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Goals
Returning Attendees New Attendees

• Overview of purpose and goals
• Three smart sentences…
• Share how to get more help

• Refresh key points
• Highlight new information
• Share tips and resources

Presenter
Presentation Notes
Slides available afterward

Please use raise hand for questions or put in the chat and Brittany will make sure we address.




Key Questions

Who needs 
external 

reviewers?

What’s the 
role of 
annual 

reviews?

What’s 
new?

How do I 
get my 
lists?



Agenda

Introductions

Faculty Appointment Systems and 
Expectations

Dossier Expectations

Review Process and Timelines



Introductions

Presenter
Presentation Notes
We are a community with a shared purpose and a deep reservoir of detailed knowledge.  The content is always changing, as are the technological tools available, so we all need to be part of that community and work together on this process, making it more efficient and equitable. 
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Departmental RPT Teams
• RPT Staff Representatives
• RPT Committee Chairs
• Department Administrators

Presenter
Presentation Notes

Cameras on for introductions if you can.

Name, Role, Department, how long you have worked on RPT in your current role and overall



Faculty Appointments
CHM Faculty Appointment Systems



Promotion as an 
Expectation

Scholarship

Instruction
Service

Dissemination

Leadership

Promotion criteria are how the academic 
community articulates its vision for the 
faculty role.

Presenter
Presentation Notes
All members of the CHM faculty are expected use the promotion process as a framework for the pursuit of excellence across mission areas of the university, in the areas appropriate to their appointment.

The provost establishes a vision for the work of academics at the university. College criteria ensure consistency in the expectations across departments, within the shared mission areas of the college. Departments must incorporate college and university criteria into their reviews, but they may also have some higher or more specific expectations. Currently, some do, and some do not.
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Presenter
Presentation Notes
We will focus today on the systems and actions where there currently is a college-level peer review process: TS, HP, FT, RS and NP promotions, and TS reappointments. 
HF promotions will also include a college-level peer review process, but details are still being negotiated. 
AS promotions and HP and NP reappointments also require peer review at the unit level but only dean review at the college level; we will talk more about those later in the year due to their differing timelines. 
CA promotions are conducted according to department bylaws and require only dean review at the college level.

Aside from the tenure system faculty and some academic specialists in continuing system appointments, all these systems are fixed term appointment systems. This means they have a specified end date and require action for reappointment at the end of that appointment. There are different criteria for different types of fixed term faculty (HP, FT and NP); be certain that you and the faculty know their appointment system and the promotion criteria that apply.








Clinical/Adjunct Faculty
Clinical/Adjunct 
NON-PREFIX

Professor

Associate 
Professor

Assistant 
Professor

Clinical/Adjunct 
PREFIX

Clinical /Adjunct 
Professor

Clinical/Adjunct 
Associate 
Professor

Clinical/Adjunct 
Assistant 
Professor

Clinical/Adjunct 
Instructor

• Prefix faculty volunteer their services.
• Their primary income is typically outside 

MSU.
• Five years in rank is typically required for 

promotion.
• Promotion also requires evidence of 

successful past service to MSU and details 
of intent to continue.

• Must use “Clinical” or “Adjunct” prefix when 
referring to their MSU appointment in CV, 
email signature, business card, etc.

• Non-prefix faculty are deeply involved in 
the college across mission areas.

• They devote at least 20% of their time to 
the college and meet at least one of these 
eligibility criteria:

1. Official administrative position (e.g., 
clerkship director, course director).

2. Paid by CHM-affiliated or 
sponsored residency as core 
faculty or administrator (e.g., 
residency director).

3. Engaged in a meaningful, 
collaborative research relationship 
with the college.

• Five years in rank is typically required for 
promotion.

• Promotion criteria are almost identical to 
Health Programs, the MSU-paid clinical 
faculty.

• May drop the “Clinical” or “Adjunct” prefix.

Presenter
Presentation Notes
Sometimes called “community-based faculty” which is true within our college, but not how they are referred to in university policy. We also have paid faculty based in different communities.

Sometimes called “no-pay” faculty which is also true in the sense of not getting an MSU paycheck for this work, but (1) some of the non-prefix faculty do get paid indirectly by us for it and (2) there are other kinds of no-pay faculty in the college that are not appointed in the clinical/adjunct system.

Sometimes called “fixed term” faculty, and it is true they are appointed for a fixed term, i.e., with an end date. The “Fixed Term” suffix will also appear with their rank in MSU records (e.g., EBS, MSU People Search). But they are not appointed under the rules of the fixed term faculty system, and we do not apply CHM fixed term faculty promotion criteria and procedures.



MSU CHM faculty with primary 
appointment in the CHM

N=755

4700+ 

Clinical/Adjunct Prefix

Last updated 11/15/2022
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834
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90

Tenure System - 30

Tenured - 73

Health Programs - 79
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Research - 8

Academic Specialists - 34

Clinical/Adjunct Non-prefix - 303

Research HFHS - 90



Expectations by Appointment System
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Presenter
Presentation Notes
Faculty in most categories must meet some stated expectations in all areas of the mission. Within the scope of today’s discussion, the exception is research system faculty, whose efforts must be confined to the research mission by university rule.

Criteria vary by appointment system and by rank sought. Criteria should be weighted by reviewers according to effort allocation. Individual fixed term faculty have an area of focus based on their job duties and effort allocation, and there are separate criteria documents outlining the expectations based on their primary area of focus. All fixed term faculty must still meet some basic expectations in instruction, research and some form of service to be promoted. 

For all faculty, having a clear position description and revisiting that description annually to ensure duties and effort allocation are aligned with unit, college and university priorities is an essential part of the process of working toward promotion. Faculty should be provided the department and college criteria for promotion in their appointment system at the time of appointment and review those with their supervisor annually. 



Time in Rank for 
Seeking Promotion
Question:
What is “several years”?

Appointment Type Time In Rank
Tenure System 
Probationary Faculty 5 years*

Tenured Faculty approximately 5 
years

HP, FT, RS, NP, CA 
Faculty

approximately 5 
years

Academic Specialists
• Specialist Continuing
• Specialist Fixed Term

4.5 years**
60+ FTE months***

Presenter
Presentation Notes
The expectation is consistent: faculty should be able to demonstrate about five years of “sustained excellence” to be eligible for promotion. Considerations for applying effort at other institutions or in other appointment systems can be made, as can considerations for a shorter review period, provided the demonstrated excellence and impact is on par with the expectations in that system for the typical time in rank. Both the faculty member and the department chair must clearly provide rationales for such consideration in the dossier.

* Tenure system faculty with an initial appointment at the rank of assistant professor, and without a COVID-19 or other extension, must submit materials for promotion after five years.
** Academic specialists in the continuing appointment system without a COVID-19 or other extension must submit materials for promotion during the fifth year.
***Academic specialists in the fixed term appointment system may not be promoted until they have served 60+ FTE service months.



Required Action Timelines
• TS

• HP and NP
• Reappointment peer review in the final year of the appointment

https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/promotion/index.html

Presenter
Presentation Notes
This is the general picture, not accounting for the COVID-19 extension or other extensions.  For further explanation, see the Tenure System page in the Promotion and Tenure section of our website.

Specifically for this year: if a tenure system faculty member has an end date of August 15, 2025, they must undergo review in 23-24 (the year before the final year of their appointment).

We are working with HR on an improved process for NP reappointment, more in the late summer.

https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/promotion/index.html


Tenure Timeline and Extensions
• Automatic COVID-19 extension for:

• All faculty in probationary appointments during March 2020
• All faculty hired into probationary appointments through August 15, 2023

• May be used in first or second probationary period
• May be waived; consequences for unsuccessful review vary

• Other extensions
• Some are automatic
• Some must be requested by the faculty member and approved by UCFT

Presenter
Presentation Notes
COVID-19 extension is automatic for those in probationary appointments, currently through a hire date of May 15, 2023.
Other automatic extensions are directly related to HR data such as leaves of absence, part time employment below 50%, visa status, awarded as the outcome of a grievance, etc.
Faculty must request extensions for family-related reasons, to take on special assignments, or other extenuating circumstances, and must obtain chair and dean support.

Contact our office with questions or for support with processes for requesting or waiving extensions.



https://hr.msu.edu/ua/promotion/faculty-academic-staff/index.html
https://hr.msu.edu/ua/promotion/faculty-academic-staff/guide.html#extending


How do I get my 
lists?

Presenter
Presentation Notes
We wish there was an easier answer to this…

We are constrained by some university-level processes that delay the production of centralized lists until November. Of course, by then your work is basically done.

There is no university system in which you can look up the full timeline for each tenure/continuing system faculty member, so it is important to keep good records for faculty locally.  There are some reports that can help you piece things together or triangulate your own records, but they are not comprehensive.

For your HP and NP faculty, you regularly receive reports from the college that include current appointment end dates; these are your best source.  Let us illustrate…





Tenure System
• Use the EBS Reappointment, Promotion & Tenure system

• Must use an Incognito/Private window (Edge or Firefox)
• Go to "Reappointment Promotion & Tenure" section, probably at the bottom

What’s 
new?

Presenter
Presentation Notes
Each year around May 1 the preliminary list of probationary end dates is loaded into the RPT reporting tools in EBS. From this you can see the list of who the U believes has a required action in the upcoming cycle.  You probably need to know this before this date, however. We’ve asked for it to be earlier, but because it is a static data pull the provost’s office does not want to do it any earlier than this. 

The best way to see a list of ALL your tenure system faculty is to use one of the reports from the previous year. Report C is most efficient; it lists all tenure system faculty in your department (regardless of rank) EXCEPT those who were first year faculty in the past year. You could cross reference with Report G which includes all TS faculty not already at professor rank who did not undergo a promotion action last year – it would help you double-check your list of first year faculty.  Both include the end date for any probationary faculty as of the data load for the last cycle (November 2022). If someone has an end date in 2025, they must undergo review in the 23-24 cycle.

All is to say, you need to keep track of this; there is no one place to always draw an up-to-date list. Send us questions if you have them. If you think changes are needed, contact us ASAP.



Health Programs 
and Non-prefix
• Refer to Form HP-B or NP-B 

(Documentation of Annual 
Review) from the previous 
year

• Note Primary Assignment 
End Date

• Must review anyone with an 
end date in 2024

Presenter
Presentation Notes
Last year’s reports for these systems are available in your Teams channel, in the Faculty Affairs – RPT team. Contact Staci and Brittany if you need access.



CHM RPT Guidance

https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/promotion/index.html

Presenter
Presentation Notes
College criteria are available by selecting the appropriate appointment system from the menu at the left, then looking under the Quick Links heading.
Departments may have additional criteria or may have specific metrics or targets for promotion within the college criteria.

TS, HP, and NP pages also include basic information about reappointment review.

Regular attention to these criteria within mentoring and performance review contexts ensures all faculty understand the expectations for promotion and how to access the process.


https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/promotion/index.html


Questions?



Dossiers
Requirements and Expectations
Promotion and Tenure System Reappointment



Components
Form on Progress and Excellence (promotion application form)
Department RPT Committee Letter
Assignment Description (for FT)
Reflective Essay
Curriculum Vitae (CV)
External Review Letters (for all promotions; not for TS reappointment)
Annual Review Letters
COVID-19 Impact Statement (optional)
Academic Portfolio

Presenter
Presentation Notes
What is a dossier?  
- A dossier is a single document compiled of each section listed, that is bookmarked and submitted as a PDF. 
- The bookmarking order is specified by the university for faculty appointment systems with university-level reviews.

What do you do? 
- Play timekeeper to ensure deadlines are met, review each component to confirm it is ready, then compile and submit.



https://humanmedicine.msu.edu/faculty-staff/faculty-
affairs/file/Promotion_Dossier_Bookmarking_Order.pdf

Presenter
Presentation Notes
The college has many resources to assist you in the RPT process, the Promotion Dossier Bookmarking Order is one of them. 

Today we will use this document to briefly walk through each of these components, starting with the Form on Progress and Excellence. This form is to be completed by the faculty candidate and reviewed by the RPT representative. One of the goals as we review, is to address common oversights we see that you should look for prior to submission. 

5-min video on bookmarking a .pdf: Three Ways to Create Bookmarks in PDFs with Adobe Acrobat - YouTube


https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/Promotion_Dossier_Bookmarking_Order.pdf


Recommendation Signature 
Page

• Date submitted by faculty
• Joint appointment 

departments with chair 
sign-off

• Review period and time in 
rank

Presenter
Presentation Notes
“Form on Progress and Excellence”
Found in our CHM RPT Guidance webpage. The provost will now insist that the most recent version be used. Please ensure your faculty know to refer to the site for the most recent version.
Even if this page is submitted by faculty and not completed by the dept RPT staff, proofread prior to sending to the college. 
Common oversights:
Date
Joint Appts
If jointly appointed in EBS but not noted on the form, we must send back.
Rank




Section IA – Votes, 
External Reviewers

• Provide outcome of 
vote. 

• Complete External 
Review Letter Table

Presenter
Presentation Notes
NOTE: The version for Health Programs (Form HP-D) does not currently include this page. Please create and insert into the dossier. The page is already included in FT, RS and NP forms available on our website.

Abstentions are for conflict of interest only – situations where a reviewer/committee member is unable to make an unbiased evaluation based on the evidence. 
 - “Relatives”= Yes COI
 - Acquaintances/Friends/Collaborators = No COI, generally

“Relatives”: persons related by blood, marriage, adoption, domestic partnership, or other personal relationship in which objectivity might be impaired
(Per MSU HR COI in Hiring policy at https://hr.msu.edu/policies-procedures/university-wide/conflict_of_interest.html)



Section II – Effort 
Allocation, Ratings

• Percentages must total 
exactly 100%

• Must be a rating for each 
area of effort AND for 
overall.

Presenter
Presentation Notes
To be completed by Department Chairperson 
Ensure percentages equal 100 and all ratings are complete. 



Section II – Summary Statements
• Chairperson/Director Statement

• Must not leave section blank or say, “see letter.”
• Insert text below prompt. 
• May also insert letter after this page if desired, but not required.

• Summary Letters
• Insert as separate pages following Section II

• Department Head (if desired, but does not replace Section II summary)
• Department RPT Committee (preferred, not required)

What’s 
new?

Presenter
Presentation Notes
NEW THIS YEAR: The provost and VP/AVP for FASA find it easier to digest the text when it is in the form, not in separate letters. If we send the dossier on without the statements, they will return.

The quality of the chair’s summary statements in sections II and III is essential to the case.  The dean’s summary is also important but typically brief and will mostly underscore points made by the chair.

At the college level, the CHM RPT Committee chairperson will provide a letter addressed to the dean.  The dean’s summary will appear below the prompt in Section II. 



Section III – Summaries by Mission Area
A. Instruction
B. Research and Creative Activities
C. Service within the Academic and Broader Community

• Note: 2 prompts to complete in this subsection
D. Additional Reporting

Presenter
Presentation Notes
Cannot be left blank
Must be provided in the body of the form
Must address the prompt

NOTE: A, B, C, D driven from TS - sections are different for HP and NP faculty





Section IV – Evidence
A. Instruction
B. Research and Creative Activities
C. Service within the Academic and Broader Community

• Note: 3 prompts to complete in this subsection
D. Additional Reporting
E. Grant Proposals

Presenter
Presentation Notes
Cannot be left blank
Must be provided in the body of the form
Must address the prompt

NOTE: A, B, C, D driven from TS - sections are different for HP and NP faculty




Section IV -
Instruction

• Reports of faculty activity 
in the Shared Discovery 
Curriculum (SDC) can be 
obtained by the person(s) 
in your unit with access to 
the Educational 
Assignment System 
(EAS).

Presenter
Presentation Notes
The table shown is directed for people who are instructors of record in campus solutions. Separate from campus solutions the Educational Assignment System (EAS) keeps track of medical education teaching assignments which don’t necessarily fit nicely into this table. 

Teaching in the Shared Development Curriculum can be listed here by semester, course number, credits, number of students, but an alternative 

Reports for faculty in the SDC can be obtained by the person in your unit with access to EAS. Put “see attachment” or similar in the notes and list all the details there. Place immediately after the page with this table. This is especially useful if the faculty member has both SDC and non-SDC for-credit teaching.

(Pics - 2) Can still use the table and complete with information, but adding text or an explanation is helpful.




Section IV -
Grants

• The easiest and best 
formatted report can be 
obtained by the faculty 
member from EBS > 
Business Intelligence.

Presenter
Presentation Notes
Do not leave blank – write “see attached” if a printout is used.

Instructions from Sponsored Programs Administration are available here.

Internal MSU awards and some externally-funded awards will not appear in the printout and must be added here.

*Anyone with an MSU NetID and password can print Proposal and Award reports that may be attached to this page. 
See Job Aid for Form D – RA028 for proposal reporting, and Job Aid for Form D – RA026 for award reporting

Link is https://osp.msu.edu/PL/Portal/416/ResourcesInitiativesandRelatedUnits. It’s picky about browsers – use Firefox for best results.



Questions?



https://humanmedicine.msu.edu/faculty-staff/faculty-
affairs/file/Promotion_Dossier_Bookmarking_Order.pdf

Presenter
Presentation Notes
5-min video on bookmarking a .pdf: Three Ways to Create Bookmarks in PDFs with Adobe Acrobat - YouTube


https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/Promotion_Dossier_Bookmarking_Order.pdf


Reflective Essay

The 
uniqueness 

and meaning 
of the 

applicant’s 
appointment

What they were 
appointed to do

Their view of 
the significance 
of what they 
have done

What they 
expect to do in 
the future

5 pages
MAX
FIRM

What’s 
new?

Presenter
Presentation Notes
NEW THIS YEAR: 5-page limit, firm

A Reflective Essay tells the candidate’s story. 
 
Verify reflective essay is only 5 pages – will be returned by provost’s office if over this limit.   


Examples are available through each system’s CHM Promotion and Tenure page. (https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/promotion/index.html)

Many faculty have limited experience or training for writing in this genre. Some applicants may benefit from writing support.  MSU Writing Center can help: https://writing.msu.edu/services/faculty-staff/



COVID-19 Impact Statement
• Optional but strongly encouraged

• Could instead be included in the reflective essay

• Should be available to external and internal reviewers

https://hr.msu.edu/ua/promotion/faculty-academic-staff/guide.html#creating-covid-19-impact-
statement

Presenter
Presentation Notes
Any COVID-19 impacts could be addressed in the reflective essay or included as a separate document. They are most important for making the case about any holes in “sustained” excellence over the review period. They are also useful for providing details about redirection of efforts to new areas, by choice or necessity. 

Should be available to external and internal reviewers
External review solicitation letters should include instruction about how to use COVID-19 statements
Department review committees should receive guidance in using COVID-19 statements



https://hr.msu.edu/ua/promotion/faculty-academic-staff/guide.html#creating-covid-19-impact-statement


Curriculum Vitae

• No required format.

• AAMC format 
recommended.

https://www.aamc.org/professional-development/affinity-groups/gfa/faculty-vitae/preparing-your-
curriculum-vitae

https://www.aamc.org/professional-development/affinity-groups/gfa/faculty-vitae/preparing-your-curriculum-vitae


Who needs 
external 

reviewers?



External Review Letters

WHAT
is an external 

review?

WHO 
needs external 
review letters?
WHO can be a 

reviewer?

WHEN
does action 
need to be 

taken and by 
whom?

WHERE
are resources 

located?

WHY 
are external 

reviews required?

https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/CHM_Letters_of_Reference.pdf

Presenter
Presentation Notes
WHAT�External review letters are not letters of recommendation! ER Letters ensure that the faculty candidate have an achievement and performance level that is comparable with faculties of peer institutions.

WHO needs external reviews?
All faculty types EXCEPT for reappointments in the Tenure System

WHO can be a reviewer?
Someone who at least hold the academic rank for which the candidate is being considered. 
Someone who represents persons other than collaborators. 
Someone who has never served as primary dissertation chair or major advisor for post doctoral research. (Existing professional relationships are not a conflict of interest.)

WHEN does action need to be taken and by whom? 
June – Dept informs faculty candidates of the ER process
July – Faculty candidate provides list of ER to department, chairperson adds 2 additional names
Candidates must not discuss their case with any prospective or actual external evaluators at any stage of the review process.
Soliciting the letters of reference and providing the materials to the referees is solely the responsibility of the department chairperson. 
Aug – Chair solicits for ER prior to Aug 1
Sept – Dept ensures ERs are received prior to Sept 1, reviews for signatures, and compiles ER in dossier for dept RPT committee

WHERE are resources located?
On CHM RPT site, under "Resources" in each faculty type (https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/CHM_Letters_of_Reference.pdf)

WHY are external reviews required?
The purpose of letters of reference is to provide evidence during the promotion review process that individuals seeking promotion have achievements and performance level that is comparable with faculty at peer institutions for the rank sought.


https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/CHM_Letters_of_Reference.pdf


Section IA

• All solicited 
reviewers.

• Provide reason 
if letter was not 
received.

Jack Smith             Yes           No         Yes

Jane Smith             Yes       No            No No reply to request.

Asst. Professor, Dept. of Medicine
State University

Director, Dept. of Medicine
State Company

Presenter
Presentation Notes

Section IA – Votes, External Reviewers



What is the role of 
annual review 

letters?



Annual Review Letters

Ensure effort allocations align 
with duties and are on track to 

meet criteria for promotion.

Provide an opportunity to 
discuss requirements for 

reporting DEI contributions.

Meet University 
expectations.

What’s 
new?

Presenter
Presentation Notes
NEW THIS YEAR: The University expects to see review documents in the completed dossier for the review period. For any missing review, include a page with an explanation of why the review is missing.

College is collecting reviews Aug 1, but department is still responsible for keeping reviews. 

Review Letters should be: 
Placed in reverse chronological order (and bookmarked by year)
Signed by chair and faculty member





https://humanmedicine.msu.edu/faculty-staff/faculty-
affairs/file/Promotion_Dossier_Bookmarking_Order.pdf

Presenter
Presentation Notes
5-min video on bookmarking a .pdf: Three Ways to Create Bookmarks in PDFs with Adobe Acrobat - YouTube


https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/Promotion_Dossier_Bookmarking_Order.pdf


CHM Academic 
Portfolio
• The U recommends, 

and CHM requires, a 
portfolio of evidence of 
the quality of the work.

• Encourage faculty to 
use templates on each 
CHM Promotion and 
Tenure page.

Presenter
Presentation Notes
Strongly recommend, dossier will be stronger with template. Will be required next year (24-25), departments can require them sooner if preferred. 

Instructions for faculty are provided at the beginning of the template. 

If you require faculty to use the template, you will get from them a Word document that:
Is organized by areas of review and criteria for the appropriate appointment system
Is partially pre-bookmarked!
Provides a brief summary of the case being made that each criterion is met
Lists the artifacts to be provided in the order that they should be presented

This will save you a ton of time! In addition, the faculty’s case for quality will be clearer to reviewers and may be more concise/have fewer pages.

See revised CHM guidance document for details.


https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/promotion/index.html


The Promotion Dossier
Form on Progress and Excellence

Position Description (for FT)

Reflective Essay
Curriculum Vitae
External Letters (for all promotions, not TS reappointment)

Annual Reviews
COVID-19 Impact Statement (optional)

Academic Portfolio

Department RPT Committee Letter

500 pages
MAX

Presenter
Presentation Notes
Black items are prepared by the faculty member
Green item is provided to the fixed term faculty member prior to their appointment and reviewed annually; in TS, HP, and NP cases it is only necessary to provide the effort allocation by percent of time in the appropriate spot on the Form on Progress and Excellence.
Orange items are added by the department prior to passing the dossier to the review committee

When submitting to the college, abide by the 500-page limit, firm. Reviewers report to our office that more pages is often not better. Depending on the rank sought and details of the appointment, an effective case can be presented in half this many pages.  Too many pages usually signals a disorganized argument for quality that is harder for reviewers to follow and assess.

Notes: 
College and university-level reviewers don’t know the candidate’s work directly and the university receives hundreds of cases each year. A well-organized portfolio along with the external and annual reviews play a large role in determining if the faculty candidate is meeting expectations for the RPT action.




Questions?



The Review Process
Procedures and Timelines

Presenter
Presentation Notes
The rest of this presentation will focus on promotion review for five faculty appointment systems: TS, RS, FT, HP, and NP. Review processes for AS and CA (prefix) can be discussed separately. 
Reappointment peer review for the tenure system faculty is part of this process
Reappointment review for HP and NP will be mentioned briefly for planning purposes; we will have a follow up on the details in the fall.




Multi-level 
Review Process

Department 
• Peer review
• Chair review

College
• Peer review*
• Dean review

University
• Office of the 

Provost 
review***

Presenter
Presentation Notes
Reviews begin in a department.

Outcome at each stage is a recommendation, passed to the next stage until the final decision is made.

ALL applications come to the college, even if promotion is not recommended at the department level. 
Final decisions are made at the university level.**

Procedural expectations at each level are influenced by the requirements and timelines of the level(s) above.  It’s the big reason we do this session – building shared understanding of the entire process to help faculty and reviewers understand and prepare for their roles. Exceptions to the pattern:
*College-level reviews for academic specialists and prefix faculty do not include a peer review process at the college level.
**Final decisions in no-pay faculty systems including the non-prefix clinical/adjunct system are made by the dean. The university expectation is that non-prefix decisions will align with decisions in the Health Programs system. 
***Final decisions in most systems are made in the Office of the Provost but final decisions that involve the award of tenure must be approved by the president and Board of Trustees.

Earlier stages of review provide opportunities for input by faculty with similar expertise and expectations.  Later stages of review are important for equity across the system and progress toward the shared vision of faculty excellence



Typical College Timeline

Obtain list of 
expected 

submissions from 
departments

Review tenure 
system materials 
for completeness 

and accuracy

College RPT 
Committee 
begins TS 
reviews

Begin dean 
reviews when 

committee letter 
is finalized

Committee and 
dean reviews 

continue with HP

TS materials due 
to U-FASA by 

last working day 
in February

Committee and 
dean reviews 

continue 

HP materials due 
to U-FASA by 

March 15

Dean/FAD meet 
with provost’s 

staff on TS cases

AS materials due 
to U-FASA by 
first working 
day in May

Provost makes 
recommendation 
on TS cases to 
president and 

Board of 
Trustees

Board of Trustees 
makes final 
decisions on 

tenure

College sends 
final notifications 

to faculty and 
chairs

Change in rank 
effective

January

2
February

3
March

4
April

5
May

6
June

7
July/Aug

8
December

1

Presenter
Presentation Notes
This timeline is driven by university deadlines and timelines for effective changes in rank (including in NP and CA cases)
TS timeline is distributed in April, but timelines for HP and AS are not shared until fall – this is based on expected info




Sample Department Timeline

2 3 4 5 6 7 8 91
April May June July August September October November December+

Department 
requests notice 

of intent for 
faculty going up 
for reappointme
nt, promotion, or 

tenure.

Faculty 
candidate 

provides intent 
to go up for 

reappointment,
promotion, 
or tenure to 
department.

Department 
provides faculty 
candidate with 
RPT process 

timeline and info
rms them of the 
external review 

process

Faculty 
candidate 

submits dossier 
materials and 
list of external 
reviewers to 
department

Department to 
solicit for 
external 

reviewers

External Review 
Letters received 
by department

Faculty candidate 
submits dossier 

materials

Department 
compiles and 

organizes dossier

Department RPT 
Committee meets 

and submits 
recommendation 

to chair

Chair conducts 
independent 

review

Chair completes 
Form on P&E, 
Sections I-III

Obtain 
chair/director 

signoffs from joint 
appointment units

Departments 
submit dossiers to 

college

Departments 
submit forms to 

college



The Call

• Department requests notice of intent for faculty going up for 
reappointment, promotion, or tenure.

• Provide all interested faculty:
• A link to CHM page with criteria, forms, and other resources
• Any departmental criteria, requirements and timelines

1April



Intent Due

• Faculty candidate provides intent to go up for reappointment, 
promotion, or tenure to department.

2May



Processes

• Department provides faculty candidate with RPT process timeline 
and informs them of the external review process.

https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/CHM_Letters_of_Reference.pdf

3June

https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/CHM_Letters_of_Reference.pdf


List & Materials Due

• Faculty candidate provides:
• List of potential “external” 

reviewers
• External Reviewer materials 

to department
• Dossier materials to 

department

• Materials for External 
Reviewers:

• Reflective Essay
• CV
• Samples of Scholarly Work (if 

applicable)
• List of Potential External 

Reviewers

https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/CHM_Letters_of_Reference.pdf

4July

Presenter
Presentation Notes
List of potential “external” reviewers. (External is in quotation marks because its meaning varies slightly by appointment system.  See the CHM guidance document)
Name
Rank/title: must be at rank sought or higher
Institutional contact information


“Samples of Scholarly Work” – Does not have to mean scholarly articles but can be how you use the accumulated knowledge of your discipline. 


NEW LAST YEAR: Dossiers must include two letters not on the list, so the chair should plan for a third potential nominee if one of the first two cannot provide a letter

https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/CHM_Letters_of_Reference.pdf


Solicit Letters

• Faculty candidate works to prepare final edits of dossier prior to 
due date

• Department to solicit for external reviewers

https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/external_ref-
letters.html

5August

Presenter
Presentation Notes
Prior to Aug 1, dept solicits external reviewers

https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/external_ref-letters.html


Complete Dossiers

• External Review Letters received by 
department

• Faculty candidate submits dossiers to 
department

• Department reviews and adds letters 
and details

500 pages
MAX

6September

Presenter
Presentation Notes
Prior to Sept 1, dept recieved external reviewers

Department adds: 
Effort allocation/position description and external reviewer details
External review letters
Annual review letters
Bookmarking







Committee Review
• Department RPT committee meets

• Schedule reviews and orchestrate votes

• Attend to DEI

• Department RPT submits recommendation to chair

• Chair conducts independent review

• Insert the letter from the committee to the chair into the dossier

7October

Presenter
Presentation Notes
Department RPT committee meets 
Allow time for provide plan for faculty to confer with committee prior to recommendation

	
Schedule case reviews and votes
By university rule, only tenure system faculty may vote on tenure system cases and voting members must be at the rank sought or above, but all faculty seated on the committee may 	participate in discussion of cases. Follow departmental bylaws and approved policies for the details.
There is no minimum number of voting members required by the university; follow departmental bylaws and policies.

Attend to DEI
Dossiers that do not describe efforts to contribute to DEI will be sent back

Department RPT submits recommendation to chair in form of a letter (We recommend including comments on DEI efforts in the letter)

Chair conducts independent review and considers committee recommendation

Dept Rep inserts the letter from the committee to the chair into the dossier








Chair Review

• Chair completes Form on P&E, Sections I-III
• Ensure DEI efforts are addressed somewhere

• Obtain chair/director signoffs from joint appointment units

8November



Submit Dossiers
• Departments submit to college

• TS: December 15, 2023
• Prepare for send-backs to be done by first working day in January

• HP, FT, RS, NP: January 15, 2024
• AS: March 1, 2024
• CA: May 31, 2024

What’s 
new?

9December +

Presenter
Presentation Notes
NEW THIS YEAR: HP, FT, RS, and NP due date from Feb 1 to Jan 15

Chairs inform individual faculty in a timely manner when their dossier has been forwarded to the dean




Submit Forms 

• TS Forms: A, B, C, G
• Submit in EBS by December 15, 2023

• HP and NP Forms: A, B, & C
• Submit in Teams by January 15, 2024

• FT and RS Form: B
• Submit in Teams by January 15, 2024

• AS Forms: A, B, & C
• Submit in Teams by March 1, 2024

9December +



Questions?



Three Smart Sentences…
• The case for “sustained excellence over the review period” is the 

faculty’s to make, and we simply want to minimize ways that the 
process will interfere with the quality of that case.

• Principles and requirements at the U level shape the process at 
the college level, which in turn shapes the department process, 
and additional specificity is expected at each level.

• Expectations, and as a result forms, timelines and resources, vary 
by appointment type.

https://www.aamc.org/professional-development/affinity-groups/gfa/faculty-vitae/preparing-your-
curriculum-vitae

Presenter
Presentation Notes
We did not talk about AS, CA or HF today, but we are happy to answer questions about those systems.  AS and CA have defined processes, while HF is still under development.



To Do List
 Review CHM criteria, forms and resources for the appointment 

systems in your department
 Determine whether your department has additional criteria and 

requirements
 Provide all faculty with department timelines for submission of 

promotion materials
• Deadline for external letter nominee list and related materials
• Deadline for final materials

 Encourage faculty to use CHM resources to prepare their 
Academic Portfolio



Upcoming
Trainings



Thank You!

Please provide feedback on this training 
session:

https://forms.office.com/r/kymBLyutM2

Contact us:

chm.fad@campusad.msu.edu

Presenter
Presentation Notes
Updated June 2023

https://forms.office.com/r/kymBLyutM2
mailto:chm.fad@campusad.msu.edu
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