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Appointment, Reappointment, Tenure, and Promotion Recommendations

http://www.hr.msu.edu/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-recommendations

IV. ACADEMIC HUMAN RESOURCES POLICIES (Cont.)
APPOINTMENT, REAPPOINTMENT, TENURE, AND PROMOTION RECOMMENDATIONS

The Office of the Provost sends this policy annually to deans, directors, and chairpersons to assist them in reappointment, promotion, and tenure decisions.
During its annual review, the University Committee on Faculty Affairs and the University Committee on Faculty Tenure can suggest changes.

Michigan State University is a research-intensive, land-grant university of international scope. It is a member of the Association of American
Universities (AAU), whose members are recognized worldwide for the quality and breadth of their scholarship, research, and undergraduate,
graduate and graduate-professional educational programs. MSU is one of only 18 universities that are designated as both land-grant and AAU.

"Boldness by Design," announced at MSU's Sesquicentennial Convocation in September, is a new initiative that will result in the university being
recognized as the nation's leading land-grant research institution. The University is dedicated to educating tomorrow's leaders and scholars
through our undergraduate, graduate, graduate-professional and lifelong education programs. Through its faculty, MSU will create knowledge and
find new and innovative ways to extend its applications, to serve Michigan, the nation, and the international community. The faculty must infuse
cutting edge scholarship into the full range of our teaching programs. At MSU, faculty are expected to be both active scholars and student-
focused, demonstrating substantial scholarship and ability to promote learning through our on-campus and off-campus education and research
programs. The essence of scholarship is the thoughtful discovery, transmission, and application of knowledge, including creative activities, that is
based in the ideas and methods of recognized disciplines, professions, and interdisciplinary fields. What qualifies an activity as scholarship is that
it be deeply informed by the most recent knowledge in the field, that the knowledge is skillfully interpreted and deployed, and that the activity is
carried out with intelligent openness to new information, debate, and criticism.*

MSU must improve continuously. To do so requires that academic personnel decisions must result in a progressively stronger faculty — a faculty
who meets continuously higher standards that assures enhanced quality within a national and international context. This process begins with
vigorous, effective recruitment and selection of new faculty who are encouraged and helped to grow professionally. These new faculty members
are evaluated by demanding standards and required procedures for reappointment, tenure and promotion recommendations. Our policies,
procedures, criteria, and decisions on recruitment, reappointment, award of tenure, promotions, and salary changes must be guided by the goal of
enhancing academic excellence. These decisions, in large measure, will determine MSU’s reputation and prominence for many years to come.

College of Agriculture and Natural Resources, Michigan State University
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Initially, a review of the mission and goals of the University, college, and unit and their related personnel needs, fiscal constraints, and any other
relevant factors must occur to determine if the applicable position(s) should be retained even if the performance of the probationary period is
acceptable. (See statement on Non-Tenured Faculty in the Tenure System, Faculty Handbook). If so, the unit initiates recommendations for
appointment, reappointment, promotion, and tenure, following rigorous evaluation at the unit level, including peer review. All involved in these
deliberations must apply high standards of performance consistent with appropriate expectations of faculty at leading research-intensive, land-
grant universities. Faculty must be both active scholars and student-focused and must meet academic standards that assure enhanced quality of the
unit for years to come. Individual personnel actions recommending tenure should result in the improvement of academic unit quality. For
example, anyone considered for tenure should be viewed as exceptional in accomplishments in the unit and in the top echelon of peers at a similar
career stage nationally or internationally in the field or discipline. Chairpersons and directors make the unit-level recommendations. Unit-level
recommendations are subject to review and approval or disapproval at the college and university levels. Recommendations are to be based on
explicit unit criteria and quality evaluations that are consistent with college and university policies and goals.

As provided in the 1978 Bylaws for Academic Governance, the faculty, operating in the advisory mode, is to provide advice to the
chairperson/director as described in unit bylaws. Each department, school, and comparable unit is required to have procedures and criteria that are
clearly formulated and relevant to evaluating the performance of faculty members (see Statement on Non-Tenured Faculty in the Tenure System,
Faculty Handbook). The 1999 Bylaws for Academic Governance includes the following statement that is of fundamental importance:

The chairperson or director has a special obligation to build a department or school strong in scholarship, teaching capacity, and public
service. (2.1.2.1)

Chairpersons or directors make judgments taking into consideration peer evaluations and other supporting information, yet unit administrators are
responsible as individuals for the recommendations made.

Unit standards and criteria for appointment, reappointment, tenure, promotion, and salary changes must serve the objective of continuously
improving the academic strength and quality of the faculty, taking into account the mission and goals of the department, school, college, and
University. Departments/schools and colleges are required to review regularly their standards, criteria, and procedures to this end.

Assessment of faculty performance should recognize the importance of both teaching and research and their extension beyond the borders of the
campus as part of the outreach dimension. Assessment should take into account the quality of outcomes as well as their quantity; it should also
acknowledge the creativity of faculty effort and its impact on students, on others the University serves, and on the field(s) in which the faculty
member works. In many cases, faculty demonstrate excellence through individual scholarly activities. Collaborative scholarly efforts, cross-
disciplinary activities, and the integration of scholarship into the creation, application, and dissemination of knowledge are also recognized as
relevant dimensions of faculty performance.

College of Agriculture and Natural Resources, Michigan State University
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Deans independently review each recommendation for appointment, reappointment, promotion, and tenure and in each case will focus primarily
on how effectively the individual performs academic duties. They approve or disapprove recommendations, taking into account unit, college, and
university criteria and other factors such as quality, progress, resources, program needs, percent of tenured faculty in the unit, and any other
relevant university policies and goals (see below).

The Office of the Provost will review each recommendation. In each case the Office of the Provost also will concentrate primarily on the evidence
of the individual’s effectiveness in the performance of academic duties. Within this context, faculty must demonstrate substantive and sustainable
achievement in both teaching and research, and the infusion of this scholarship into outreach programs.

In addition, the Office of the Provost will consider, as applicable, the following elements, relating to quality and either individual performance or
institutional, contextual factors:

The factors that relate most closely to individual performance include, but are not limited to:

e Sufficient evidence of consistent and persistent professional improvement and effectiveness at MSU to predict continued professional
achievement and growth for the remainder of the individual's academic career.

 Evidence of actual and/or potential external competition for employment in the Committee on Institutional Cooperation (CIC)?
Universities or institutions of comparable quality.

e History of salary increases awarded the individual compared with others in the unit.

e Evidence of having met the standards of the college and department/school for recommendation of appointment, reappointment, award of
tenure, and promotion.

The factors that relate most closely to institutional, contextual factors include but are not limited to:

o Standards of the college and department/school for recommendation of appointment, reappointment, award of tenure, and promotion.

e Unit’s progress toward achieving and maintaining diversity and recognizing it in its definition of quality. The standards for progress can
be found in activities required by the University's Affirmative Action Plan, as referred to in the Academic Hiring Manual, the statement on
"Faculty Career Advancement and Professional Development: A Special Affirmative Action Responsibility" found in the Faculty
Handbook, and unit participation in diversity activities supported by departments/schools and colleges.

e Fiscal constraints.

e Extent to which program commitments require the continuation of faculty (relevant primarily for decisions on reappointments and awards
of tenure).

e Advancement of the shared university agenda, including scholarship across the mission.

College of Agriculture and Natural Resources, Michigan State University
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Deans and directors are to assure that unit administrators in their college make clear to the concerned faculty, in a timely fashion, the procedures
and criteria that they will use in making tenure system reappointment and promotion recommendations. Forms for "Recommendation for
Reappointment, Promotion or Tenure Action" outline many of the activities that are relevant to decisions on promotion, tenure and reappointment.
As stated above, "academic administrators have the special obligation to build academic units strong in scholarship, teaching capacity, and public
service". To discharge this responsibility, academic administrators must apply rigorous standards in making reappointment, tenure, and promotion
recommendations. The achievement and performance level required must be competitive with faculties of leading research-intensive, land-grant
universities of international scope (hereafter referred to as peer universities):

1. Reappointment with award of tenure: Each tenure recommendation should be based on a clear record of sustained, outstanding
achievements in education and scholarship across the mission, consistent with performance levels expected at peer universities.

a. For the assistant professor who has established such a record, the tenure recommendation is effective upon reappointment after
two accumulated probationary appointments in the tenure system.

b. For the faculty member appointed initially as associate professor on a probationary basis in the tenure system who has established
such a record, the tenure recommendation is effective upon reappointment after one probationary appointment period.

2. A recommendation for promotion from assistant professor to associate professor in the tenure system should be based on several years of
sustained, outstanding achievements in education and scholarship across the mission, consistent with performance levels expected for
promotion to associate professor at peer universities. A reasonably long period in rank before promotion is usually necessary to provide a
basis in actual performance for predicting capacity to become an expert of national stature and long-term, high-quality professional
achievement.

A recommendation for promotion from associate professor to professor in the tenure system should be based on several years of sustained,
outstanding achievements in education and scholarship across the mission, consistent with performance levels expected at peer
universities. A reasonably long period in rank before promotion is usually necessary to provide a basis in actual performance to permit
endorsement of the individual as an expert of national stature and to predict continuous, long-term, high-quality professional achievement.

Bearing in mind the University's continuing objective to improve its faculty, the unit and college must refrain from doubtful
recommendations of reappointment, tenure, or promotion. The dean must evaluate carefully each recommendation to ensure that it is
well grounded and fully justified.

'MSU Guiding Principles, February 1994; MSU Promise, 1999; Outreach at MSU: Extending Knowledge to Serve Society, October 1993.

2University of Chicago; University of lllinois; Indiana University; University of lowa; University of Michigan; Michigan State University; University of Minnesota; Northwestern
University; Ohio State University; Pennsylvania State University; Purdue University; University of Wisconsin-Madison.

College of Agriculture and Natural Resources, Michigan State University
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Faculty Reappointment, Promotion and Tenure Review at Michigan State
University

http://www.hr.msu.edu/HRsite/Promotion/Faculty/tenure/Faculty Guide for RPT.htm#Time

Overview of the Reappointment, Promotion and Tenure Process

MSU has a multi-level review process for reappointment, promotion and tenure (RPT) decisions. Recommendations for
reappointment, promotion and tenure are made in the department according to unit, college and university bylaws, policies and
procedures. Recommendations that do not involve the award of tenure are reviewed successively by the dean, the provost and the
president, who makes the final decision. Recommendations that involve the award of tenure are reviewed successively by the dean, the
provost, and the president, who makes the final recommendation to the Board of Trustees for action.

The RPT process includes the following steps:

1. Faculty member and department chairperson/school director complete their respective parts of the Recommendation for
Reappointment, Promotion or Tenure Action form.

2. External peer evaluation (letters of reference), if required by unit procedures.

Faculty member has an opportunity to confer with the department/school peer review group before a decision is made.

4. Department/school peer review group provides advice to the chairperson/director regarding reappointment, promotion and
tenure decisions.

5. Department chairperson/school director conducts an independent evaluation, taking into consideration peer evaluation, and
forwards a recommendation to the dean.

6. College-level reappointment, promotion and tenure committee provides advice to the dean about department/school
recommendations for reappointment, promotion and tenure.

7. Dean independently reviews each recommendation for reappointment, promotion and tenure and forwards a recommendation
to the provost.

8. The Associate Provost and Associate Vice President for Academic Human Resources and the Senior Associate Provost consult
with the provost on the dean’s recommendations.

(98]

College of Agriculture and Natural Resources, Michigan State University
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9. The Associate Provost and Associate Vice President for Academic Human Resources, the Senior Associate Provost, and the
Vice President for Research and Graduate Studies jointly review each recommendation with the applicable dean and
approve/disapprove the recommendation on behalf of the Office of the Provost. Approved actions that do not involve an
award of tenure are forwarded to the president for final action.

10. Board of Trustees takes action on recommendations involving the award of tenure.

The RPT process is initiated by the provost each year in early November with a distribution of materials to be used for that year’s
review cycle, including a list of faculty for whom tenure action is required.

Criteria and Standards

Decisions to promote and tenure faculty members are the most important made by the University, for they will determine MSU’s
reputation and prominence for many years to come. Departments, schools and colleges are expected to apply rigorous standards and
to refrain from doubtful recommendations of reappointment, tenure or promotion.

Departments, schools and colleges are required to base decisions about reappointment, promotion and tenure on criteria and
procedures that are clearly formulated, objective, relevant, and made known to all faculty members. These procedures are also
required to include a means by which a probationary tenure system faculty member is evaluated and informed annually of his/her
progress.

Faculty are reviewed according to the criteria and standards in department/school bylaws or other relevant documents, college bylaws
or other relevant documents (if any), and the University’s statement on “Appointment, Reappointment, Promotion and Tenure
Recommendations.” It is critical that faculty learn about the standards and criteria in their department/school and/or college.
The department chairperson/school director should provide this information upon initial appointment in the tenure system or as soon
as possible thereafter.

The University’s statement requires that achievement and performance levels must be competitive with faculties of leading research-

intensive, land grant universities of international scope. Expectations of excellence are embodied in the following standards for
reappointment, promotion and tenure:

College of Agriculture and Natural Resources, Michigan State University
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1.

Reappointment with award of tenure: Each tenure recommendation should be based on a clear record of sustained, outstanding
achievements in education and scholarship across the mission, consistent with performance levels expected at peer universities.

a. For the assistant professor who has established such a record, the tenure recommendation is effective upon reappointment
after two accumulated probationary appointments in the tenure system.

b. For the faculty member appointed initially as associate professor on a probationary basis in the tenure system who has
established such a record, the tenure recommendation is effective upon reappointment after one probationary appointment
period.

A recommendation for promotion from assistant professor to associate professor in the tenure system should be based on
several years of sustained, outstanding achievements in education and scholarship across the mission, consistent with
performance levels expected for promotion to associate professor at peer universities. A reasonably long period in rank before
promotion is usually necessary to provide a basis in actual performance for predicting capacity to become an expert of national
stature and long-term, high-quality professional achievement.

A recommendation for promotion from associate professor to professor in the tenure system should be based on several years
of sustained, outstanding achievements in education and scholarship across the mission, consistent with performance levels
expected at peer universities. A reasonably long period in rank before promotion is usually necessary to provide a basis in
actual performance to permit endorsement of the individual as an expert of national stature and to predict continuous, long-
term, high-quality professional achievement.

Recommendations for reappointment, promotion or tenure are based upon a faculty member’s scholarly contributions. In particular,
assessment of faculty performance should recognize the importance of both teaching and research and their extension beyond the
borders of the campus as part of the outreach dimension, as appropriate to the particular responsibilities assigned to the faculty
member and the missions of the unit.

College of Agriculture and Natural Resources, Michigan State University
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Time Table for 2008-09: Reappointment, Promotion and Tenure Actions

This is the University schedule; departments/schools and colleges may have internal due dates.
On or Before

August 6, 2008 Office of the Provost sends advance copy of Timetable and list

of faculty for whom tenure action is required, i.e., faculty whose
probationary appointment ends on August 15, 2010.

November 10, Office of the Provost distributes materials to initiate tenure system

2008 reappointment and promotion recommendations, including a list of
faculty members for whom reappointment recommendations are
required.

Date to be Chairpersons and directors inform individual faculty members in a

determined timely manner when their completed Form D "Recommendation

for Reappointment, Promotion or Tenure Action” and supporting
materials have been forwarded to the dean.

February 27,2009  The following forms are sent from the Dean to Academic Human
Resources:

Form A: “Tenure System Reappointment
Recommendations.”

Form B: “Promotion List.”

Form C: “Documentation of Annual, Written, Tenure
System Faculty Review.”

Form D: "Recommendation for Reappointment,
Promotion or Tenure Action” and an
updated curriculum vitae for each

College of Agriculture and Natural Resources, Michigan State University
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March 16 -
April 17,2009

April 30, 2009

May 1-6, 2009

May 15, 2009

June 12, 2009

faculty member listed on Form A and Form B

Deans request chairpersons and directors to inform individual
faculty in a timely manner of whether or not the dean has approved
the department’s recommended action and that the dean has
forwarded a completed “Recommendation for Reappointment,
Promotion, or Tenure Action” form to the provost. Even if the dean
does not approve the department’s recommended action, all review
materials in support of such an action will be made available for
review by the provost and her/his staff.

Deans’ conferences with the Associate Provost/Associate Vice
President for Academic Human Resources, Senior Associate
Provost and the Vice President for Research and Graduate Studies
to review individual recommendations

Provost notifies deans of recommendations accepted for
recommendation to the president and the Board of Trustees.

Deans notify chairpersons and directors, who notify faculty
members, of actions taken by the Office of the Provost and the
president on recommendations not involving the award of tenure.

Final lists of reappointments and promotions involving the award of
tenure are prepared and forwarded by the Office of the Provost for
recommendation to the president and for the agenda for the Board
of Trustees.

Meeting of the Board of Trustees.

College of Agriculture and Natural Resources, Michigan State University
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June 15, 2009 Notification to deans of final approval for actions involving the
award of tenure; deans notify chairpersons and directors, who
notify faculty members.

October 15,2009  Delayed actions due.

Date to be Those with delayed reappointment, promotion, and/or tenure
determined actions should be informed as soon as possible following final
action by the president or Board of Trustees.

December 15, Deadline for notification to faculty who are not reappointed.
2009

Recommendation for Reappointment, Promotion or Tenure Action Form

This (required) form, referred to as Form D, outlines many of the activities that are relevant to decisions on promaotion, tenure and
reappointment. It provides the opportunity to document, provide evidence for and assess faculty scholarship in the functional areas of
instruction, research and creative endeavors, and service within the academic and broader community, as well as in cross-mission
initiatives.

Sections I, Il and I11 of Form D are summary evaluations completed by the chairperson, director and/or dean. The following materials

are completed and submitted by the faculty member:

1. Evidence of scholarly activities as requested in Section IV

2. A reflective essay about accomplishments over the reporting period (5 page maximum)

3. A curriculum vitae as a more complete listing of scholarly activities and works

4. Other evidence as required by the unit (such as letters from reviewers) or desired by the faculty member

College of Agriculture and Natural Resources, Michigan State University
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Annual Review

All tenure system faculty must be evaluated and informed annually, in writing, about their progress. The Faculty Review policy
provides principles and guidelines for implementing these reviews.

Peer Review/College-Level Committee Review

Unit Level

Each department and school is required to establish procedures so that its faculty can provide advice to the chairperson/director
regarding recommendations for reappointment, promotion and tenure. University guidelines for the composition of peer review
committees are included in the statement on Peer Review Committee Composition and External Evaluations.

College Level

Each departmentally organized college is required to establish a college-level reappointment, promotion and tenure committee that is
charged to provide advice to the dean about department/school recommendations for reappointment, promotion and tenure. College-
level committees are required to incorporate a set of principles that are included in the statement on College-Level Reappointment,
Promotion and Tenure Committees.

Joint Appointment

Only the primary unit will make a recommendation for reappointment, promotion or tenure for a faculty member with a joint
appointment. However, the chairperson/director of the primary unit is obligated to consult with the chairperson/director of all joint
units prior to submitting a recommendation.

External Letters of Reference

A new statement on external letters of reference was issued by the Office of the Provost on May 3, 2006. Implementation is

encouraged during 2006-07 and is required in 2007-08. External letters of reference are required for all reviews of tenure system
faculty involving the granting of tenure or promotion. External letters of reference are required in order to ensure that individuals

College of Agriculture and Natural Resources, Michigan State University
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recommended have an achievement and performance level that is comparable with faculties of peer institutions. The statement on
External Letters of Reference provides principles and procedures that must be applied uniformly to all faculty in the unit for soliciting
external letters of reference.

Confidentiality of Letters of Reference

Letters of reference, as part of an official review file, are held in confidence and will not be disclosed to a faculty member under
consideration or to the public except as required by law or University policy. In all such instances, the information made available
will be provided in a form that seeks to protect the identity, privacy, and confidentiality of the evaluator.

University-level Review

All recommendations for reappointment, promotion and tenure are jointly reviewed by the Associate Provost and Associate Vice
President for Academic Human Resources, the Senior Associate Provost, the Vice President for Research and Graduate Studies, and
the applicable dean. In addition to reviewing recommendations against the standards and criteria of the department/school and/or
college and the University, the Associate Provost, Senior Associate Provost and the Vice President assess the candidate’s independent
role in research and scholarship and the commitment to seek external funding, as appropriate to the discipline and assignment of the
faculty member. Additionally, the Associate Provost and Associate Vice President for Academic Human Resources and the Senior
Associate Provost consult with the provost on the deans’ recommendations.

Early Promotion/Tenure

A promotion or tenure action is not considered “early” if justified by a record of performance at another university or during a fixed
term appointment at MSU that is required by immigration regulations or other relevant reason, provided the performance meets MSU
standards. Early promotion/tenure is based on an exceptional record of accomplishments at MSU that is based on
department/school/college and University criteria. Early promotion/tenure is reserved for extraordinary cases.

Visa Status/Foreign Nationals

Foreign nationals (those holding non-immigrant status) may be appointed within the tenure system, but may not be awarded tenure
unless they have acquired permanent resident status.

College of Agriculture and Natural Resources, Michigan State University
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An extension of the probationary appointment is automatic if a tenure decision is required before permanent resident status is obtained
and the candidate has been recommended for tenure.

Stopping the Tenure Clock/Extension of the Probationary Appointment
Automatic
The tenure system probationary appointment is extended automatically for one year for the following reasons:

1. Leaves of absence with or without pay that are six to twelve months.

. Changes in appointment to 50% time or less for one year.
3. Upon request from a faculty member on approved leave of absence (paid or unpaid) for twelve weeks or longer for reasons
related to the birth or adoption of a child. Automatic extensions for this reason are limited to two separate one-year extensions.

4. Immigration/visa status that does not permit the award of tenure for candidates who have been recommended for tenure.

5. An extension recommended as an outcome of a hearing and/or appeal conducted pursuant to the Faculty Grievance Procedure.
Requests
Extension of the probationary appointment may be requested from the University Committee on Faculty Tenure for reasons related to
childbirth, adoption, the care of an ill and/or disabled child, spouse, or parent; personal illness, to receive prestigious awards,

fellowships, and/or special assignment opportunities, or other such serious constraints.

The procedure for requesting an extension of the probationary tenure system appointment is included in the statement on
Implementation Practices (Stopping the Tenure Clock).

Delay in Reappointment Decision
On an individual case basis, there may be justification to delay the final reappointment, promotion, or tenure decision until the fall

(final recommendations are due on or before October 15). The faculty member, department/school chairperson/director and dean must
concur that another review will be held early in the fall for the purpose of reviewing additional information and making a final

College of Agriculture and Natural Resources, Michigan State University
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recommendation. The request for a delay must be approved by the Associate Provost and Associate Vice President for Academic
Human Resources.

Effective Dates

The effective date for reappointment with tenure is the first of the month following final approval by the Board of Trustees. The
effective date for reappointment without tenure is August 16 of the year following the recommendation, e.g., for recommendations
made in April 2006, the effective date is August 16, 2007.

The effective date for promotion with or without the award of tenure is the first of the month following final approval by the Board of
Trustees.

The effective date for non-reappointment is August 15 of the year following the recommendation, e.g., for recommendations made in
April 2006, the effective date is August 15, 2007.

Promotional/Tenure Base Salary Increases

Central support for promotional increments for tenure system faculty is provided at $2,000 per promotion from assistant to associate
professor and at $2,500 per promotion from associate to professor. For those appointed at the associate professor rank but without
tenure, $2,000 will be provided upon receipt of tenure. If unit promotional policy exceeds the above funding, units are responsible for
the additional amount. Promotion/tenure salary increases are effective with the general increase, normally October 1, and are in
addition to the annual merit increase.

Negative Decisions
The decision not to reappoint a non-tenured faculty member does not necessarily imply that the faculty member has failed to meet the

standards of the University with respect to academic competence and/or professional integrity. This decision may be contingent,
wholly or in part, upon the availability of salary funds and/or departmental needs.

College of Agriculture and Natural Resources, Michigan State University
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A faculty member who is not recommended for reappointment must be notified in writing by the chairperson/director and/or dean as
soon as possible and no later than December 15 preceding the expiration of the appointment. Upon written request of the faculty
member, the administrator of the basic administrative unit making the decision must transmit in writing the reasons for the decision.

Appeal Procedures

The administrative review procedure is an informal process providing an avenue for faculty/ academic staff to request an
independent assessment from their department chairperson/school director, dean, and Office of the Provost on personnel matters such
as salary status, reappointment, promotion and tenure.

If a non-tenured faculty member believes that the decision not to reappoint was made in a manner that is at variance with the
established evaluation procedures, he/she may, following efforts to reconcile the differences at the level of the basic administrative
unit and the dean of the college, initiate an appeal in accordance with the Faculty Grievance Procedure. The time frame for initiating
a grievance begins upon receipt of notification of the negative decision from the dean or department chairperson/school director.

Survive and Thrive in the MSU Tenure System Workshop

The Office of Faculty and Organizational Development in the Office of the Provost sponsors this workshop each fall. This workshop
is for probationary tenure system faculty to provide assistance in functioning successfully within the tenure system at MSU.

The workshop has the following objectives:

1. To expand faculty members' understanding of key concepts, topics and issues within their department and about University
reappointment, promotion and tenure procedures

2. To discuss approaches to documentation and record keeping for reappointment, promotion and tenure purposes

To provide practical information on making choices, balancing conflicting demands, managing departmental politics

4. To provide an opportunity for communication and problem-solving among faculty and academic administrators

[99)
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Data — 5-year Summary of Promotion and Tenure Actions University-wide

Over the five reappointment cycles from 2002 through 2006, there have been 35 associate professors reappointed with tenure; 273
assistant professors reappointed for a second three-year probationary appointment; 215 promotions to associate professor; 148
promotions to professor; and 27 individuals not reappointed (all assistant professors). Additionally, extensions of the probationary
appointment were approved for 4 associate professors and 36 assistant professors.

Generally, at Michigan State, the tenure rate for starting cohorts is about 70%, i.e., faculty members who have resigned or are no
longer appointed in the tenure system are included in the base calculation. The tenure rate is approximately 90% for faculty who are
reviewed in a given year.

Tenure/Promotion Recognition Dinners

Each fall the Office of the Provost hosts a recognition dinner ceremony in honor of faculty members promoted to the rank of professor
and for those awarded tenure.

Post-Tenure Review

Post-tenure review is implemented through several existing policies and procedures (contained in the Faculty Handbook), including a
clarifying interpretation by the University Committee on Faculty Tenure on the meaning of the term “incompetence” in the
disciplinary and dismissal policies. Performance is monitored through the use of annual written performance evaluations as required
by the policy on “Faculty Review.” Work performance, as determined in such reviews, is to be reflected in annual merit salary
adjustments and as a basis for advice and suggestions for improvement. Although not triggered by a fixed number of years of low
performance, discipline in a variety of forms may be invoked under the “Policy and Procedure for Implementing Disciplinary Action
where Dismissal is Not Sought.” In more serious cases, the “Dismissal of Tenured Faculty for Cause Procedure” can be invoked.
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University-level policies/forms relevant to the reappointment, promotion and tenure process (web links)

Administrative Review
/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-adminreview.htm

Appointment, Reappointment, Tenure and Promotion Recommendations
/HRsite/Documents/Faculty/Handbooks/Faculty/ AcademicPersonnelPolicies/iv-recommendations

College-Level Reappointment, Promotion and Tenure Committees
[HRsite/Documents/Faculty/Handbooks/Faculty/ AcademicPersonnelPolicies/iv-reappttenure

Conflict of Interest in Employment
/HRsite/Documents/Faculty/Handbooks/Faculty/UnivPolicies/Univ+Pol+-+CONFLICT+OF+INTEREST+IN+EMPLOYMENT.htm

Disciplinary Action Where Dismissal is Not Sought, Policy and Procedure for Implementing
/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-disciplinary

Dismissal of Tenured Faculty for Cause
/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-dismissal

External Letters of Reference
/HRsite/Documents/Faculty/Handbooks/Faculty/ AcademicPersonnelPolicies/iv-guidelines.htm

Faculty Career Advancement and Professional Development: A Special Affirmative Action Responsibility
[HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-careeradvance

Faculty Grievance Procedure
/HRsite/Documents/Faculty/Handbooks/Faculty/ AcademicPersonnelPolicies/iv-facultygrievance.htm

Faculty Review
/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-facultyreview
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Granting Tenure
/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-granttenure.htm

Implementation Practices (Stopping the Tenure Clock)
[HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-implimentation

“Incompetence,” Definition of the Term by the University Committee on Faculty Tenure
[HRsite/Documents/Faculty/Handbooks/Faculty/ AcademicPersonnelPolicies/iv-incompetence

Non-Reappointment
/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-nontenuredfacul

Non-Tenured Faculty in the Tenure System
/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-nontenuredfacul

Operating Principles of the Tenure System
[HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-tenureprincip

Peer Review Committee Composition
INR/exeres/SEAB277F-4307-4A62-B257-4EOED6DEBA41.htm

Post-Tenure Review
[HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-posttenure

Promotion of Tenured Faculty
[HRsite/Documents/Faculty/Handbooks/Faculty/ AcademicPersonnelPolicies/iv-tenurepromotion

Recommendation for Reappointment, Promotion or Tenure Action Form
/HRsite/forms/FacultyForms/FormInfoRrptPages.htm
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Reference Letters for Reappointment, Promotion and Tenure Recommendations, Confidentiality of
[HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-tenurerecommed

Salary Adjustment Guidelines, Academic
[HRsite/Recognition/Pay/Faculty/acadsalaryadjust.htm

Survive and Thrive Workshop
http://www.provost.msu.edu/facdev/survivethrive/about.asp

Tenure Action and Promotion
/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-tenureaction
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External Letters of Reference

http://www.hr.msu.edu/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-quidelines.htm

This statement was endorsed by the University Committee on Faculty Affairs on March 14, 2006 and by University Committee on
Faculty Tenure on February 8, 2006; it was issued by the Office of the Provost on May 3, 2006. Implementation is encouraged during
2006-07 and is required in 2007-08.

External letters of reference are required for all reviews of tenure system faculty involving the granting of tenure or promotion.
External letters of reference are required in order to ensure that individuals recommended have an achievement and performance level
that is comparable with faculties of peer institutions. It is recognized that practices and procedures in units may vary; however, the
process of soliciting external letters of reference must incorporate the following principles and procedures, which must be applied
uniformly to all faculty in the unit. Any exception to these principles must be approved by the Office of the Provost prior to
implementation.

1. External letters of reference must be submitted by regular mail on institutional letterhead and carry the evaluator’s signature.
When timing is critical, a letter may be submitted electronically, but must be followed by a mailed original.

2. All external letters of reference solicited and received must be included in the review materials. Unsolicited letters will not be
included in the review materials.

3. If an external letter of reference is solicited and the referee fails to or declines to submit a letter of evaluation, this information
shall become part of the candidate’s review materials. If a reason is provided in writing, it shall become part of the candidate’s
review materials unless precluded by an agreement on confidentiality.

4. College/department/school procedures will specify the minimum number of external letters (with a recommended minimum of
four).

5. The department chairperson/school director/dean of a non-departmentally organized college shall form a list of external
referees. Department/school/non-departmentally organized college procedures will specify the number of evaluators to be
suggested by the candidate, to which the department chairperson/school director/dean of a non-departmentally organized
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10.

college (and others as provided by department/school/ college procedures) will add names. In accordance with
college/department/school procedures, the chairperson/director/dean will determine which of the potential external referees
will be asked to provide letters of reference. College/department/school procedures will specify a proportion or number of
external letters of reference to be solicited from persons suggested by the candidate.

Candidates must not discuss their case with prospective or actual external evaluators at any stage of the review process, except
as provided by department/school/college procedures. Soliciting external letters of reference and providing materials to the
referees is solely the responsibility of the department chairperson/school director/dean of a non-departmentally organized
college.

External referees must be professionally capable to evaluate the candidate’s scholarly work objectively and to comment on its
significance in the discipline. Letters must predominantly represent persons other than collaborators and in no case faculty
formerly serving on the equivalent of the candidate’s guidance committee when the candidate was a graduate student.

College/department/school procedures will specify the materials sent to external referees.

The unit administrator’s request to an external referee must include:

a) the unit’s statement on confidentiality, which must be consistent with the University’s statement as contained in the policy
“Confidentiality of Letters of Reference for Reappointment, Promotion and Tenure Recommendations”

b) arequest to disclose any potential conflicts of interest

For each external referee, the unit administrator shall provide:

a) Name, rank/title, institutional affiliation.

b) Brief summary of the referee’s qualifications or CV

¢) Name of the person who recommended the evaluator, e.g., candidate, chairperson/director/dean, or other (specified).
d) An assessment of the evaluator’s relationship to the candidate, including potential conflicts of interest.

College of Agriculture and Natural Resources, Michigan State University



Promotion and Tenure Information 23

PRINCIPLES FOR FACULTY EVALUATION
CANR Promotion and Tenure Committee

1. To effectively evaluate a faculty member, the Committee must consider and evaluate three
major categories for excellence:

a. an assessment of the faculty member’s performance of assigned duties;
b. an assessment of the person’s scholarly achievements; and,
c. an assessment of the person’s service activities.

In conducting assessments, the Committee operates on the premise that faculty excellence is a matter to be judged, not measured.

2. Assigned duties for a faculty member can include research, teaching, extension/outreach and/or administration. Because the college is a
collaborative effort, contributions to collaborative works are included in the assessment of performance of assigned duties. Furthermore, it is
expected that a faculty member will demonstrate a commitment to standards of intellectual and professional integrity in all aspects of faculty
responsibilities. The Committee acknowledges that some faculty positions will be more disciplinary oriented with few additional responsibilities,
whereas others may have extensive assigned duties in teaching, extension/outreach, advising, or administration. However, some scholarly
activities are expected of all tenure-track faculty members regardless of assigned duties. The Committee assesses performance according to
assigned duties, not in relation to the budgetary appointment.

3. In order to evaluate a faculty member, the Committee --- following Boyer (1990) and Weiser (1999) --- defines scholarly achievements as a
creative work that is peer-reviewed and publicly disseminated. As such there are six forms of scholarship:

discovery of knowledge;

multidisciplinary integration of knowledge;

development of new technologies, methods, materials or uses;
application of knowledge to problems;

dissemination of knowledge; and,

interpretation in the arts.

hD OO0 oTE
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This definition can be applied to teaching, research, extension/outreach, service and administration duties. The Committee is interested not only in
how faculty invest their time, the activities in which they participate, and who they reach, but also in the short, medium and long term results and
impacts of the faculty’s scholarly efforts.

4. Service activities are implicit in the appointment of all faculty members. A faculty member is expected to demonstrate excellence in service
through a continuing commitment to academic professional and public service activities.

5. A faculty member is expected to demonstrate continual improvement in his or her intellectual and performance capabilities by improving his
or her effectiveness in teaching, research, extension/outreach, service and/or administration. A faculty member also is expected to make
contributions to the collegial environment of his or her academic unit.
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POINTS OF RELEVANCE FOR JUNIOR FACULTY
CANR Promotion and Tenure Committee

1. Review the Principles for Faculty Evaluation that the CANR P&T Committee uses.

2. Quality not quantity. The committee emphasizes quality, impact, and that the tendency to list everything is not helpful and tends to
obscure the more significant.

3. Top journals in your field. A part of quality is to publish at least some work in the top journals in your subject area. The Committee looks
for that evidence, especially at tenure decision time.

4. Reflective essay. This is your opportunity to show the quality of your thinking, your vision and the logic for your program, your strategy
and implementation, including weaving in what you have achieved to date, your trajectory and where you plan to be in 10 years. The
essay should emphasize the intellectual foundation of your work and plan in contrast to reporting or listing what you have done; the later
should be well covered in the university forms and your vitae.

5. Early Promotion. The Committee looks for compelling reasons for this award, a truly an extraordinary record of scholarship. A
significantly higher standard of achievement is expected than for promotion in the normal time period for the rank. Life is long and there
is no great benefit to the individual and institution to rush its major stages, except for the very exceptional case.

6. Your area of scholarly excellence. Begin early to think about and develop your topic of excellence, what you will be known for, and
articulate this expertise in your documents. For example, your goal is for anyone in your national or international field, if asked, to
identify you as a world authority on the subject (modified of course for the culture of excellence in your discipline/assignment area).
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Final Report:
Ad Hoc Committee on the Definition of Scholarship (to the College Advisory
Council)

Introduction

In the Fall 2002, the College Advisory Council Ad Hoc Committee on Scholarship was charged to “redefine the definition of scholarship and
facilitate tenure and promotion guideline development for CANR.” Given that the “Tenure and Promotion Criteria Guidelines” exist for CANR
and that “another ad hoc committee (was) formed to consider the pros and cons of a college-level tenure and promotion committee (CAC minutes
12/10/02)”, the Scholarship Ad Hoc Committee refined its objective as “to develop a concise definition of scholarship that can be used across the
missions of the College” (presented to CAC 1/10/03 and 6/03/03).

Definition of Scholarship
Scholarship encompasses research and discovery, integration, application, teaching and learning.

Scholarship involves achievement that is:

original, significant and useful to others

creative

intellectual

reflective

peer-reviewed

validated

communicated and thus “added to intellectual history”

valued by those for whom it is intended

“has impact on, or significance for, communities, those affected directly by the effort, or the discipline itself”; and,
“grounded in previous accomplishments of other scholars”.

Peer-review, validation, and communication are essential to scholarship and can occur through a variety of means. Peer-review includes, but is not
limited to, peer-refereed publications, programs, courses, syllabi and funding proposals. Peers generally are defined as individuals with similar
responsibilities and knowledge within the same areas of expertise or individuals within the same or a related academic unit.
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Communication of scholarly achievements is to a variety of audiences including “disciplinary peers worldwide”, university students, adults in
continuing education, concerned citizens, and students in local classrooms.

The hallmarks of scholarship, whether in discovery, integration, application teaching, or learning are commitments to inquiry, the expansion of
knowledge and the development, synthesis, interpretation and communication of new understandings and insights.
Supplementary material can be found in the following references and web sites:

+ http://www.bgsu.edu/departments/chem/faculty/jtodd/cer/scholDocuments/syracusereport.pdf

+ http://www.bgsu.edu/departments/chem/faculty/jtodd/cer/scholarship.html

¢ Ernest L. Boyer. 1990. Scholarship Reconsidered: Priorities of the Professoriate. Princeton, NJ: The Carnegie Foundation for the Advancement
of Teaching. Princeton, NJ.

¢ University of Wisconsin. 2003. Definition of Scholarship. UWEX Articles of Faculty Governance, Appendix [.B.

¢ Robert M. Diamond. 1994. The Tough Work of Redefining the Rewards System for Professors. Chronicle of Higher Education. May 11.
¢ American Chemical Society. www.bgsu.edu/departments/chem/faculty/jtodd/cer/scholDocuments/scholStatment.htm.

¢ C.J. Weiser and Lyla Houglum. 1998. Scholarship Unbound for the 21st Century Journal of Extension 36(4).

¢ College of Agriculture and Natural Resources. Ad Hoc Committee on Tenure and Promotion. Guidelines for Tenure and Promotion. November
2,1995.

Ad Hoc Committee: Karen Potter-Witter (Chair), David K. Beede, Michael D. Kaplowitz, and Mark E. Whalon.
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1/25/08

CANR INITIATIVE:
Strengthening faculty scholarship across the mission

Background

During Fall Semester 2007 there was a robust discussion of scholarship—what it is and how it might be evaluated—in our
College. This discussion was prompted by a call from the Dean’s Office: the need to sharpen our ability to fulfill mission-related
obligations as we do a better of job of acknowledging and rewarding faculty for the work they do.

While faculty at MSU and CANR are expected to make contributions through research that move the frontiers of knowledge in
their respective fields, they also undertake a variety of other work—undergraduate education, graduate education, and an array of
Extension-outreach-engagement responsibilities, on campus, around the state, across the nation, and all over the world—that often
falls outside of the conventional way that we acknowledge and reward faculty for work in the research domain. It appears to some that
research has become (or is becoming) the primary frame of reference for evaluating and rewarding faculty work. At issue, then, is how
do we judge the quality of work undertaken across the mission (not just in research)? And, what does scholarship look like when it is
expressed outside of research?

While these are important questions, it became apparent quickly that there are differences of opinion about what scholarship is and
how it might be evaluated across the mission. For example, some saw virtually any work undertaken by faculty members—when that
work is prepared and deployed thoughtfully (e.g., teaching an undergraduate class)—as scholarship. Others saw teaching classes as an
important scholarly activity, but not as scholarship, which they saw as creating something new for a body of knowledge through peer-
validation.

In addition, two primary concerns were expressed about the discussion of scholarship, generally. First, there were concerns that
these discussions might lead to “one size fits all” metrics across CANR—applied to everyone, everywhere irrespective of potential
differences in the work they do (e.g., teaching a study abroad course vis-a-vis involving students in an engagement experience
overseas). In other words, while there is not likely to one answer to any core question (e.g., What is quality of Extension work), there
probably are multiple answers to any question, with each answer fitting the nature of the work undertaken and/or the academic context
in which it is being exercised. Second, concerns were expressed that emphasizing scholarship across the mission might diminish the
value of work associated with teaching classes, doing Extension, and undertaking other non-research roles. If we were to emphasize
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work associated with scholarship in teaching, for instance, would that emphasis diminish the value of teaching classes? If so, then it
might be better not to have these discussions at all.

Points of Agreement

Interestingly, while no consensus emerged about how to frame the discussion, including how to define basic terms, there was
general agreement about a framework—advanced in first form in September that stayed in tact as the semester-long discussion
unfolded: 1) for evaluating the quality and impact of teaching, research, and Extension-outreach-engagement activities; and 2)
for defining and evaluating the quality and impact of scholarship associated with teaching, research, and Extension-outreach-
engagement. Both outcomes seemed to be worthy in intent and outcome. The dual focus is expressed in the boxed-contained text that
follows.

In all activities associated with teaching, research, and Extension-outreach-engagement, faculty members undertake work that is
informed by an academically recognized body of knowledge, undertaken in a scholarly manner, and evaluated as having quality with
impact.

Scholarship across the mission—irrespective of whether it is associated with teaching, research, or Extension-outreach-engagement—
involves creating something new and valuable (that is, makes a contribution) in a disciplinary, professional, multidisciplinary, or
interdisciplinary field; having the work validated as such by peers; and making the work “public,” that is, is available in an
academically legitimate location for use in teaching, research, or Extension-outreach-engagement work.

Undergirding this two-pronged framework—again without much disagreement, although with interpretive differences—were
statements authored at various times by faculty committees at the University and CANR levels, respectively.

From MSU policy: http://www.hr.msu.edu/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-
recommendations Through its faculty, MSU will create knowledge and find newiamovative ways to extend its applications, to

serve Michigan, the nation, and the international commutite. faculty must infuse cuttiegige scholarship into the full range of

our teaching programs. At MSU, faculty are expected to be both activarschot studerfocused, demonstrating substantial
scholarship and ability to promote learning through ouraampus and oftampus education and research programs. The essence of
scholarship is the thoughtful discovery, transmission, and applicatioroefl&dge, including creative activities, that is based in the
ideas and methods of recognized disciplines, professions, and interdisciplinary Wi#ds qualifies an activity as scholarship is that
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it be deeply informed by the most recent knowledgeeifigld, that the knowledge is skillfully interpreted and deployed, and that the
activity is carried out with intelligent openness to new information, debate, and criticism.

From CANR Promotion and Tenure Committee policy:
http://www.canr.msu.edu/canrhome/files/documents/CANR%20PROMOTION%20AND%20TENURE%20PACKAGE3.pdf In

order to evaluate a faculty member, the Committee defines scholarly anbi#geas a creative work that is peeviewed and

publicly disseminated. As such there are six forms of scholarship: discovery of knowledge; multidisciplinary integnatiatedle;
development of new technologies, methods, materials or uses; appliohinowledge to problems; dissemination of knowledge; and
interpretation in the arts. This definition can be applied to teaching, research, extension/outreach, service and ammidigies.

The Committee is interested not only in how faculty irthegt time, the activities in which they participate, and who they reach, but
also in the short, medium and |l ong term results and i mpacts

Next Steps
When the discussions began in September the intent was to form collegewide committees to grapple with the questions of quality-
impact of activities (e.g., teaching) and scholarship across the mission (e.g., in teaching). What emerged from the discussion was a
different approach.

The framework will be operationalized unit-by-unit beginning in Spring Semester 2008, with cross-college committees
established only in those areas (e.g., study abroad) where it is felt that treatment is likely to be inadequate at the unit level.

Outcomes in each unit will be incorporated in work associated with faculty planning and for evaluating and rewarding faculty,
including in the promotion and tenure process, on a unit by unit basis. What emerges from the various units will be discussed at the
college level so that all involved understand and benefit from what is taking place across the units. In addition, unit- and college-level
committee work will be designed to be bidirectional in nature, thus ensuring that whatever comes out of deliberations at one level will
be drawn upon at the other level.

In addition to work at the unit level, the Dean’s Office was advised to take a more aggressive approach in “keeping this work on
the radar screen” at the unit and college levels.
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To accomplish that end, the matters treated in this report will be among the topics consideredinthe Dean6s annual Vi sits
academic units. In addition, college-wide forums will be held annually—in conjunction with the CANR P&T Committee—so that
faculty can discuss these matters. The optimal time to hold these forums is late Spring Semester, following the annual cycle of P&T
reviews. That way, lessons learned from the most recent experience can be shared with faculty.

Finally, and again in collaboration between the Dean’s Office and the CANR P&T Committee, it was recommended that faculty
development opportunities be made available, including offering training and workshops as needed.

As a launch point, the College P&T Committee recommendsf ocusi ng on the AReflective Essayo
included in P&T packages. There is considerable unevenness in these essays; some are written only as descriptions of work plans
and outcomes. Examples of exemplary essays can be used to help young faculty members prepare and write their essays.
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Final Report:
MSUE Work Group on Scholarship of Extension (July 23, 2003)

Executive Summary

Preamble

Recommendation #6 from the 2002 MSU Extension Strategic Investment Review Report was to:

Establish Clear, Comprehensive Working Definitions of Scholarship.

The Scholarship Work Group was charged with developing a working definition of scholarship of extension and with developing specific
recommendations for MSU Extension relative to scholarship. The Work Group engaged in several discussions and reviewed pertinent literature
relative to scholarship of extension. This document is the report that was developed through this process.

Definition of Scholarship of Extension

Extension scholarship is the systematic generation, integration, and application of knowledge based on both concepts and practice with the intent
of improving peoples' lives. Scholarship of extension takes place through an interactive, dynamic, and expanding process in which both concepts

and practice are advanced through a continuing process for improved knowledge that is validated by peers.

Recommendations

1) Scholarship must be a cornerstone of MSU Extension.
2) Expectations for scholarship must be clearly communicated.
3) A comprehensive system for evaluating and rewarding outstanding scholarship, based on peer review, is needed.
4) MSU Extension in-service training programs should promote and enhance scholarship.
5) An effective system for employee mentoring is needed to foster outstanding
scholarship.
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Definition of Scholarship of Extension

The following vision statement from MSU Extension provides an appropriate context for effective extension scholarship: MSU Extension helps
people improve their lives through an educational process that applies knowledge to critical issues, needs, and opportunities.

Within the university community, scholarship is a set of processes through which knowledge is discovered, integrated, applied, and taught.
Scholarship, particularly in the College of Agriculture and Natural Resources, involves research scholarship, extension scholarship, and teaching
scholarship, which are the three main program responsibilities of our College.

Extension scholarship is defined as the systematic generation, integration, and application of knowledge based on both concepts and
practice with the intent of improving peoples' lives. Scholarship of extension takes place through an interactive, dynamic, and expanding
process in which both concepts and practice are advanced through a continuing process for improved knowledge that is validated by
peers (Figure 1).

Extension scholarship can be accomplished in many ways. One of the important strengths of MSU Extension is its flexibility in the use of
multiple approaches that are best adapted for developing, integrating, applying, and teaching knowledge in a variety of ways to help the people
whom MSU Extension serves. Some of these ways of accomplishing extension scholarship include: oral presentations such as talks, speeches,
seminars, workshops, radio and TV programs; visual materials including slide sets, computer-based audio-visual presentations; written materials
such as articles, papers, reports, bulletins, handbooks, fact sheets, newsletters, notebooks and journal articles; working with clientele organizations
including boards, councils, committees, task forces and workgroups in problem solving activities; providing information and educational aspects
regarding policy development, etc.
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Figure 1. The Action Research Model of Extension Scholarship.
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Definition of Peers

For on-campus personnel, peers are generally defined as:
1) Individuals with similar responsibilities and knowledge within the same area of expertise, or
2) Individuals within the same or related academic unit.

For off-campus personnel, peers are generally defined as:
1) Individuals with similar responsibilities and knowledge within the same area of expertise, or

2) Individuals within the MSU Extension System.

Indicators of Scholarship

Just as there are many ways to accomplish effective extension scholarship, there are many appropriate indicators of extension scholarship. A
diversified portfolio of scholarly products, educational works, and outcomes may include some of the following indicators of extension
scholarship: workshop and conference materials, educational manuals and teaching guides, new curricula and courses, computer programs,
simulations, problem analyses, informational databases, newsletters, newspaper articles, fact sheets, bulletins, reports, magazine articles, books,
proceedings of seminars, conferences and professional meetings, abstracts, grant proposals, educational games, videotapes, audiocassettes, CDs,
results of partnering efforts with clientele organizations and groups, etc.

Recommendations

1. Scholarship must be a cornerstone of MSU Extension. Scholarship must be the primary expectation for effective extension programming.
MSU Extension and CANR administration must communicate clearly to staff, faculty, and clientele that extension programming is based
principally on scholarship. Program planning and evaluation of programs and personnel must be done within the primary context of
outstanding scholarship. Scholarship unique to MSU Extension must be championed and rewarded.

2. Expectations for scholarship must be clearly communicated. Expectations for scholarship must be clearly defined and communicated to

all MSU Extension academic personnel. These expectations must be incorporated into all position descriptions and reinforced annually to all
academic personnel as part of the employee evaluation process.
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3. A comprehensive system for evaluating and rewarding outstanding scholarship, based on peer review, is heeded. Scholarship is the
unique product that MSU Extension can provide stakeholders. The scholarship of extension must be an expectation for all extension
educators. Educators must strive to incorporate scholarship in program planning, delivery, and evaluation. Educators must develop a
diversified portfolio of scholarly products, creative works, and outcomes over the course of their careers. The reward system must recognize
the value of these scholarly activities and incorporate them in employee merit evaluations.

Peer evaluation is essential to establish the quality and quantity of scholarship. MSU Extension must develop a comprehensive system for
evaluating scholarship for both campus and field staff. The system must be equitable and quantifiable so that extension personnel with
different assignments and responsibilities can be evaluated individually and in comparison to their peers. The evaluation system must have
input from peers as well as administrators.

4. MSU Extension in-service training programs should promote and enhance scholarship. Educational programs on extension scholarship
should be developed for, and provided to all academic personnel. These programs must explain how scholarship fits within extension
activities that are ongoing, and how scholarship can be built into future programming. These programs must also explain how MSU Extension
academic personnel can document scholarship within their programs, and how their scholarship will be evaluated.

Examples of educational components relative to the expectation for scholarship are as follows:

a) The purpose and goals of effective educational programs.

b) Achieving a seamless interface between extension and research.

¢) Building and maintaining on-going effective partnerships.

d) Effective approaches for setting priorities based upon the evolving needs of clientele.

e) Developing and implementing effective programs that continually adapt to evolving clientele needs.
f) Development and use of effective communications using various media.

g) Integrating and documenting scholarship.

5. An effective system for employee mentoring is needed to foster outstanding scholarship. It is recommended that all new MSU Extension
employees (both on-campus and off-campus) have a designated mentoring committee. For on-campus faculty with extension appointments,
the mentoring committee should include on-campus extension faculty who work in the same or similar areas, and at least one off-campus
academic staff with relevant professional responsibilities. For off-campus academic staff, the mentoring committee should include relevant
off-campus academic staff who work in the same or a similar program area as well as at least one on-campus extension faculty. Some
mentoring committee members should be from relevant AoE Teams.
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Bylaw Passages Related to MSU/CANR P and T Committee

3.4 College Promotion and Tenure Committee

3.4.1 Composition

3.4.1.1 The voting faculty of each degree-certifying academic unit of the College shall elect one regular faculty member
at the rank of professor to the College Tenure and Promotion Committee (the Committee). All tenured
regular faculty holding the rank of professor in each department and school are eligible for election.

34.1.2 Academic units are encouraged to consider a balance of appointments across extension, international,
teaching, and research areas of the land grant mission when electing members for the College Promotion
and Tenure Committee.

3.4.2 Eligibility
34.21 Tenured regular faculty in the College who hold the rank of professor are eligible for election by their
departments or schools, with the following exceptions: the Dean, Associate Deans, Assistant Deans,
academic unit Chairpersons or Directors, and other college and/or academic unit-level administrators who
are tenured professors of CANR.
3.4.3 Function
3431 The College Promotion and Tenure Committee shall advise the Dean on all tenure stream faculty

reappointments, promotion and tenure actions. All discussions and recommendations shall remain
confidential within the Committee.
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3.4.4 Procedures

3441 The Chair of the College Promotion and Tenure Committee shall be elected in the Spring semester from
among the Committee members who have served for at least one year. The only exception is during the
first year of the Committee.

3.4.4.2 The College Promotion and Tenure Committee shall determine its operating rules and procedures and
annually elect a Chair and recording Secretary. Written Committee minutes and a written report for each
candidate considered, shall remain confidential and be filed in the Office of the Dean. All meetings of
the Committee shall be closed to the public. The chair of the Committee may invite, by written request,
one or more confidential reviews by CANR professor(s) at large who have expertise that is (are) absent
from among current Committee members.

34421 The College Promotion and Tenure Committee shall organize and schedule its first meeting on or
before September 15 of each year. A schedule of the College Promotion and Tenure Committee
meetings shall be synchronized with the Deanbds Of
and academic unit chairs on or before October 1. All nomination packets should be submitted to
the Office of the Dean on or BEFORE THE SECOND FRIDAY OF DECEMBER.

3444 The College Promotion and Tenure Committee shall meet as often as necessary during the Fall and Spring
semesters to perform its duties.

3.4.45 The Chair of the College Promotion and Tenure Committee shall provide a written summary of the
Commi tteebds recommendations to the College Adviso
Spring semester on or before the scheduled meeting in March.

3.4.4.6 A uniform written confidential report, established or improved annually by the College Promotion and
Tenure Committee, shall be completed and signed by the Committee chair for each candidate and
forwarded to the Dean. It is assumed the Dean will forward these written reports to the Chair/Director of
the academic unit for each nominee. The Chair of the College Promotion and Tenure Committee should
join the College Administrative Team during their final discussions and decisions of each reappointment,
promotion and tenure consideration.
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3.45 Terms of Office

3451 Elected professors shall serve a three-year term. No voting faculty member shall serve two consecutive
three-year terms. Professors will be eligible for re-election to the College Promotion and Tenure
Committee two calendar years after the completion of their previous term.

3.45.2 Approximately one-third of the voting members of the College Promotion and Tenure Committee shall be
elected each year to a three-year term. Terms of office shall commence on August 16. Each academic
department chair or school director shall notify the Chair of the Promotion and Tenure Committee during
the Spring semester to identify the professor elected to represent their academic unit.

3.45.3 Vacancies on the College Promotion and Tenure Committee shall be filled by the election of a
replacement, from the same academic unit, to complete the unexpired term. A vacancy shall occur by
resignation or when a Committee member is absent or expects to be absent during the regular Fall-Spring
meetings scheduled for the Committee.

3.4.6 Revision of Bylaws
3.4.6.1 After three years (2007) current bylaws for the College Promotion and Tenure Committee will be

reviewed by the standing committee. All changes will be submitted for ratification by the Committee
Chair along with his/her annual report to the College Advisory Committee.
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THE REFLECTIVE ESSAY:
PERSPECTIVES AND GUIDELINES

College of Agriculture and Natural Resources
Michigan State University Introduction

The Reflective Essay is an integral part of the reappointment, tenure and promotion process at virtually all universities. The reason
for its universal importance is that “a capacity for reflection and self-evaluation...is a critical ingredient in a professor’s life”
(McGovern, p. 96).

As such, the Reflective Essay holds a unique position in the candidate’s dossier of supporting evidence. The CV (curriculum vitae)
and Form D—no matter what the length—will be read and discussed by reviewers. Consequently, the Reflective Essay should not be a
summary of evidence presented in those documents. Instead, the Reflective Essay is “an opportunity to weave a tapestry of
understanding of [your] scholarly pursuits “(Smith, p. i1).

Intent and Use

The Reflective Essay serves as the “key orienting and organizing element of the [dossier]” (Froh, et. al. p. 108) with the purpose of
“providing a frame of reference or context for the items submitted to the committee” (Diamond, p. 24). Consequently, the Reflective
Essay is the primary opportunity the candidate will have to convey the nature and meaning of her/his scholarly work and philosophy
to those reviewers from his/her and other disciplines (Millis, p. 69).

Above all, the Reflective Essay should (a) convey the candidate’s vision of herself/himself as a maturing or mature scholar
(including describing one’s scholarly niche); (b) communicate the contributions made during the reporting period in advancing toward
that vision; (c) provide an indication (evidence) of the impact of the candidate’s scholarly efforts; and (d) show development-evolution
of the candidate’s scholarship.

The objective of the Reflective Essay “is to convey as much depth and richness as possible by [employing] selective evidence of
[scholarly] accomplishments” (Froh, et. al., p. 106). Above all, candidates should remember that the Reflective Essay is “a reflection
of the care [the candidate] take(s) in communicating scholarship” (Smith, p. ii).
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Preparation Guidelines

The preparation of the Reflective Essay should begin early in one’s MSU-CANR career, and should be updated on a periodic basis
throughout the reporting period (e.g., during the annual evaluation process). Approaching it this manner will enable the candidate to
prepare a document that represents a more accurate and convincing expression of the evolution of one’s scholarly development.

With all of this in mind, here are 8 guidelines for the development of a Reflective Essay:

1. Because the Reflective Essay is just that—a personal reflection written in essay format—it is important that it be crafted as an
intellectual piece, an academic contribution in its own right, rather than as a document that reports academic accomplishments.
Most of all, the essay should “demonstrate a capacity to be reflective and self-critical; hence, capable of continued growth and
change” as a scholar (Diamond, p. 24).

2. The Reflective Essayshouldc onvey t he candi dat e’ satuwingsrimatume scoolar. Ihis ameppartuiity her s e |
to convey one’s scholarly philosophy and vision; to describe how scholarly priorities were established; to share the logic of one’s
program of scholarship (and its development); to make explicit the strategy (choice making) used over the years; and to be clear
about one’s future trajectory.

3. The Reflective Essay should be expressed inamannerthati s consi st ent wi t hschd@laAyNdivitesandnt er pr et
scholarship. Scholarly activities cut across the mission of teaching, research, and outreach / Extension / engagement. Activities are
“things scholars do” (e.g., designing and offering an undergraduate class). While scholarship also applies to all mission
dimensions, it is an outcome, not an activity. Scholarship involves creating something new; and it is designed to advance
understanding by contributing something new to a body of knowledge. “Newness” is peer reviewed or validated; and products of
scholarship are made available in publicly accessible forms and in publicly available locations. The worth of both scholarly
activities and scholarship is evaluated in multiple ways: in terms of intellectual quality (substance-content); quality of expression
(how the work is constructed and presented, particularly in terms of its relevance to intended audiences); and its impact on and/or
use by intended audiences.

4. Because each candidate’s mix of assigned duties is unique,t he essay should address all aspect
duties—activities and scholarship—in a manner roughly proportionate to those duties—teaching, research, outreach / Extension/
engagement, and service to MSU and profession (Froh, et. al., p. 107). It is understood that scholarly activities and scholarship
influence a wide range of audiences (e.qg., disciplinary peers, scholars in other disciplines, students, public officials, industry
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members, members of non-governmental organizations). Consequently, just as each candidate’s assigned duties is unique, the
impact of each candidate’s activities and scholarship is also likely to be unique (at the very least distinctive in nature and
contribution).

5. Because the hallmark of the scholarly life is integration and connections across the mission, the Reflective Essay should
demonstrate t he c avorklacrassher/gis assignedmlties @.g., Ao reseanch infliiences teaching; how
Extension influences research).

6. The Reflective Essay “provides a vehicle for discussion of special circumstances that have affected your work to-d a t (Bi&mond,
p. 24). There are always critical times or points in an academic’s life, when an academic decides to move in one way or another.
Sometimes these times or points are products of one’s own doing—a outcome of intent. At other times, they are either a result of

opportunity (“being in the right place at the right time”) or unexpected circumstance (e.g., departure of a senior collaborator from
MSU).

7. The Reflective Essay also provides an opportunity forthec andi dat e t o explain “any contradi ci
[ d o s s(Seldim, p. 20). However, explanations should be reserved for unique events; and, when included in the essay, the
description should not consume an undue portion of the essay.

8. A useful means of developing a Reflective Essay maybetoper i odi cally consider a series of *
refl ection about “whydwe wéagclwe whyowe werkaas weiorities I
or that field or particular topic;...[thereby leading to] meaningful inquiry into what we do and how we do it” (Zubizarreta, p. 208,
italics in original; for additional useful prompts, see McGovern, pp. 103-08).

Final Comments
Remember...the Reflective Essay is the candidate‘s opportunity to communicate the quality of thinking, vision and logic of the
program, strategy and implementation—incorporating what has been achieved to date; the trajectory of the program; and the targets

and milestones anticipated in the next 10 years. The Essay must emphasize the intellectual foundation of the work and plans for the
future. The Essay must notbe a reporting or listing of what has been done in the past; this is well covered in Form D and the CV.
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CANR Check List for Eligible Faculty:
Preparation and Submission of Reappointment or T&P Packages

Item#

X

This Check List emphasizes often-overlooked or incorrectly presented items or needs. Itis NOT a
replacement for university instructions and guidelines.

1

O

Please use only one (1) side of the paper for printing of each/every page of each/every copy of the
submitted package.

Use 12-point Arial or Times New Roman font throughout the package.

Each package must be screened by the candidate and chair/director to be certain that organization,
headers, and format are consistent with Form D.

As much as possible, avoid verbatim repetitions of different locations/ sections in the packaged this
looks like padding.

Form D-IV (~pages 7-16)d candi dat e 6 s s u mtoaecygmpletéd ineeitherifirgt ortthirce s
person.

Make absolutely clearthecan di dat edés contri but i aptesuthored pablicatiors,e
research grants/projects, and extension/outreach projects which involve multiple investigators and
collaborators. Describe the nature of collaborations which involve multiple-investigator and i
collaborator efforts.

Include a list of courses taught by semester, not just any six semesters of teaching. Include SIRS
numerical scores for all courses taught for the last 4 years; for reappointment consideration include all
previous SIRS reports. Do NOT include written comments of students from the SIRS forms; these
comments should be evaluated at the department/school level and summarized by the chair/director in
her/ his evaluation of the candidateds instruct
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Put listing of all peer-reviewed and other publications in one location in the package (this is in addition
listing in the included CV). The university instruction requires that an asterisk (*) designation be used
only for peer-reviewed publications.

Use the following designations for articles not yet published: i i n  paccepsed; pr, submitte d 0 .
Manuscripts Amust NPT be lstedimtheipackage.

10

Do not abbreviate journal article titles beyond what is understandable to someone outside the field.

11

Be certain that graduate students are listed separately. Indicate whether or not the candidate is the
maj or advi sor , t esealcke andWwhetheheach fas gradeatet and when, or not.

12

If there are few prospectivegr aduat e student s i thisshduld becsaimlidated.at e

13

Grant awards must be listed in separate lists as internal or external to MSU, chronologically with most
recent first. Clearly indicate whether the candidate is the principal investigator (PI), co-PlI, collaborator,
or (sub-) contractor. First, list all awards as they appear at the MSU Contract and Grants web page for
the candidate. Then with BOLD heading "Awards Not Listed by MSU CGA" at the end, list all other
awards that do not appear at CGA. Pre-proposals must NOT be listed.

14

The Reflective Essay written by the candidate must address program accomplishments and the

i mpacts of the scholarship over the reporting
communicate the quality of thinking, vision and logic of the program, strategy and implementation,
incorporating what has been achieved to date, the trajectory of the program, and the targets and
milestones anticipated in the next 10 years. The Essay must emphasize the intellectual foundation of
the work and the plan for the future. The Essay must not be a reporting or listing of what has been
done in the past; this is well covered in Form D and the CV. The Essay is no more than five (5) pages
in length with 1-inch margins, printed in 12-point Arial or Times New Roman font.

15

The candidateds Reflective Essay wil/l be pl ace
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chair/ direct or agetolbesudméted toiCANRLt he pack

16

Updates of significance for the package are welcome at any time during the reappointment and T&P
review process.
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CANR Check List for Department Chairs/School Directors:
Preparation and Submission of Reappointment or T&P Packages

Item#

X

This Check List emphasizes often-overlooked or incorrectly presented items and needs. Itis NOT a
replacement for university instructions and guidelines.

Ten to 12 months before probable/expected submission, department chairs/school directors distribute
to all eligible faculty members this Check List and the Check List for Eligible Faculty for preparation of
packages. Eligible faculty also should be made aware of information about reappointment and T&P as
posted at the CANR web site.

The first page of each/every copy of the package must be a blue cover sheet indicatingt he c¢c an ¢
name, department/school, assignment of responsibilities (including percentage distribution), and
area(s) of scholarly contributions. The package will be evaluated based on the assignment of
responsibilities. The budgetary appointment distribution among General Fund, MSUE, MAES, etc.,

should be listed also; the budgetary appointment is differentf r om t he @ssigmnendadt e 6 S
responsibilities.

Each completed package must include the following elements in the following particular order.

Chair/Director’s letter which includes the following.

a. A summary of instructions the candidate was given for preparation of the package given the
assignment of responsibilities.

b. The process used to gather department al I np
that was used in formingthech ai r / di r e ct or 6 sThigneed nohrepeat theardtionalen .
provided in Form D, sections Il and Ill.

c. A concise summary of the candidate's area(s) of scholarly excellence.

d. A clear definition of the assignment of responsibility, as well as the position appointment, including

joint appointment so that the basis for the evaluation of the candidate is clear. Please note any
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change in annual (AN) or academic year (AY) appointment with date of change and any shift in
assignment of responsibilities.

e. A clear summary of the faculty vote(s) on the candidate (if conducted), including vote of any jointly
appointing department/school.

f. Highlights of the candidate's strengths and weaknesses, and any special considerations.

g. A comment on the quality of the journals in which the candidate has published.

h. A concise statement of the chair/director 6 s r e ¢ 0 mme dirdy aetommendation oy arly u
jointly appointing department/school.

I. Include a copy of the chair/director's letter of request to external reviewers, and a short summary of
the expertise and stature of each reviewer asked to provide a letter. The letter to external reviewers
must request specific examples to document scholarly excellence and impact.

Chair/Director must make it very clear in the cover letter the assignment of responsibilities as well as
the budgetary appointment proportions.

NOTE: The De an 6 ssupmplythis samme information to the CANR T&P Committee when the
preliminary list of candidates is provided; the Committee will use this information to make appropriate
designations of primary and secondary reviewers of each package.

Thechair/di r ect or 6 s r efar thertemare ahd/dr pramotion decision must be stated clearly in
the cover letter, which must be signed.

If there is a vote by the faculty in the department/school of the candidate, the CANR T&P Committee
must be informed of the actual vote count and the voting process inthe chair/di r e ct or Bhs |
must include itemized information about the vote of eligible unit faculty (e.g., the P and T Committee
of the wunit; eligible voting faculty of the un
protocols, and processes regarding P & T) including: the number of total eligible voters, number of
votes cast in favor and opposed, number of votes in abstention, and the number of voters absent when
the vote was taken.

€

8a

Thechair/ directorodés | etter must include the rel
grants and contracts specifically attributable to the candidate, in addition to the total number of

a
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grant/contracts and monetary totals.

8b For a candidate with assignment in more than one academic unit or in an academic unit and a non-
MSU entity a separate | etter of evaluation of
the evaluation period from the administrator of each unit and entity must be included in the Promotion
and Tenure package. These | etters should indi
(whatever the proportion of the total assignment) in each unit or entity.

9 Each package must be screened by the chair/director and candidate to be certain that organization,
headers, and format are consistent with Form D.

10 Candi dat eds Ref | eoplacedinemediately aftgr thenchairfdi bect or 6 s lagt t
written by the candidate must address the accomplishments and impacts of the work over the reporting
period (5-page maximum length; 1-inch margins; 12-point Arial or Times New Roman font).

11 Form D-I (green sheet)d assignment information; chair/dre ct or 6 s r ecommended ¢
department/school vote, including all signatures must be present or the package can not be evaluated.
Please carefully check this form for completeness and accuracy.

12 Form D-lId Summary information and evaluation from chair/director must be included.

13 Form D-IlId must be a detailed evaluation by chair/director per percentage assignment of
responsibilities in instruction, research, service, and administrative functions, as appropriate; include
any relevant evaluation and elaboration of special foci or emphases.

14 Form D-IV (~pages 7-16)d candi dat e6és summary of activities
either first or third person.

15 A comprehensive professional CV (inclusive of all professional time and work with emphasis on efforts
at MSU) is included; all publications must be listed chronologically beginning with most recent in both
the CV and in Form D. All publications must be listed in the same location in Form D.
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16

A minimum of four (4) letters is included from external reviewers (i.e., at least three external to MSU
and from tenured faculty at peer institutions) eval uati ng t he teitersdrondexteread
reviewers must be confidential, as described in the University guideline for external reviewer letters.
The candi dat eds c ha ithatedtermaleeviewers write cwaseful andethprougls t
evaluation of scholarly accomplishments relative to percentage assignment of responsibilities. All
letters received from external reviewers must be included in the package; none should be omitted.

17

A table summarizing numerical values from SIRS scores for each course taught by the candidate since
last assignment action should be included. St u d e nt ®dmments ftorh 8IRS forms should NOT
be included in the package sent to the College P & T Committee. Eval uat i on wadtfen st u
comments from SIRS forms should occur in the academic unit and a comprehensive summary should
be provided as part of FORM D - lll A - Summary Evaluation of Instruction by department chairperson
or school director.

NOTE: The CANR D e dfioedndl pr@vide the CANR T&P Committee with CANR average SIRS
scores for each of the last5yearsfort he candi dat e ds bdokep dowrt bndasstleved, c |
class size, and whether or not the class is an elective.

18

Additional material beyond that required in FORM D and the professional CV may be warranted in
some cases. This material should be appended to the package; but, it is important to keep this to a
minimum. For example, letters from external reviewers should be appended and possibly course
syllabi if felt useful as part of the evaluation. However, unsolicited letters of support, article or bulletin
reprints, patent descriptions, etc., should be summarized in the chair/ d i r eewvaluationbcemments
and not be included in or appended to the package.

19

All appropriate signatures are required before the package leaves the department/school for review at
the college and university levels.

20

20 copies (1-sided) of the package ares u b mi t t e d t officé by the deeadnFoiday i®
December. The final original package will be printed after the discussion/review by chairs/directors
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with the CANR dean and directors, to allow for any final changes before submission for university
review.

NOTES:
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CANR TIME LINE
for Preparation and Submission of T&P or Reappointment Packages

This general time line is provided to candidates, faculty and administrators to inform them of the approximate dates on which various
stages of the T&P/Reappointment process will occur. Questions about the specific dates of ea ch stage of activity should be directed to
the appropriate unit administrator. Whenever possible, the party responsible for the action at each stage is underlined with bold
letters .
December-January = Candidate: Review all forms, instructions, discussion, and check lists for eligible faculty and
(10-12 months before chairpersons/directors for the T&P and reappointment (TAPR) process for the current year as provided in
submission of P&T package the material on pp. 6ff, 37ff, and 39ff of this handout.
to CANR Dean's Office) * Candidate: Begin updating professional curriculum vitae (CV) and documenting scholarly

accomplishments in teaching, research, extension/outreach, administration, professional service, committee
service, etc., using organization, formats and conventions described in Form D.
http://www.egr.msu.edu/forms/facrecds/FORMD2001-allpages.pdff#tsearch=%22Form%20D%22

* Candidate: Review department/school bylaws related to the reappointment, promotion and tenure
process.

February-March _ _ _ _ _ _ _
» Candidate: Meet with mentoring committee and department chairperson/school director to discuss:

e Preparation of T&P or reappointment materials;

e Selection of external reviewers;

e Other issues related to the TAPR process.

¢ Note: Discussions may be held during annual review meeting with department chairperson/school

director.
April 1
= Candidate: Submit list of prospective external reviewers to department chairperson/school director.
May-June = Department chairperson/school director: Complete process of selection of external reviewers, with:
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Determination of final list of prospective external reviewers;
¢ Distribution of letters specifically from department chair/school director to prospective external
reviewers requesting evaluations;
Note: For information about selection of external reviewers. See
http://www.hr.msu.edu/HRsite/Documents/Faculty/Handbooks/Faculty/AcademicPersonnelPolicies/iv-
guidelines.htm

» Candidate: Submit first draft of TAPR package to department chairperson/school director.

= Department chairperson/school director: Complete review of first draft of TAPR package (with
mentoring committee or as directed by department/school policy) and return package to candidate with

comments.
July- August » Candidate: Second draft of TAPR package due to department chairperson/school director.
September- October » Department chairperson/school director: Conduct review of second draft of TAPR package by

department/school T&P committee or faculty members as directed by department/school bylaws or
procedures, including vote by faculty of appropriate standing.
» Department chairperson/school director: Complete determination of TAPR recommendation.

* Candidate: Begin any final minor revisions/additions to TAPR package.

October- November = Department chairperson/school director: Complete FoomDandu ni t a d mi coverdettar fortthe r
candidateds package
= Department chairperson/school director: TAPR package organization, format, inclusions and final
proofing done. Package checked against Check Lists (in this handout) for Eligible Faculty and
Chairs/Directors.

December- second
Friday » Department chairperson/school director: Deliver TAPR packages to the Office of the Dean of
CANR.
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January

January i February

* CANR T&P Committee: Conducts reviews of all packages and provides recommendations as directed by

CANR Bylaws regarding TAPR all candidates to the Dean of CANR.

= Dean of CANR: Conducts reviews of TAPR packages of all candidates with Chairperson of CANR T&P
Committee, CANR directors, department chairpersons/school directors as directed by CANR Bylaws.

= Dean of CANR: Delivers TAPR package of each candidate with recommendation to the Office of the

February 28 Provost as directed by CANR and MSU Bylaws. See
http://www.canr.msu.edu/canrhome/files/documents/CANR_ByLaws.pdf#search=%22CANR%20Bylaws%22
= Provost and Vice President of Research and Graduate Studies:

March- April Conduct review of TAPR package. Deliver final decision regarding TAPR for each candidate.

» Department chairperson/school director: Informs candidate of final decision by the Provost.
NOTES:
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Guidelines for Formatting of Promotion and Tenure dossiers:
College of Agriculture and Natural Resources

(For submission on the first Friday in December, each year—for review to CANR P& T Committee and Dean’s Office. See document
later in this file for final submission, in February, to the Provost’s Office.)

Do not use 3-hole punch paper or any other binding other than a simple ACCO-type clamp.

Form D can be obtained from the following web site:
http://www.hr.msu.edu/HRsite/forms/FacultyForms/FormInfoRrptPages.htm

Review/Reporting Period

The instructions for Form D state that “The review period begins with the date of first appointment or most recent
reappointment/promotion,” and the information provided in form D should cover the same period as the reporting period. For those
being considered for promotion to professor, the relevant information to provide in Form D is for the period that began with the date
of promotion to associate professor. We request that you confine the information in Form D to this period for professorial candidates.
The candidate’s CV vitae should include information from the candidate’s full career, including the period of the pre-tenure
appointment. For individuals being considered for promotion to associate professor we ask that the candidate provide information
from the full-period of appointment in the tenure stream at MSU. In other words, provide information for the period that begins with
their date of first appointment in the tenure stream at MSU, even though this may surpass the period since their most recent
reappointment. We have clearance from Academic Human Resources to establish this guideline for all candidates in CANR.

Order of Materials

Each completed dossier should include the following elements in this order:

1) The Cover Letter from the Chair/Director: This should provide a summary of the process used to gather departmental
input, external review, and any other input that was used in forming the Chair/Director’s recommended action. This need
not repeat the rationale provided on Form D, sections II and III.
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2) Completed Form D-I (green paper): Appointment information; chairs recommended action and results of academic vote;
signatures from other colleges.

3) Completed Form D-II: Summary information and evaluation from Chair/Director
4) Completed Form D-III: Detailed evaluation from Chair/Director of Instruction; Research; Service; Special foci
5) Section IV should include the following:

e Evidence of scholarly activities as requested on pages 7 — 16 of Form D. Generally it is expected that the candidate
prepares the materials for this section. It may be presented in first or third person.

e A Reflective Essay written by the candidate about her/his accomplishments and the impacts of her/his work over the
reporting period (5 page maximum).

e A CV vita as a more complete listing of scholarly activities and works.
For candidates for promotion to associate professor or promotion to Professor include letters of evaluation from three to
five external reviewers. These should be confidential and objective peer reviews by well-respected colleagues in the
candidate’s discipline. They should not be solicited endorsements. The identity of these reviewers should remain
unknown to the candidate. The Chair/Director should solicit these reviews and in doing so, should ask the reviewer to
evaluate the candidate in regards to the scholarly accomplishments of their appointment during the review period.
University policy on confidentiality of letters of reference is that all letters soliciting evaluation relative to
reappointment, promotion, and tenure recommendations must include the unit's statement on confidentiality or (at the
very least) this statement: "Your letter of evaluation, as part of an official review file, will be held in confidence and
will not be disclosed to the faculty member under considerationtbetpublic except as required by law or University
policy. In all such instances, the information made available will be provided in a form that seeks to protect the
identity, privacy, and confidentiality of evaluators."

e SIRS Summary Score sheets for each course taught by the candidate since her/his last appointment action.

e Any additional material that may be warranted. It is important to keep this to a minimum. Unsolicited letters should not
be included in the dossier.
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Formatting notes on Form D

Form D-I

Form D-II

Form D-III

Form D-IV A

Please complete the form with the recommendation of the department chair/school director indicated.

Page 2. Report the candidate’s appointment and assignments of responsibilities. If the candidate’s appointments-
assignments have changed over the period of review, please provide the most recent information in the table on page 2,
and append a second page with a table that documents any previous assignments and their dates of effect.

Page 3. Please provide the chair’s/director’s summary evaluation.

Pages 4-7. Please provide the chair’s/director’s summary evaluation.

Page 8. Please report the assigned courses in the table under item 1. Report for the review/reporting period as specified
previously, and use extra pages (numbered 8a, 8b, 8c, etc.), if needed, to report all courses in the review/reporting
period. If the candidate shared responsibility for the course with another instructor, please indicate their percent effort
in the notes column.

Do NOT report guest lectures in the table under item 1. Instead, provide a separate list or table for these important
activities following the table of assigned courses

Page 9. Item 3.c. Note that this table is used to report only graduate students for whom the candidate serves (or served)
as major advisor or advisory committee chairperson. You may report the number of graduate committees for which the
candidate is a member, but does not serve as chair, but please list these following the table on page 9.

Page 10. Item 4. For publications, presentations, etc. on this page please follow the formatting recommendations given
below under item 11.
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Form D-IV B

Form D-IV C

Form D-IV D

Form D-IV E

Page 11. Attach the list of publications, presentations, etc. on pages following page 11, numbering the pages 11a, 11b,
11c, etc. For this listing, please place a single asterisk (*) in the left margin adjacent to any work that was published or
presented on the basis of peer-review. For any works that included a significant outreach component, place a double
asterisk (**) in the left margin. For multi-authored works, please highlight the name of the lead or corresponding author
with an underline. In addition, please highlight in bold font the names of any co-authors for whom the candidate served
as major advisor. Please do NOT use bold font to highlight the name of the candidate.

For the table under item 2, please distinguish between the number of all works and the number of peer-reviewed works
in each cell. For example, under item 4, if the total number of journal articles in the reporting period is 9 and 6 of these
were peer-reviewed, please indicate as 9 — 6*.

Page 13. Item 2. Please list and describe outreach activities in this section. These should include any MSU Extension
program activities.

In addition, please list any outreach or extension publications that were not reported in section D-IV B (i.e., were not
primarily in support of or emanating from research and creative activities). Use the same formatting for publications
and presentations as used in section D-IV B.

Complete this portion of the form, as appropriate. If there is nothing to report, please include the section with blank
entries and indicate if not applicable. Item 2 should be addressed by ALL candidates.

Please use the template provided in the downloadable format as given at the url:
http://www.hr.msu.edu/NR/rdonlyres/57115EE8-25BD-4600-BA72-398916E45243/0/FormDp15p16.doc

Page 15. Use multiple pages of this to report all activities from the review/reporting period, and number pages 15a,
15b, 15c¢, etc.
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Page 16. Use multiple pages of this to report all activities from the review/reporting period, and number pages 16a,
16D, 16¢, etc.

We suggest that the candidate review the contracts and grants for which they are responsible as listed in the Contracts
& Grants Administration web site. If they have been awarded grants or contracts that are not in the CGA web site, it
would be helpful to have explanation attached that details the nature of the projects, funding sources and reason the
award is not listed in the CGA web site. We recognize that the CGA web site is not all-inclusive. However, it is
extremely important that we are aware of and can understand any disagreements with the CGA data base.

Order of Materials for Fi nal Submi ssion to Provostods Off
(typically in February of each year)

6.

Submit TWO copies: one original and one copy.
Do not separate materials with staples, paper clips, or dividing sheets.

Completed Form D-I (green paper): Appointment information; chairs recommended action and results of academic vote; and signatures
from all associated colleges.

The Cover Letter from the Chair/Director and, if applicable, the letter from the department-school review committee.
Completed Form D-II: Summary information and evaluation from Chair/Director
Completed Form D-III: Detailed evaluation from Chair/Director of Instruction; Research; Service; Special foci

Completed Form D-IV with products of scholarship presented as described in the footnote.'

! Page 11: Attach the list of publications, presentations, etc. on pages following page 11, numbering the pages 11a, 11b, 11c, etc. For this listing, please place a single asterisk (*)
in the left margin adjacent to any work published or presented on the basis of peer-review. For any works that included a significant outreach component, place a double asterisk
(**) in the left margin. For multi-authored works, please highlight the name of the lead or corresponding author with an underline. In addition, please highlight in bold font the
names of any co-authors for whom the candidate served as major advisor. Please do NOT use bold font to highlight the name of the candidate.
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7. The Reflective Essay is to be moved back (from placement in CANR review) in the package to be submitted to the Provost’s Office.
8. The candidate’s Curriculum Vita—as a more complete listing of scholarly activities and works.

9. Letters from external reviewers (for candidates for promotion to associate professor and for promotion to professor). Make sure that you
follow the guidelines as delineated in the footnote.”

10. SIRS Summary Score sheets for each course taught by the candidate since her/his last appointment action.

The unit administrators request to an external referee must include: a) the unit’s statement on confidentiality, which must be consistent with the University’s statement as
contained in the policy, “Confidentiality of Letters of Reference for Reappointment, Promotion and Tenure Recommendations”; and b) a request to disclose any potential conflicts
of interest. For each external referee, the unit administrator shall provide: a) name, rank/title, institutional affiliation; b) a brief summary of the referees qualifications or CV; c)

the name of the person who recommended the evaluator, e.g., candidate, chairperson/director/dean, or other (specify); and d) an assessment of the evaluators relationship to the
candidate, including potential conflicts of interest.
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June 12, 2007

Items for Improvement in Procedures and Processes for
the CANR Promotion and Tenure Review for 2007-08 and Beyond
(from the CANR Promotion & Tenure Committee, 2006-07)

Item 1: For a candidate with assignment in more than one academic unit or in an academic unit and a non-MSU entity a

separate letterofevaluat i on of the candidateds scholarly performance anc
administrator of each unit and entity must be included in the Promotion and Tenure package. These letters should

i ndicate the pr opor tsignment(awHateverithe propartiod of thetotad assgnraest) in each unit or

entity.

ltem 2: NOTE: External letters of evaluation for promotion and tenure reviews are required by MSU in the 2007-08 P & T
cycle and beyond. An Example Cover Letter follows for unit administrators to send to external reviewers requesting
external evaluation of the scholarship and impact of candidates for P & T review. This letter is suggested to improve the
uniformity and specificity of information requested and provided for all candidates. Obviously, the letter should be
customized to accommodate the specific assignment, responsibilities, and scholarship endeavors of the candidate.

ltem 3: The four (minimum) external letters of evaluation should be received by the academic unit at least 1 month before
the College Deadline (e.g., on or before November 01, 20XX) for submission of the package so that there is sufficient time
for review by appropriate individuals within the academic unit according to its Bylaws (or Policies and Procedures). The
unit administrator should state in the cover letter of the package sent to the College that the appropriate individuals in the
unit have had ample time to review the external letters as part of the evaluation process, or not.

ltem 4: The information sent by the unit administrator to the external reviewers should include onlyt he candi dat ed
résumé, three to five examples of scholarly work chosen by the candidate,t he candi dat e 6 s, anBpobsiblg ct i v
additional documents related to Instruction and listing of proposals and grants as defined below, if not listed in the

resumé. The wunit admini str at oraddanyandall parts bfiFORM Daosliould NOF becsenttal i d at e
external reviewers. To report work, accomplishments, and scholarship for Instruction (teaching) during the reporting

S
e
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period candidates should include in their résumé, or as an additional document for external reviewers, Iltems and
information as displayed in FORM D i IV A INSTRUCTION: 1 (Undergraduate and Graduate Instruction); 2 (Non-Credit
Instruction); 3 (Academic Advising); 4 (List of Instructional Works); and, 5 (Other Evidence of Instructional Activity).
Additional information about teaching (e.g., scholarship focus, curriculum leadership, and trajectory) should be part of the
Reflective Essay as appropriate to the assignment. Additional listing of submitted grant proposal applications and funded
grants during the reporting period should be included in the résumé, or as an additional document including such
information as displayed in the listing of GRANT PROPOSALS in Form D1 IV E. 7o emphasize, NO part of the

actual Form D should ever leave campus.

Item 5: Inthe package of each candidate, the cover letter and evaluation by the unit administrator must include

itemized information about the vote of eligible unit faculty (e.g., the P and T Committee of the unit; eligible voting faculty of

the unit; or, whatever is appropriate according Tiocluding:e uni t o
the number of total eligible voters, number of votes cast in favor and opposed, number of votes in abstention, and the

number of voters absent when the vote was taken.

tem6: St udent sdé6 written ¢ omme nNOS befincled inShe PaBkage sentiioghe EdilegelR &dT
Committee. Eval uati on of s tfrondSRS foend shoutd wanue in thesacademic unit and a comprehensive
summary should be provided as part of FORM D - Il A - Summary Evaluation of Instruction by Department Chairperson
or School Director.

Item 7: In addition to results from SIRS Forms, candidates with primary responsibility(ies) for a course(s) (regardless of

proportion of teaching assignment of total assignment) are encouraged to include a syllabus(i) and other meaningful and

substantive information as appropriate to help in evaluation of teaching scholarship (e.g., peer-r evi ew and/ or ment
review of course materials and teaching, outcomes, and impacts, etc.). These materials should be placed in an appendix

at the end of the candidatebds package.

Item 8: The unit administrator must solely and exclusively author his/her own statements of evaluation of the candidate in

FORM D II, IA, IIIB, IIIC, and 1ID and not ask the candidate to writethese s ecti ons nor O6cut and pas
candidatebs own writings. I f it i s apparent that thkbeunit a
returned.
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Item 9: The listing of GRANT PROPOSALS in Form D i IV E should match transmittals listed at MSU Contract and Grant
Administration (CGA) web site. Additional entries not listed at the CGA web site should be listed at the end of Form D i
IV E and be identified as not listed at the web site.

Item 10: For scholarly works published in electronic journals the candidate is responsible for identifying the electronic
journal as peer-reviewed (e.g., a discipline journal) or not (e.g., as a trade journal or magazine).

tem11: | f applicable to the candisaardsumistsiadmemits t rtateo rcGasn dd idsa
and evaluation in the package should address the effectiveness in mentoring of post-doctoral fellows, as well as in
mentoring of graduate students.

Example Cover L etter for unit administrators to send to external review ers requesting
external letters of reference for P & T candidates / packages .
Dear XXXXXXXXXXX: Date: NOTE: letters from external reviewers should

be availableon campus ntatter than November 01, 20XX)
We are evaluating Dr. for possible promotion to Associate Professor with tenure (or as appropriate) in the Department
of . To assist our decision-making, we are seeking evaluations from leading authorities in the candidate’s area of
concentration.

For your information we are enclosing the candidate’s résumé, 3-5 examples of scholarly work chosen by the candidate, and the
candidate’s Reflective Essay.

It is most useful if you can be as specific as possible in camtimg on the quality and impaef the candidate’s most important

contributions. It would be most helpful if you can address the following specific points, as you are able, keeping in mind the
candidate’s assignment which is vv % research, xx% teaching, yy% extension/outreach, and zz% administrative.

e The degree of originality and impact demonstrated in the candidate’s scholarly contributions as related to the assignment. It is
particularly helpful if you can point out his/her specific and important contributions to knowledge.
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¢ How do the candidate’s achievements rank in comparison with those of peers holding comparable appointments? (It would be
helpful if you would identify some of the best scholars in this field and career stage and compare Dr. ’s ranking with
those individuals. (is may be an optional point for inclusion in the letter for some candidates depending upon the assignment)

e The candidate’s effectiveness and special accomplishments in formal classroom teaching and advising, mentoring of
undergraduate research students, graduate students, and/or postdoctoral fellows to the extent you can.

e From the candidate’s accomplishments, extramural funding and research, teaching and extension/outreach vision, do you
expect continued excellence in his/her scholarly contributions? Why is the candidate’s direction important for the future?

Please also comment on how well you know the candidate, and through what venue(s).

It is also helpful to our committees if you could include a short biosketch or 1 page CV of yourself.

Your letter of evaluation, as part of an official review file, will be held in confidence and will not be disclosed to the faculty member
under consideration or to the public except as required by law or University policy. In all such instances, the information made
available will be in a form that seeks to protect the identity, privacy and confidentiality of evaluators.

We recognize that preparing thoughtful and informative letters takes considerable time and effort. On behalf of our faculty, I thank
you for your important and valued contribution to our review process. To help us meet the necessary deadlines, it would be most
helpful to have your response by November 1, 20XX. Your letter can be sent by post or email to: XXXXXXXXXX. If sent by email,
it needs to be followed by a hard copy with original signature.

Sincerely,

Chair/Director, Department/School of XXXXXXXXXXXXX

Enclosures:
Candidate’s résumé, 3 to 5 scholarly works, Reflective Essay
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CANR Promotion and Tenure Committee

2008-2009
Unit Elected Representative Term Ends
AFRE David Schweikhardt Aug 2009 (Secretary)
ANS Steve Bursian Aug 2011
BAE Wendy Powers Aug 2011
CARRS George Rowan Aug 2010
CSSs Steve Boyd Aug 2010
ENT Doug Landis Aug 2010
FOR Karen Potter-Witter Aug 2009
FSHN John Linz Aug 2010 (2008-09 chair)
FW Rique Campa Aug 2011
HRT Muralee Nair Aug 2011
SPDC JoAnne Westphal Aug 2009 (2007-08 chair)
PKG Harold Hughes Aug 2009
PLP Mary Hausbeck Aug 2010

Dean’s Office contacts: Frank Fear, Senior Associate Dean; and Richard Brandenburg, Associate Dean, Graduate Programs

AFRE, FOR, SPDC, and PKG will elect new members, effective August 16 2009.
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