Instructional Contributions 

Include a narrative summary, complete list of courses taught, and evidence 
of teaching effectiveness. 

 
  7.0 Contributions to the Field of Study 

Include a narrative summary, evidence of scholarly and creative work 
including complete citations and hard copies of published work, and a co-
authorship disclosure form for projects with more than 1 author. 

 
  8.0 Contributions to the University and Community 

Include a narrative summary, plus any substantive evidence of contributions 
to the University and community. 

 
Please note that the following documents do not need to be included in your PIF as they are available in 
your Personnel Action File (PAF) housed in the College of HHD Dean’s Office: 

 Your letter of faculty appointment 

 Past years letters of recommendation from the Department Personnel Committee, Department Chair, 
College of HHD Personnel Committee, College of HHD Dean, and Provost or President 


