	
	
	



Annual Evaluation Form 
Academic Specialists, Fixed Term Faculty, Tenure System Faculty

Table 1. Evaluatee and Evaluator
	Academic Specialist / Faculty Name:
	

	Current Position:
	

	Reporting Period:
	Calendar year or Academic year

	Evaluator Name(s):
e.g., Chair, Director, Supervisor, Peer Committee
	

	Date Submitted:
	



Table 2. Required Review and Promotion Eligibility (mark (X) as appropriate)
When selected, performance review must address promotion expectations and timeline for review.
	
	Pre-tenure faculty with a mandatory review date this year.

	
	Pre-continuing specialist with a mandatory review date this year.

	
	Fixed-term faculty or specialist eligible for Designation B this year.

	
	Fixed-term faculty or specialist planning to apply for promotion this year.

	
	Mid-career tenured faculty: Review is for a 3rd year or more senior tenured Associate Professor eligible for mid-career review. A 2-page reflective essay describing faculty member’s progress in research, teaching and leadership since the last promotion is then needed – see Mid-Career Faculty Review Policy



Table 3. Annual Evaluation Process in Unit (mark (x) as appropriate)
	
	Unit shared with evaluatee the purpose, importance, and process for annual review
	Expectations

	
	Evaluatee provided materials for evaluation, including a reflective narrative
(Written Annual Reflective Statement and other Reporting Framework documents – do not submit to Dean’s Office)
	Input

	
	Tenured faculty eligible for mid-career review additionally provided reflective essay for review
	Input 

	
	Unit administrator met evaluatee to review and discuss the feedback provided in this form and set goals and expectations for the next year
	Conversation

	
	Other (please describe): 
	



Table 4. Performance Areas, Appointment/Effort Distribution & Overall Progress
	Performance Area
	Official Appointment Percentages
	Actual % Contribution 
(if different) *  
	Rubric Performance Level 
(Not Meeting expectations, Building, Strong, or Leading)

	Administration
	
	
	

	Academic Undergraduate Advising 
	
	
	

	Curriculum development
	
	
	

	Outreach
	
	
	

	Research
	
	
	

	Service
	
	
	

	Teaching
	
	
	

	OVERALL
	100%
	n/a
	n/a

	* If contribution areas differ from official appointment percentages, discuss how to bring into alignment by changing official percentages or adjusting areas of effort.


SUMMARY STATEMENTS 
	OVERALL PROGRESS/AGGREGATE PERFORMANCE
Summarize performance conversation considering appointment type/rank (RPT/C status), career aspirations, and progress towards promotion (e.g., mandatory review date, extensions to the tenure clock, eligibility for Continuing and/or Designation B status). Clearly note areas needing attention and improvement to support goals.

	   




	DIVERSITY, EQUITY, AND INCLUSION 
Describe contributions to advancing diversity, equity, and inclusion in the unit/college/university and/or highlight areas for improvement. Give specific examples of successes and/or work in progress. 

	




	CULTURE AND CLIMATE 
Describe contributions to the culture and climate of the unit and/or highlight areas for improvement. Give specific examples of successes and/or work in progress. 

	




	PERFORMANCE CONTEXT 
Describe performance factors beyond individual control within the unit or college – performance enhancers and/or limiters. Give specific examples of success factors that are important to sustain, and/or list possible actions to address any concerns or barriers to success.
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PERFORMANCE AREAS and RUBRIC SCORE
** DELETE CATEGORY IF NOT REVIEWED**

	ADMINISTRATION 
|_| Not meeting expectations     |_| Building     |_| Strong     |_| Leading

	Evidence. Describe specific evidence or examples that led to your rating. Note how performance does or does not align with rubric and expectations relative to rank, position, and workload expectations. 

	

	Goals & Support. Identify areas for growth and provide specific improvement recommendations related to Administration. Also list ways in which the unit will support individual efforts.

	






	ADVISING (ACADEMIC UNDERGRADUATE
|_| Not meeting expectations     |_| Building     |_| Strong     |_| Leading 

	Evidence. Describe specific evidence or examples that led to your rating. Note how performance does or does not align with rubric and expectations relative to rank, position, and workload expectations. 

	

	Goals & Support. Identify areas for growth and provide specific improvement recommendations related to Advising. Also list ways in which the unit will support individual efforts.

	





	CURRICULUM DEVELOPMENT 
|_| Not meeting expectations     |_| Building     |_| Strong     |_| Leading

	Evidence. Describe specific evidence or examples that led to your rating. Note how performance does or does not align with rubric and expectations relative to rank, position, and workload expectations. 

	

	Goals & Support. Identify areas for growth and provide specific improvement recommendations related to Curriculum Development. Also list ways in which the unit will support individual efforts.

	





	OUTREACH 
|_| Not meeting expectations     |_| Building     |_| Strong     |_| Leading

	Evidence. Describe specific evidence or examples that led to your rating. Note how performance does or does not align with rubric and expectations relative to rank, position, and workload expectations. 

	

	Goals & Support. Identify areas for growth and provide specific improvement recommendations related to Outreach. Also list ways in which the unit will support individual efforts.

	



[bookmark: bookmark=id.2et92p0]

	RESEARCH 
|_| Not meeting expectations     |_| Building     |_| Strong     |_| Leading

	Evidence. Describe specific evidence or examples that led to your rating. Note how performance does or does not align with rubric and expectations relative to rank, position, and workload expectations. 

	

	Goals & Support. Identify areas for growth and provide specific improvement recommendations related to Research. Also list ways in which the unit will support individual efforts.

	





	SERVICE 
|_| Not meeting expectations     |_| Building     |_| Strong     |_| Leading

	Evidence. Describe specific evidence or examples that led to your rating. Note how performance does or does not align with rubric and expectations relative to rank, position, and workload expectations. 

	

	Goals & Support. Identify areas for growth and provide specific improvement recommendations related to Service.  Also list ways in which the unit will support individual efforts. 

	





	[bookmark: bookmark=kix.pnoht8fj7yn]TEACHING
|_| Not meeting expectations     |_| Building     |_| Strong     |_| Leading

	Evidence. Describe specific evidence or examples that led to your rating. Note how performance does or does not align with rubric and expectations relative to rank, position, and workload expectations. 

	

	Goals & Support. Identify areas for growth and provide specific improvement recommendations related to Teaching. Also list ways in which the unit will support individual efforts.

	



	
	
	




	
	
	



, updated February 2025	2
Annual Evaluation Form Acceptance

Faculty / Academic Specialist: Please mark (X) one and sign below to confirm receipt of this Annual Evaluation Form.

	
	I have a written response, and the response is attached.

	
	I have a written response and have sent it directly to natscidean@msu.edu.

	
	I do not have a written response to this review.



Please refer any unresolved questions or concerns about this annual review to natscidean@msu.edu.


	Faculty or Academic Specialist Signature
	Date

	


	



	Evaluator Signature(s)
	Date

	


	



Please submit the signed Annual Evaluation Form to the Dean’s Office as soon as completed and not later than June 30 to assure consideration for annual salary review.

Input from Annual Evaluation Form to Annual Salary Review

Annual salary raises for non-union faculty and academic specialists are funded centrally. For non-union faculty and academic specialists, the Board of Trustees approves a salary Merit Raise Pool, which is based on a certain percentage of university-wide faculty and academic specialist salaries. NatSci retains a portion of its merit raise pool (Dean’s Withhold) and the remainder of the pool is distributed to the units. For example, if the raise pool is 3%, the college may keep ~0.5% in the Dean’s Withhold, and 2.5% is given to the units. Units follow their internal procedures for determining how the merit raise pool is distributed within the unit, and the chair/director sends the unit merit raise recommendations to the college. College leadership reviews all the unit recommendations and uses Dean’s Withhold to honor prior commitments (e.g., retentions) and to address salary inequities. The college looks for general alignment of recommendations with annual performance evaluations that are turned in to the college each year. Annual raises for UNTF faculty are determined by the UNTF contract for the UNTF portion of their appointments.  

A separate Equity and Excellence Market Pool funded by the Provost’s Office is also distributed to the college. All faculty and academic specialists are eligible for Equity and Excellence Market raises. The amount varies by year but is typically in the range of 1-2% of the overall salary pool. Equity and Excellence Market raises are used to both 1) recognize faculty and academic specialists who are consistently recognized as meritorious by peers at MSU or at comparable institutions (e.g., major national/international award, flight risk), and 2) recognize faculty and academic specialists who are making a significant contribution to the college and whose salaries are materially below peers. NatSci asks units to make Equity and Excellence raise recommendations and these recommendations must have an explicit written rationale. College leadership also considers non-union faculty and academic specialists not recommended by unit leader and makes recommendations for Equity and Excellence raises to the Provost’s Office, which has final approval on these raises.   
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