

	
	
	



Annual Performance Review Form 
Academic Specialists, Fixed Term Faculty, Tenure System Faculty

Table 1. Employee and Evaluator
	Employee Name:
	

	Current Position/Rank:
	e.g., tenure system/fixed term assistant professor

	Reporting Period:
	Calendar year or Academic year

	Evaluator Name(s)/Role:
	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 expectations and timelines for mandatory review and/or promotion for the following academic year. 
	
	 Pre-tenure faculty with a mandatory review date (due Dec 1)

	
	 Tenured associate professor (3rd year or more) eligible for formative mid-career review (due Sept 30)

	
	 Tenured associate professor eligible for full professor (due Dec 1)

	
	 Fixed-term faculty or specialist eligible for Designation B (due Oct 12 or Feb 20)

	
	 Fixed-term faculty eligible for promotion (due March 1)

	
	 Pre-continuing specialist with a mandatory review (due March 1)

	
	 Continuing or fixed-term specialist eligible for promotion to Senior Specialist (due March 1)



Table 3. Process in Unit (mark (X) as appropriate)
	
	 Unit shared with employee the purpose, importance, and process for annual review.

	
	 Employee provided materials for evaluation, including a reflective narrative (reporting framework) 

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

	
	 Unit administrator met with employee, discussed feedback provided in this form, and set goals and expectations for the next year 

	
	 Other (please describe):  



Table 4. Performance Areas, Appointment/Effort Distribution & Overall Progress
	Performance Area
	Official Appointment Percentages
	Actual % Contribution 
(if different)*  
	Rubric Performance Level 
Does not meet expectations, partially meets expectations, meets expectations, exceeds expectations

	1. Teaching
	
	
	

	2. Academic advising
	
	
	

	3. Research 
	
	
	

	4. Service 
	
	
	

	5. Curriculum development 
	
	
	

	6. Administration
	
	
	

	7. Outreach  
	
	
	

	OVERALL
	100%
	n/a
	

	* If contribution areas differ from official appointment percentages, discuss strategies toward alignment (e.g., changing official percentages or adjusting effort in some areas)




PERFORMANCE AREAS and RUBRIC SCORES
Identify a performance level for the year’s work as appropriate for assigned duties. Note how performance does or does not meet the criteria for the position, rank, investments/resources, and workload expectations (evaluation criteria provided in separate document to be shared with the employee). Provide ratings and justification based on three performance levels:
· DOES NOT MEET EXPECTATIONS — Employee does not meet expectations even taking into account performance context.
· PARTIALLY MEETS EXPECTATIONS (building)— Employee partially meets expectations, duties, timelines, and goals, but improvements are necessary in some areas.
· MEETS EXPECTATIONS (strong)— Employee consistently meets expectations based on performance context.
· EXCEEDS EXPECTATIONS (leading) — Employee consistently meets expectations as well as additional accomplishments beyond what is expected for the position, rank, investments/resources, and workload expectations.
Discuss goals and support for the coming year. Identify areas for growth and provide specific improvement recommendations. List ways in which the unit will support individual efforts.

* DELETE CATEGORY IF NOT REVIEWED**

1. TEACHING
	|_| Classroom instruction

|_| Does not meet expectations  
|_| Partially meets expectations 
|_| Meets expectations  
|_| Exceeds expectations 
	|_| Research mentoring

|_| Does not meet expectations  
|_| Partially meets expectations 
|_| Meets expectations  
|_| Exceeds expectations 

	Rating Justification: Provide evidence based on NatSci annual performance review evaluation criteria. 


	Goals & Support:







2. ACADEMIC ADVISING
	|_| Does not meet expectations  |_| Partially meets expectations  |_| Meets expectations  |_| Exceeds expectations

	Rating Justification: Provide evidence based on NatSci annual performance review evaluation criteria. 


	Goals & Support:






3. RESEARCH
	|_| Research Creative Effort

|_| Does not meet expectations  
|_| Partially meets expectations  
|_| Meets expectations  
|_| Exceeds expectations 
	|_| Grant Funding

|_| Does not meet expectations  
|_| Partially meets expectations  
|_| Meets expectations  
|_| Exceeds expectations 
	|_| Dissemination of Findings

|_| Does not meet expectations  
|_| Partially meets expectations  
|_| Meets expectations  
|_| Exceeds expectations

	Rating Justification: Provide evidence based on NatSci annual performance review evaluation criteria. 


	Goals & Support:







4. SERVICE
	|_| Does not meet expectations  |_| Partially meets expectations  |_| Meets expectations  |_| Exceeds expectations

	Rating Justification: Provide evidence based on NatSci annual performance review evaluation criteria. 


	Goals & Support:







5. CURRICULUM DEVELOPMENT
	|_| Course-level curriculum development 

|_| Does not meet expectations  
|_| Partially Meets expectations  
|_| Meets expectations  
|_| Exceeds expectations 
	|_| Program-level curriculum development

|_| Does not meet expectations 
|_| Partially meets expectations  
|_| Meets expectations  
|_| Exceeds expectations 

	Rating Justification: Provide evidence based on NatSci annual performance review evaluation criteria. 


	Goals & Support:





6. ADMINISTRATION
	|_| Does not meet expectations  |_| Partially meets expectations  |_| Meets expectations  |_| Exceeds expectations

	Rating Justification: Provide evidence based on NatSci annual performance review evaluation criteria. 


	Goals & Support:







7. OUTREACH
	|_| Does not meet expectations  |_| Partially meets expectations  |_| Meets expectations  |_| Exceeds expectations 

	Rating Justification: Provide evidence based on NatSci annual performance review evaluation criteria. 


	Goals & Support:
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SUMMARY STATEMENTS 
	OVERALL PROGRESS/AGGREGATE PERFORMANCE
Summarize performance considering appointment type/rank, context (e.g., institutional investments, personal/professional challenges), career aspirations, and progress towards promotion/status review (e.g., mandatory review, promotion eligibility). Clearly note areas needing attention/improvement and articulate strategies to support goals (e.g., extensions to the tenure clock, realignment of efforts, mentoring, professional development opportunities, etc.).

	   





	CONDUCT AND BEHAVIOR 
The University expects all employees to uphold the highest standards of professionalism, ethical practices, collegiality, respect for policies, and interpersonal interactions based on respect for all individuals. Relevant policies include but are not limited to:
· Faculty Rights and Responsibilities
· Core Values Related to Conduct
· Michigan State University Statement of Professional Integrity
Performance in these areas is to be documented and discussed during the annual performance review, noting significant or repeated behaviors that are inconsistent with MSU’s values and expectations.
Model Examples:
· Adherence to university policies and codes of conduct.
· Respectful and professional interactions with colleagues, students, and staff.
· Upholds the highest ethical standards for the profession.
· Reliability and accountability in fulfilling duties.
· Demonstrates accountability for decisions and actions.

	




	CONTRIBUTIONS TO CULTURE AND CLIMATE 
The University expects all employees to be committed and contribute to enhancing inclusivity, collaboration, diversity, equity, and belonging within and beyond their units, in alignment with the institutional commitment to promote access, opportunity, and excellence for all. These contributions are to be documented and discussed during the annual performance review, as are performance levels inconsistent with these expectations. 
Model Examples:
· Engages in training activities that deepen cultural competency and awareness.
· Integrates inclusive practices into teaching, mentoring, service, leadership, and/or other academic activities.
· Participates in or leads initiatives towards cultural and climate improvements.
· Fosters a culture of respectful and open communication within teams.
· Engages in activities that contribute to a positive, supportive work environment.
· Advocates for inclusive practices in assigned duties.
· Highlights and celebrates the achievements of others, promoting their recognition and visibility.

	




	PERFORMANCE CONTEXT 
Identify factors (enhancers and/or limiters) influencing performance that are beyond the individual’s control. Provide specific examples of success factors that are important to sustain and suggest actions to address any challenges or barriers (e.g., infrastructure delays, funding or instructional disruptions). 
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Annual Evaluation Form Acceptance

Employee: 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.

	Employee Signature
	Date

	


	



	Evaluator Signature(s)
	Date

	


	


Submit the signed Annual Evaluation Form to the Dean’s Office by June 30 to ensure consideration for annual salary review.

_____________________________________________________________________________________________

Annual Evaluation and Annual Salary Raises
Annual performance reviews guide the college in making salary raise recommendations and allocations during the summer. Below is information about how these decisions as made.

Merit Raise:
Non-union faculty and academic specialists: Annual salary raises are funded centrally through a Board of Trustees–approved Merit Raise Pool, based on a percentage of university-wide salaries. NatSci retains a portion (Dean’s Withhold) to address commitments and salary inequities, while the remainder is distributed to units. Units follow internal processes to allocate raises and submit recommendations to the college based on annual performance evaluations.
Unionized faculty: Annual raises follow the Union contract (for UNTF faculty, this applies to the UNTF portion of their appointments).
Equity and Excellent Market raise:
The Equity and Excellence Market Pool, funded by the Provost’s Office (typically 1–2% of total salaries), supports raises for all faculty and academic specialists meeting eligibility criteria. These allocations recognize individuals who are consistently meritorious or externally recognized (e.g., major awards, retention risks), and/or making significant contributions yet are materially underpaid relative to peers with similar performance levels. Units submit written rationales for Equity and Excellence recommendations. The Dean's Office reviews recommendations and may recommend additional faculty for E&E based on performance and salaries relative to peers.
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