
REAPPOINTMENT AY 2021-2022
2ND-6TH YEAR TENURE TRACK FACULTY 



INTRODUCTION 

Á Due to the COVID-19 pandemic the 
Provost office is proceeding with 
abundance of caution during this yearõs 
reappointment process and requesting 
documents be submitted electronically

Á For the first phase of the process, we 
will continue to use the same forms as 
previous years but will now submit the 
portfolio electronically 

Á All documents will be saved in PDF 
format for security and uploaded to 
Kean Google Drive

Á This yearõs process serves as a bridge to 
Interfoloio

Á Next yearõs process will be fully cloud 
based through Interfolio

Infographic pertaining to Interfolio



GETTING STARTED: FACULTY MEMBER 

Å Go to the Division of Academic Affairs webpage 

(https://www.kean.edu/division-academic-affairs)

Å Scroll down and click on Faculty Forms 



FACULTY MEMBER (CONT.)

Click on Reappointment Application 2nd-6th

Year Faculty for the application form 



Faculty do not need worry about obtaining the signatures 

themselves.  Separate documents will be provided to the 

Departmental ARTP committee members to add their 

information and e-signature directly where needed

2nd-6th Year Reappointment Application Page 1

2nd-6th Year Reappointment Application Page 4

2nd-6th Year Reappointment Application Page 18

SIGNATURES



FILLING OUT THE FORM

Å Type or copy paste information directly in the Word 

document. e.g. Page 6 request evidence for mastery of subject 

matter, if you wish to include images of your diplomas (please 

note this is not a requirement): 

Å Save the diploma as a .jpg 

Å Go to the Insert tab 

Å Click on picture

Å Select the image you wish to insert

Å Click on the Insert button



Å If you are unable to copy and paste the information 

directly in the section of  Word document (i.e. faculty 

observations), save the document you wish to include 

as a PDF and attached document separately

Å Reference the attachment in the section  

Å To ensure consistency of file organization, each 

attachment should begin with Doc # followed by the 

name of the file. 

Å Label each attachment in sequential order based on 

the order it is to appear in the application form  

Example of how to label attachmentsExample of how to reference attachments



CANDIDATEõS SIGNATURE 

Candidate may type their initials or 

insert an image of their e-initials 



SAVING THE DOCUMENT 

Å Once the entire application is compete, save 

the Word document as a PDF

Å Go to òSave as Typeó 

Å Select PDF

Å The File Name should read  as: Last Name, 

Frist Name Reappointment AY 2021-2022 

Final Version

Å e.g.  Smith, John Reappointment AY 

2021-2022 Final Version



UPLOAD ALL DOCUMENTS ONTO YOUR KEAN GOOGLE DRIVE

Å Go to Google Drive

Å Click New

Å Select Folder

Å Label Last Name, First Name, Reappointment for AY 2021-2022


