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Instructions 
Fixed-term promotion packets are submitted as bookmarked PDF files that include the Form on Progress and Excellence: Recommendation for Promotion of Fixed-Term Faculty (PE-FT) and accompanying materials. The candidate initiates the process by completing the relevant sections and developing an accompanying portfolio, both of which are submitted for unit-level review. The outcomes of the unit-level and unit administrator reviews are recorded in the relevant sections of the PE-FT before compiling the final packet, which is submitted to the Dean’s office for review by the college-level promotion committee and the Dean. 

Create a single, searchable PDF file. The file must contain the following bookmarked sections in the proper order. The bookmark names and order cannot be altered, per university requirements. 
· Section 1: Recommendation Signature Page
· Section 2: Committee Votes and Review Letters 
· Section 3: Summary Information
· Summary Statements by Chair/Director and Dean
· Section 4: Instruction 
· Section 5: Research and/or Creative Activities 
· Section 6: Service
· Section 7: Curriculum Development 
· Section 8: Administration 
· Section 9: Outreach and/or Community Engagement
· Section 10: Extension 
· Section 11: Clinical Practice 
· Section 12: Additional Appointment Categories 
· Section 13: Grants & Proposals 
· Reflective Essay
· CV
· External Reviews 
· Annual Reviews (in order, from most recent)
· COVID-19 Impact Statement (if relevant)
· Appendix – Academic Portfolio 
Check the “Not applicable” box in the form for any section that does not apply to the candidate. 

Page Limit: The Reflective Essay is limited to 5 pages and the Academic Portfolio is limited to 80 pages. There is no page limit for the remaining materials including the Form on Progress and Excellence, CV, review letters, and annual reviews. 

Due Date: Send complete packet to NatSci.RPT@msu.edu by March 1. The unit administrator’s recommendation letter is shared with the candidate at that time. 


Sections and Responsibilities 

[bookmark: Check1]|_| Section 1: Cover Sheet
· Candidate completes top half with basic information. 
· Unit administrator completes 1A with final unit-level recommendations. 

|_| Section 2: Committee Votes and Review Letters- Unit administrator
· Committee Votes - Record summary of review committee results. 
· Review Letters - List all referees from whom letters were requested and whether they provided an evaluation. 

|_| Section 3: Summary Information 
· Summary Ratings of Scholarly Contributions - Unit administrator selects performance rating (Excellent, Very Good, Average, Below Average, Poor) for each relevant functional area. Performance should be evaluated relative to the most appropriate comparison group and to the assigned duties as reflected in the percentage of time. 
· Candidate-Reported Appointment Percentages – Candidate records their current appointment percentages across functional areas and up to three previous appointment percentages. This provides the opportunity for the candidate to share how their responsibilities may have changed over the reporting period. If assigned responsibilities have not changed during the reporting period, complete only the current appointment percentages.
· Summary Statements - Unit administrator
· Append a letter that provides a detailed analysis of the candidate’s case and justification for the unit’s promotion recommendation. The letter should include a reasoned discussion of the candidate's accomplishments based on evidence in the promotion packet. For candidates with joint appointments, this letter should be prepared and signed by the unit administrators for all units in which the candidate holds an appointment.
· Do NOT include confidential information in the letter such as potentially identifiable quotes from external letters or identifiable information about the reviewer. The summary letter will be shared with the candidate at the same time the packet is submitted to the college. 
· An additional addendum can be added if it is necessary to include confidential information. 
· Unit administrator provides a summary evaluation for all relevant functional areas including: Instruction, Research/Creative Activities, Service, Curriculum Development, Administration, Outreach/Community Engagement, Extension, and Clinical Practice. The PE-FT includes a section for “Other Appointment Categories” as well as a place for “Additional Comments”.
· Note: You must select “Not applicable” for sections that do not apply. 



|_| Section 4: Instruction – Candidate
· Undergraduate and Graduate Credit Instruction – Record instructional activities for at least the past six semesters. Additional semesters may be included on an additional page. 
· Non-credit Instruction – List other instructional activities such as workshops and non-credit courses. 
· List of instructional works – List publications, presentations, grants, or other works that emanate from instruction when the candidate does NOT have a percentage appointment for Research/Creative works. 
· Academic Advising and Mentoring – Record involvement in advising and mentoring, including undergraduate academic advising and graduate student mentoring. 
· Other Evidence of Instructional Activity – Describe other relevant activities that demonstrate excellence in instruction. 
· Include numerical student evaluation summaries for all courses taught during the reporting period using NatSci SPLS and SIRS tables. 
· Indicate if an academic portfolio containing teaching evidence has been appended at the end of the form. 

|_| Section 5: Research/Creative Works – Candidate
· List of Research/Creative Works – Provide dated list of outputs and accomplishments within the reporting period. 
· Number of Grants Received – Record number of grants for the reporting period and during career. 
· Other Evidence of Research/Creative Activity or Evidence of Scholarship – Describe other relevant activities that demonstrate excellence in research.
· Indicate if an academic portfolio containing research evidence has been appended at the end of the form.

|_| Section 6: Service – Candidate
Describe contributions to service in three different categories: 
· Scholarly and Professional Organizations
· University
· Broader Community

|_| Section 7: Curriculum Development – Candidate
· Describe contributions to course and program curriculum development. 
· Indicate if an academic portfolio containing curriculum development evidence has been appended at the end of the form.

|_| Section 8: Administration – Candidate
· Describe contributions to administration. 
· Indicate if an academic portfolio containing administrative evidence has been appended at the end of the form.


|_| Section 9: Outreach/Community Engagement – Candidate
· Describe contributions to outreach and community engagement. 
· Indicate if an academic portfolio containing outreach evidence has been appended at the end of the form.

|_| Section 10: Extension – Candidate
· Describe contributions to extension. 
· Indicate if an extension portfolio has been appended at the end of the form.

|_| Section 11: Clinical – Candidate
· Describe contributions to clinical work. 
· Indicate if a clinical work portfolio has been appended at the end of the form.

|_| Section 12: Additional Appointment Categories – Candidate
· Additional Appointment Categories - Describe contributions to any appointment categories not covered in the previous sections. 
· Integration Across Multiple Mission Functions – Describe how you integrate scholarship across multiple functional areas.
· Other Awards/Evidence – List other examples of excellence not included in previous sections. 

|_| Section 13: Grants and Proposals – Candidate
· Complete table listing all grants and proposals.
· It is also acceptable to download a table from CGA. 

|_| Reflective Essay – Candidate
· Maximum 5-page essay that describes how the accomplishments across assigned functional areas are significant and contribute to the unit, college, and university.
· Describe how previous and current accomplishments demonstrate excellence and how the candidate will continue to build on these achievements.

|_| Curriculum Vitae – Candidate
· Provide a current and complete CV.

|_| External Reviews – Unit administrator
· All review letters must be on letterhead and signed. 
· All review letters must be from outside the candidate’s home unit. 
· Senior Instructor – A minimum of two letters, including one from outside the college. 
· Associate Professor – A minimum of four letters, including at least one from outside the university and no more than two from within college. 
· Professor – A minimum of four letters, including at least two from outside university and one outside the college.

|_| Annual Performance Review – Unit administrator
· Five most recent annual reviews. Reviews must be signed and dated. 
· The unit must provide a rationale for any missing annual reviews. 

|_| COVID Impact Statement – Candidate
· Candidates may include a COVID Impact statement. 

|_| Appendix – Candidate
· Include an academic portfolio that demonstrates excellence in performing assigned duties as described in the NatSci Fixed-term Promotion Guide. 
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