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SECTION 1: The Faculty

1.1 Composition of the Faculty

1.1.1. The regular faculty of the Department of English shall consist of all persons  
in the Department who have been appointed under the rules of tenure and who hold 
[OL�YHUR�VM�WYVMLZZVY��HZZVJPH[L�WYVMLZZVY��HZZPZ[HU[�WYVMLZZVY��VY�HZ�M\Y[OLY�KLÄULK� 
in the Bylaws for Academic Governance-Michigan State University.

������� ;OL�Ä_LK�[LYT�MHJ\S[`�VM�[OL�+LWHY[TLU[�VM�,UNSPZO�ZOHSS�JVUZPZ[�VM�HSS�WLYZVUZ�
holding the rank of professor, associate professor, assistant professor, or instructor, 
I\[�UV[�HWWVPU[LK�\UKLY�[OL�Y\SLZ�VM�[LU\YL��HZ�KLÄULK�PU�[OL�)`SH^Z�MVY�(JHKLTPJ�
Governance-Michigan State University.

1.1.3. The academic specialist faculty of the Department of English shall consist  
of all persons holding the rank of academic specialist, academic specialist-continuing, 
or senior academic specialist, but not appointed under the rules of tenure, or as further 
KLÄULK�PU�[OL�)`SH^Z�MVY�(JHKLTPJ�.V]LYUHUJL�4PJOPNHU�:[H[L�<UP]LYZP[ �̀

1.1.4. Honorary faculty shall be those persons designated as visiting professor  
or professor emeritus.

1.2 Voting Faculty

1.2.1. The voting faculty in Department, College, and University matters shall consist  
VM�HSS�YLN\SHY�MHJ\S[`��PU����������Ä_LK�[LYT�MHJ\S[`��PU���������^OV�OVSK�J\YYLU[�WVZP[PVUZ�
and have served under a full-time basis in the university with a majority appointment  
in the Department for at least three consecutive years, and academic specialist  
faculty (in 1.1.3) who have served under on a full-time basis in the university with  
an appointment in the Department for at least three consecutive years.

 1.2.1.1. The voting faculty of the Department shall be constituted as stated in 
� )`SH^���������^P[O�[OL�L_JLW[PVU�VM�[OVZL�PUZ[HUJLZ�PU�^OPJO�[OL�MHJ\S[`�PZ�
 voting on changes in the Bylaws related to the whole of section 3.2.5., “The 
 Salary Committee”. In these instances, the voting faculty shall consist of 
� [OVZL�[LU\YLK�HUK�[LU\YL�Z`Z[LT�MHJ\S[`�^OV�HYL�HɈLJ[LK�I`�[OL�:HSHY`�
 Committee Bylaws, that is, English Department faculty on the departmental 
 “salary list” who are reviewed for merit by the Salary Committee and the 
 Chairperson. Any changes in section 3.2.5. shall meet the requirement stated  
 in Bylaw 7.3.1., requiring a majority of voting faculty on the salary list to make 
 changes in the Bylaws.

1.2.2. A faculty member jointly appointed in two or more units may vote only once  
in a given College or University election. 
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1.2.3. A faculty member jointly appointed in two or more units may vote on English 
Department matters. 

1.2.4. Only regular faculty members of the Department of English may be elected  
to an academic governance body as the department’s representative. 

1.3 Governance Responsibility of the Faculty

1.3.1. Faculty Meetings

 1.3.1.1. The faculty of the Department shall meet at least once during  
 each semester. Additional meetings of the Department may also be called 
 by the Department Chairperson, or upon petition of 25% of the regular and 
 temporary faculty (in 1.1.1. and 1.1.2). 

 1.3.1.2. The Chairperson or Chairperson’s designee shall generally attend all 
 faculty meetings and Policy Committee meetings.

 1.3.1.3. The Chairperson should whenever possible provide an agenda at least 
 four days in advance of a faculty meeting, and include on that agenda 
� UV[PÄJH[PVU�VM�HU`�LSLJ[PVUZ�[V�IL�OLSK�

� ���������(�X\VY\T�PZ�ULJLZZHY`�MVY�[OL�JVUK\J[�VM�VɉJPHS�I\ZPULZZ�H[�HU�VɉJPHSS`�
� JVUZ[P[\[LK�TLL[PUN�VM�[OL�+LWHY[TLU[��(�X\VY\T�ZOHSS�IL�KLÄULK�HZ�ÄM[`�
� WLYJLU[�VM�[OL�]V[PUN�MHJ\S[ �̀�(�X\VY\T�MVY�HSS�VɉJPHSS`�JVUZ[P[\[LK�JVTTP[[LLZ�
� VM�[OL�+LWHY[TLU[�ZOHSS�IL�KLÄULK�HZ�H�ZPTWSL�THQVYP[`�VM�[OL�]V[PUN�TLTILYZ�
 of the committees.

 1.3.1.5. Conduct of all Department faculty meetings shall be governed  
 by revised Robert’s Rules of Order (Revised).

1.3.2.  Faculty members shall have the right to submit matters for the consideration  
of the Chairperson, the Policy Committee, or faculty.

1.3.3. The faculty shall have the right to review the actions of the Chairperson, 
the Policy Committee, the Graduate Committee, and the standing Departmental 
JVTTP[[LLZ��PUKP]PK\HS�WLYZVUULS�TH[[LYZ�L_JLW[LK��HUK�[V�HK]PZL�[OL�*OHPYWLYZVU� 
and the Policy Committee on matters pertaining to the general direction and welfare  
of the Department. 
   
SECTION 2: The Students

2.1. Student Constituency of the Department
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2.1.1. The student constituency of the Department for the purpose of selecting student 
representatives to the Department, College, and the University committees, or for any 
other appropriate purpose, shall be all undergraduate students who have declared  
with the Registrar a major or major preference in English and all graduate degree  
and non-degree candidates in English.

2.1.2. The Chairperson and Associate Chairpersons shall encourage the formation 
of an organization of English graduate students and an organization of English 
undergraduate students each year; these organizations have the right to select their 
respective representatives to Department committees, using procedures determined  
by their members.

2.2. Student Participation in Academic Governance

2.2.1. The undergraduate student constituency of the Department shall select  
a representative to the Undergraduate and Student Engagement Committees and 
the graduate student constituency of the Department shall select a representative 
for Policy, the Graduate, Student Engagement, and Equity Committees. Student 
participation in the Department academic governance bodies shall in all cases be  
PU�[OL�ZHTL�TVKL�HZ�MHJ\S[`�WHY[PJPWH[PVU��L_JLW[�HZ�YLZLY]LK��;OL�TH[[LYZ�YLZLY]LK� 
to the faculty are:

 2.2.1.1. Policy concerning salary, leaves, insurance, retirement, and fringe 
� ILULÄ[Z�VM�MHJ\S[ �̀

 2.2.1.2. Decisions concerning the appointment, salary, reappointment, 
 promotion, tenure, or dismissal of individual faculty members.

 2.2.1.3. Evidence from students regarding the teaching performance of faculty 
 shall be considered in decisions concerning the above matters.

2.2.2. The Department will solicit input from undergraduate and graduate students  
VU�OPYPUN��ÄLSKZ��HUK�HWWVPU[TLU[Z�

SECTION 3: Department Organization

3.1. Chairperson of the Department

�������;OL�JOPLM�KLWHY[TLU[�VɉJLY�VM�[OL�+LWHY[TLU[�PZ�[OL�*OHPYWLYZVU�

3.1.2. The Chairperson is responsible for educational, research, and service programs 
of the Department. This responsibility includes budgetary matters, physical facilities, 
and personnel matters in his or her jurisdiction, taking into account the advisory 
procedures of the Department.
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3.1.3. The voting faculty of the Department shall have shared responsibility with 
the Dean to determine procedures for advising the Dean on the selection of the 
Department Chairperson. 

3.1.4. Faculty and students of the Department shall advise or consult with the Dean  
in the appointment of the Chairperson.

3.1.5. The selection of assistant and associate administrators to be nominated  
to the Provost shall be the responsibility of the Chairperson, who shall receive  
the views of the faculty and students through the academic governance system  
or other appropriate means. 

3.1.6. The Chairperson of the Department shall be subject to regular review at intervals 
UV[�[V�L_JLLK�Ä]L�`LHYZ�

 3.1.6.1. The Department faculty shall have shared responsibility with the Dean  
 to determine procedures for the review of the Chairperson.

 3.1.6.2. There is no limit, other than the limit imposed by the University rules  
 on retirement from administrative positions, on the number of times an individual  
 may continue in the position of Chairperson.

� ���������([�HU`�[PTL�K\YPUN�[OL�[LYT�VM�VɉJL��[OL�HWWVPU[TLU[�VM�H�*OHPYWLYZVU���
 as Chairperson, may be terminated either by resignation or by action of the 
 Board of Trustees upon recommendation of the President and the Provost.

3.1.7. The Chairperson shall assist, encourage, and participate in academic 
governance as part of his or her administrative responsibility. The Chairperson shall:

� ���������7YV]PKL�MVY�[OL�KPZZLTPUH[PVU�VM�PUMVYTH[PVU�HUK�L_JOHUNL�VM ]PL^Z�
 regarding Department policy by faculty and students, through the academic 
 governance system as well as other appropriate channels.

 3.1.7.2. Call meetings of the faculty at least once per semester with a prepared 
 agenda submitted to the faculty at least four days beforehand (whenever 
 possible) or upon petition of 25% of the faculty in residence.

 3.1.7.3. Call meetings of the Policy Committee at least once per month with 
 a prepared agenda submitted to the faculty at least four days beforehand 
 (whenever possible), or upon petition of three or more Policy Committee 
 members, or upon petition of 25% of the faculty in residence. Notice of  
 a Policy Committee meeting shall be given to the faculty at least four days
� ILMVYL�[OH[�TLL[PUN��L_JLW[�PU�[OL�JHZL�VM�LTLYNLUJPLZ�
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 3.1.7.4. Act as Chairperson, with power to break tie votes, of meetings  
 of the faculty and of the Policy Committee.

 3.1.7.5. Appoint in the spring, after consultation with the Policy Committee, 
 standing and other committees of the faculty.

 3.1.7.6. Appoint, after consultation with the Policy Committee, the administrative 
 officers of the Department. Associate Chair Graduate Studies; Associate 
 Chair Undergrad Studies; Coordinator, English Education; Director, Film 
� :[\KPLZ"�+PYLJ[VY��*YLH[P]L�>YP[PUN"�HUK�+PYLJ[VY��3P[LYHY`�:[\KPLZ�

 3.1.7.7. Confer with the Policy Committee and faculty on matters concerning 
 departmental policies.

3.2. Department Academic Governance 

������� 7YPUJPWSLZ�HUK�,_WLJ[H[PVUZ�MVY�*VTTP[[LL�>VYR

� ���������(SS�[LU\YL�Z[YLHT�MHJ\S[`�HYL�L_WLJ[LK�[V�ZLY]L�VU�VUL�VM�ZL]LU�THQVY�
� JVTTP[[LLZ�WLY�`LHY��L_JLW[�^OLU�VU�ZHIIH[PJHS��;OLZL�JVTTP[[LLZ�PUJS\KL�
 Policy; Undergraduate Policy; Graduate; Salary; Speakers; and the newly 
� WYVWVZLK�:[\KLU[�,_WLYPLUJL��,UNHNLTLU[��HUK�6\[YLHJO��:,,6��HUK�,X\P[`�
� HUK�1\Z[PJL�JVTTP[[LLZ��-VY�MHJ\S[`�^OV�HYL�QVPU[S`�HWWVPU[LK��ZLY]PJL� 
 on a major committee in either program or department shall count. Merit 
 considerations will also acknowledge service in other units, including the  
 college and university. 

 Additionally, in line with an increasing trajectory of responsibility, tenured 
 faculty and advanced assistant professors (those who have successfully 
� JVTWSL[LK�[OPYK�`LHY�YL]PL^��TH`�IL�L_WLJ[LK�[V�ZLY]L�VU�VUL�VY�TVYL�HK�OVJ�
 committees per year. These committees include Search; Reappointment, 
 Promotion, and Tenure (RPT); Internal Review; and ad hoc committees 
 to investigate complaints from students or faculty. Faculty with administrative 
� HWWVPU[TLU[Z�PUZPKL�VY�V\[ZPKL�VM�[OL�KLWHY[TLU[�TH`�IL�L_LTW[�MYVT�ZLY]PUN�
 on ad hoc committees. Assistant faculty, before their third-year review, may 
 serve on ad hoc committees on a voluntary basis. 

 Population of committees will be based on faculty preference and fairness, 
 and be broadly diverse. The Chair will make committee assignments every 
 spring semester for the following academic year. During the spring semester, 
 faculty will indicate their preferences for which major and ad hoc committees 
 on which they would like to serve for the following year. The Chair will take these 
 preferences into account, along with the history of these committees, so that 
� MHJ\S[`�^PSS�YLN\SHYS`�YV[H[L�VU�HUK�VɈ�VM�[OLT��
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3.2.2. The Policy Committee

� ���������;OL�7VSPJ`�*VTTP[[LL�TLTILYZ�LSLJ[LK�I`�[OL�MHJ\S[`�ZOHSS�IL�Ä]L�
� TLTILYZ�VM�[OL�]V[PUN�MHJ\S[`��HZ�KLÄULK�PU����������;OL�*VTTP[[LL�ZOHSS
 have one elected faculty member from the untenured ranks, providing that there
 is at least one advanced untenured faculty member eligible and willing to 
 serve. No more than one faculty member from the untenured ranks shall serve
� VU�[OL�*VTTP[[LL��;OL�[LYT�VM�VɉJL�MVY�LSLJ[LK�MHJ\S[`�TLTILYZ�ZOHSS�IL�VUL�
 year for advanced untenured faculty, and two years for tenured faculty; no 
 elected faculty member shall be eligible to serve for two consecutive terms.  
 In order to provide continuity between Policy Committees of consecutive 
 years, the two-year terms of tenured faculty members shall be staggered. 
 The position reserved for advanced untenured faculty shall be the first  
� [V�IL�ÄSSLK��;OL�YLTHPUPUN�WVZP[PVUZ�ZOHSS�IL�ÄSSLK�I`�LSLJ[PVUZ�H[�SHYNL�

 3.2.2.2. Election of the Policy Committee 

� � �����������,SLJ[PVUZ�[V�[OL�7VSPJ`�*VTTP[[LL�ZOHSS�IL�OLSK�^P[OPU�[OL�ÄYZ[�
� � [^V�^LLRZ�VM�[OL�MHSS�ZLTLZ[LY�H[�[OL�ÄYZ[�+LWHY[TLU[HS�TLL[PUN�

  3.2.2.2.2. The election shall be conducted by the Chairperson and  
  a member of the previous year’s Policy Committee, who shall 
  distribute, collect, and count ballots and announce the results. Members 
  of the Policy Committee shall be elected in the following manner: there 
� � ZOHSS�IL�VWLU�UVTPUH[PVUZ��^P[O�ZLJVUKZ��MYVT�[OL�ÅVVY��MVSSV^LK�I`� 
  a secret ballot. If one candidate receives a majority of the votes cast, 
  such candidate is elected to the Policy Committee. If no candidate 
  receives a majority of the votes cast, the two with the most votes shall 
� � LU[LY�H�Y\U�VɈ�LSLJ[PVU��;OL�ZHTL�WYVJLK\YL�ZOHSS�IL�MVSSV^LK�PU�LHJO�
  ensuing election.
 
  In the event that an elected member of the Policy Committee must vacate 
  that position, temporarily or for the remainder of his or her term, a special 
  Department meeting shall be held to elect a replacement for the vacating 
  member during his or her absence. This election shall conform to the
� � YLX\PYLTLU[Z�HUK�WYVJLK\YLZ�ZWLJPÄLK�HIV]L��(�WLYZVU�^OV�YLWSHJLZ� 
  a vacating member for a year or less shall remain eligible for a full term 
  consecutive to the replacement term; a person who replaces  
  a vacating member for more than a year shall be ineligible for a full term 
  consecutive to the replacement term.

 3.2.2.3. Composition of the Policy Committee

  3.2.2.3.1. The Policy Committee shall include the faculty members 
  (described above) who sit with full voting rights.
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  The Chairperson of the Department shall chair the Policy Committee with 
  the power to break tie votes.
 
  One graduate student, when duly elected by their respective student 
  organizations, shall sit as representatives on the Policy Committee with 
  voice, but no vote. 
 
� � ,_�VɉJPV�TLTILYZ�VM�[OL�7VSPJ`�*VTTP[[LL�^PSS�PUJS\KL�[OL�(ZZVJPH[L�
  Chairpersons. In the absence of the Chairperson, one of the Associate 
  Chairpersons shall chair the Committee.

 3.2.2.4. Responsibilities of the Policy Committee

  3.2.2.4.1. To record and report to the faculty in writing the discussions 
  and actions of the Policy Committee; to record and report in writing the 
  discussions, actions, and each motion of the faculty at faculty meetings; 
� � [V�RLLW�VU�ÄSL�[OL�TPU\[LZ�VM�TLL[PUNZ�VM�[OL�7VSPJ`�*VTTP[[LL��[OL�
  Graduate Committee, the Undergraduate Committee, and the faculty. 
� � ;OLZL�ÄSLZ�ZOHSS�IL�VWLU�[V�TLTILYZ�VM�[OL�MHJ\S[ �̀
 
  To advise the Chairperson on matters of departmental policy, and to serve 
  as a standing advisory committee on personnel matters: that is, hiring, 
  tenure, reappointment, promotion, salaries, and appointments and
  nominations to Department, College, and University committees.
 
  To hold one special meeting per semester to which all faculty members 
  shall be invited for the purpose of raising questions, making suggestions, 
  and discussing matters pertaining to the general direction and welfare  
  of the Department. 

3.2.3. The Graduate Committee

 3.2.3.1. Constitution of the Graduate Committee

  3.2.3.1.1. The Graduate Committee shall be composed of the Associate 
  Chairperson for Graduate Studies, who will serve as chair of the  
  committee, and three appointed members of the faculty who represent  
  a wide range of areas and interests across the Department. No appointed
  
  member of the Graduate Committee shall be eligible to serve more than 
  two successive years.

 3.2.3.2. Responsibilities of the Graduate Committee
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  3.2.3.2.1. The Graduate Committee is responsible for all areas  
  concerning graduate education in English (e.g., recruitment, graduate
   curriculum and degree requirements, admissions criteria, and course 
  offerings). Members of the Graduate Committee will serve as the 
  Graduate Admissions committee; implementation of recruiting plans, 
  review and rank graduate student awards, fellowships, and prizes; 
  participate in graduate recruitment activities; and participate in a  
  series of professionalization proseminars required for first-year  
  graduate students.
 
  The Graduate Committee shall report procedural decisions in graduate 
  matters to the Policy Committee and the Department by means of regular
  published minutes; it shall report all proposed changes of graduate policy
  to the Policy Committee for its approval, subject to the review of the 
  Department as a whole in a Department meeting.

3.2.4. The Undergraduate Committee

 3.2.4.1. Constitution of the Undergraduate Committee

  3.2.4.1.1. The Undergraduate Committee shall be composed of the
  Associate Chairperson for Undergraduate Studies, who will serve as chair
  of the committee, and three appointed members of the faculty who
  represent a wide range of areas and interests across the Department.  

 3.2.4.2. Responsibilities of the Undergraduate Committee

� � �����������;OL�<UKLYNYHK\H[L�*VTTP[[LL�ZOHSS�L_LYJPZL�KLSLNH[LK
  responsibility in all areas concerning undergraduate education in English, 
  including programs, curriculum, instruction, pedagogy workshops  
� � HUK�JSHZZYVVT�VIZLY]H[PVU��[OL�H^HYKPUN�VM�ZJOVSHYZOPWZ�WYPaLZ�� 
  and assessment.
 
  The Undergraduate Committee shall report procedural decisions  
  in undergraduate matters to the Policy Committee and the Department 
  by means of regular published minutes; it shall report all proposed 
  changes of undergraduate policy to the Policy Committee for its  
  approval, subject to the review of the Department as a whole  
  in a Department meeting.

3.2.5. The Salary and Awards Committee 

 3.2.5.1. Selection and Composition of the Salary Committee
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� � �����������;OL�:HSHY`�HUK�(^HYKZ�*VTTP[[LL�ZOHSS�IL�JVTWVZLK�VM�Ä]L�
  tenure-system faculty members, each of whose salary is at least 
  partially included in the departmental budget. The members of the Salary
  Committee shall be selected by the Chairperson of the Department, 
� � PU�JVUZ\S[H[PVU�^P[O�[OL�7VSPJ`�*VTTP[[LL��ZV�[OH[�[OL�Ä]L�TLTILYZ�
  represent all three academic ranks in the following proportions: two full 
  professors, two associate professors, and one assistant professor.
 
  Members of the Salary Committee shall each serve staggered two-year 
  terms. No member shall serve two consecutive terms, and no member 
� � ZOHSS�WHY[PJPWH[L�PU�OPZ�OLY�V^U�TLYP[�ZHSHY`�HKQ\Z[TLU[�L]HS\H[PVU��VY�[OH[
� � VM�H�ZPNUPÄJHU[�V[OLY���5V�VUL�ZOHSS�ZLY]L�ZPT\S[HULV\ZS`�VU�[OL�:HSHY`�
  Committee and the Policy Committee.
 
  The Chairperson of the Department shall appoint a chairperson of the 
� � :HSHY`�HUK�(^HYKZ�*VTTP[[LL�MYVT�HTVUN�[OL�Ä]L�[LU\YL�Z`Z[LT�MHJ\S[ �̀
  The Chairperson of the Department shall be responsible for ensuring that
  representation on the Salary Committee conforms with university 
  guidelines regarding the composition of committees.  If the selection 
  process described above does not result in a committee that meets 
  those guidelines, the Chairperson of the Department shall, after 
  consultation with the Policy Committee, name one additional tenure-
  system faculty member to the Salary Committee.

 3.2.5.2. Responsibilities of the Salary Committee

  3.2.5.2.1. The primary purpose of the Salary Committee is to
  solicit, receive, and evaluate materials for merit salary adjustments,  
  and to make recommendations to the Chairperson of the Department 
  regarding the award of merit salary adjustments. The Salary 
  Committee will also identify progress of faculty members toward  
  RPT actions. 
 
  The Salary Committee shall also be the peer review group with  
  whom the Chairperson of the Department consults regarding other 
  kinds of salary adjustments, including equity adjustments and  
  market adjustments.

 3.2.5.3. Procedures of the Salary Committee

  3.2.5.3.1. The Salary Committee’s deliberations shall take place in the 
  Spring Semester of every academic year. Early in its deliberations, the
  committee shall meet with the Chairperson of the Department to review
  the results of the previous year’s salary adjustment process.
  Each member of the salary committee shall read through and evaluate 
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  the materials submitted by faculty members of the department for whom
  salary recommendations need to be made.  No member of the committee 
� � ZOHSS�L]HS\H[L�OPTZLSM�OLYZLSM�VY�H�ZPNUPÄJHU[�V[OLY�
 
  Salary Committee recommendations regarding merit salary adjustments 
  shall be based on the faculty member’s cumulative record over the  
  previous two calendar years.
 
  In order to be considered for merit salary adjustments, faculty must 
  submit the following supporting materials: 1) a current, annotated 
  curriculum vitae, 2) a departmental cover form, 3) a narrative describing
� � OV^�HJJVTWSPZOTLU[Z�K\YPUN�[OL�YL]PL^�WLYPVK�Ä[�PU[V�M\[\YL�NVHSZ��ZLL�
  template), 4) evidence to substantiate teaching, service, and outreach 
  activities. Faculty shall provide full documentation of all professional 
  activities. If a faculty member fails to submit the all or any of the above 
  materials to the Salary Committee, the Salary Committee shall not 
� � JVUZPKLY�OPT�OLY�MVY�H�TLYP[�ZHSHY`�HKQ\Z[TLU[��
 
  Using the forms of evidence discussed in 4.2.1.3., members of the 
  Salary Committee shall make a qualitative rating of highest merit, 
  high merit, merit, or insufficient evidence for each individual in each  
  of the following categories of evaluation: research and professional 
  activity, teaching, service. In evaluating each individual’s record, members
  of the Salary Committee shall keep in mind that outreach is a professional 
  activity valued by the University that cuts across the categories
  of research and professional activity, teaching, and service. (Outreach 
  involves generating, transmitting, applying, and preserving knowledge for
� � [OL�KPYLJ[�ILULÄ[�VM�L_[LYUHS�H\KPLUJLZ�PU�^H`Z�[OH[�HYL�JVUZPZ[LU[�^P[O
  the University and unit missions). In the case of ratings for teaching and
  service during a leave, materials submitted for those categories from  
  the most recent two years not spent on leave shall be used as a basis  
  for evaluation. 
 
  Each member of the Salary Committee shall turn in to the chairperson 
� � VM�[OL�:HSHY`�*VTTP[[LL�OPZ�OLY�YH[PUNZ��ZPNULK��VM�LHJO�PUKP]PK\HS�PU�[OL�
  categories of research and professional activity, teaching, and service. 
  Those ratings shall include brief qualitative comments in each of the three
  merit areas, along with the qualitative rating; they shall aid in discussion 
� � ^P[OPU�[OL�JVTTP[[LL��^OVZL�TLTILYZ�ZOHSS�KLJPKL�\WVU�H�ÄUHS�YH[PUN���
  in each merit category for each individual. Those ratings and the
  qualitative comments (with the committee members’ names removed) 
  shall be passed on to the Chairperson of the Department to inform his  
� � VY�OLY�ÄUHS�YLJVTTLUKH[PVUZ�YLNHYKPUN�TLYP[�ZHSHY`�HKQ\Z[TLU[Z�
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� � (�ÄUHS�JVTTP[[LL�YLJVTTLUKH[PVU�YLNHYKPUN�LHJO�PUKP]PK\HS»Z�V]LYHSS�
  merit level shall be weighted in the following way: research and 
  professional activity = 40%; teaching = 40%; service = 20%. Each 
  person’s rating in each of the categories shall be negotiated to determine 
  a holistic qualitative evaluation.
 
  Once the Salary Committee has concluded its deliberations, it shall send 
  its recommendations to the Chairperson of the Department. The Salary 
  Committee’s recommendations shall include the ratings and qualitative
  comments described above and a written list indicating into what merit
  category each faculty member falls.
 
  The recommendations of the Salary Committee shall assist the 
  Chairperson in determining the quantitative scale, based on the  
� � HUU\HS�JVU[YVS�ÄN\YL��[OH[�JVYYLZWVUKZ�[V�[OL�*VTTP[[LL»Z�X\HSP[H[P]L�
  ratings. This scale represents the percentage increase each faculty 
  person receives. 
 
  After submitting its written list of recommendations, the Salary  
  Committee shall meet with the Chairperson of the Department to discuss 
� � P[Z�YLJVTTLUKH[PVUZ�HUK�[V�JVUZ\S[�^P[O�OLY�OPT�YLNHYKPUN�[OL
  percentage to be assigned for each faculty member. The percentage 
  adjustment shall be the same for everybody with the same qualitative 
� � YH[PUN��;OL�KPɈLYLUJL�IL[^LLU�[OL�HKQ\Z[TLU[Z�HZZPNULK�MVY�H�NP]LU
� � X\HSP[H[P]L�YH[PUN�HUK�[OVZL�MVY�[OL�UL_[�OPNOLZ[�HUK�[OL�UL_[�SV^LZ[�
  ratings will be as close to equal as possible. At that meeting, the Salary
  Committee shall present its suggestions (if any) regarding changes  
  in the criteria for merit salary adjustments.

  The recommendations of the Salary Committee shall apply to 70%  
  of the raise funds assigned to the Department. Of that 70%, three-
  quarters shall be applied to merit salary adjustments calculated as 
  a percentage of the previous year’s salary, the remaining quarter to merit 
  salary adjustments in the form of straight dollar amounts pegged  
  to qualitative rating.  In conformity with university policies, the 
  Chairperson of the Department shall use the remaining raise funds for 
  additional merit adjustments or to address salary inequities, structural 
� � HUVTHSPLZ��HUK�VY�L_JLW[PVUHS�WLYMVYTHUJL�
 
  
  According to university by-laws, the Chairperson of the Department  
  is responsible for merit salary adjustments and for assuring that all merit 
  salary adjustments conform to the Academic Salary Adjustment 
� � .\PKLSPULZ�WYV]PKLK�HUU\HSS`�I`�[OL�6ɉJL�VM�[OL�7YV]VZ[�
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 3.2.5.4. Evidence of Meritorious Performance

  3.2.5.4.1. The quality of each faculty member’s professional 
  accomplishments over the two-year period shall be evaluated  
  in determining the appropriate level of merit, as described in 4.2.1.3.
 
  Faculty members who believe that the forms of evidence described  
� � PU����������KV�UV[�Ä[�[OL�RPUKZ�VM�^VYR�[OL`�HYL�LUJV\YHNLK�[V�KV�TH`�
� � PUJS\KL�H�Z[H[LTLU[�L_WSHPUPUN�^O`�[OH[�PZ�[OL�JHZL�HUK�KLZJYPIPUN�[OL
  forms of evidence they consider appropriate. 

3.2.6. The Speakers Committee 

 3.2.6.1. Composition of the Speakers Committee

  3.2.6.1.1. The Speakers Committee shall be comprised of the faculty 
  responsible for programming in support of the Department’s intellectual 
  and creative life. Speakers Committee will consult with faculty, graduate
  students, and undergraduate students about outside speakers.

 3.2.6.2. Responsibilities of the Speakers Committee

  3.2.6.2.1. The Speakers Committee is responsible for planning and 
  coordinating a robust slate of speakers whose work is connected  
  to faculty and graduate student research interests and interests of 
  undergraduates. The members of the Speakers Committee will be 
  responsible for the Department’s intellectual life.

�������:[\KLU[�,_WLYPLUJL��6\[YLHJO��HUK�,UNHNLTLU[�*VTTP[[LL��:,6,�

 3.2.7.1. Composition of the SEOE Committee

  3.2.7.1.1. The committee shall be comprised of two faculty members,  
  the Department advisor, one elected undergraduate student, and one
  elected graduate student.

 3.2.7.2. Responsibilities of the SEOE Committee

  3.2.7.2.1. The SEEO Committee is responsible for enhancing the 
� � \UKLYNYHK\H[L�HUK�NYHK\H[L�Z[\KLU[�L_WLYPLUJL��HK]PZPUN�VU�[OL�
  Department’s study abroad programs, coordinating engaged learning
  and co-curricular opportunities for students, and leading the Department
� � PU�H�YHUNL�VM�W\ISPJ�V\[YLHJO�LɈVY[Z��PUJS\KPUN�W\YZ\PUN�JVUULJ[PVUZ�^P[O�
  local schools and institutions. The committee will work collaboratively 
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  with our student groups, including Sigma Tau Delta, the Students of Color
  group, the NCTE chapter, and the Film Club, among others. 

�������,X\P[`�HUK�1\Z[PJL�*VTTP[[LL�

� ���������*VTWVZP[PVU�VM�[OL�,X\P[`�HUK�1\Z[PJL�*VTTP[[LL

  3.2.8.1.1 The committee shall be comprised of three faculty members  
  and one elected graduate student.

� ���������9LZWVUZPIPSP[PLZ�VM�[OL�,X\P[`�HUK�1\Z[PJL�*VTTP[[LL

� � �����������,X\P[`�HUK�1\Z[PJL�*VTTP[[LL�PZ�YLZWVUZPISL�MVY�WYVTV[PUN�
� � LX\P[HISL�HUK�L[OPJHS�WYHJ[PJLZ�HTVUN�Z[\KLU[Z��MHJ\S[`�HUK�Z[HɈ�PU�[OL�
� � +LWHY[TLU[�VM�,UNSPZO��;OL�,X\P[`�HUK�1\Z[PJL�*VTTP[[LL�PZ�YLZWVUZPISL�
  for developing programming, initiatives, and policies that address 
  said issues at the University (i.e., department, college) levels. The
� � JVTTP[[LL�HSZV�HKKYLZZLZ�LX\P[ �̀�Q\Z[PJL�HUK�L[OPJZ�H[�SVJHS��,HZ[�3HUZPUN
� � 
�3HUZPUN���Z[H[L��UH[PVUHS�HUK�PU[LYUH[PVUHS�SL]LSZ��;OYV\NO�WHY[ULYZOPWZ�
� � ^P[O�[OL�+P]LYZP[`�9LZLHYJO�5L[^VYR��[OL�.YHK\H[L�:JOVVS��HUK�[OL�6ɉJL
  of Inclusion and Intercultural Initiatives, the committee supports equity
  and ethics in research, teaching, and advocacy work.

3.2.9. Ad Hoc Committees

 3.2.9.1. In addition to the major committees described above, the Department 
 will create ad hoc committees as needed in order to conduct department 
� I\ZPULZZ���,_HTWSLZ�VM�HK�OVJ�JVTTP[[LLZ�PUJS\KL�[OVZL�KL]V[LK�[V
 personnel actions, such as hiring and RPT matters; issues related to 
 department climate and self-study; as well as those devoted to the drafting 
 and revising of major department documents, such as the bylaws
 themselves.  Ad hoc committees will be assembled by the chair and 
 approved by the Policy Committee.  Ad hoc committee members will consist 
� WYPTHYPS`�VM�[LU\YL�Z`Z[LT�MHJ\S[`"�Ä_LK�[LYT�MHJ\S[`�^PSS�IL�PU]P[LK�[V�WHY[PJPWH[L
 as needed on particular issues.  Although participation in a particular ad hoc 
� JVTTP[[LL�PZ�VW[PVUHS��[LU\YL�Z`Z[LT�MHJ\S[`�HYL�L_WLJ[LK�[V�YLZWLJ[�[OL
� WYPUJPWSLZ�HUK�L_WLJ[H[PVUZ�V\[SPULK�HIV]L��0U�RLLWPUN�^P[O�[OVZL�WYPUJPWSLZ�
 and with our awareness of faculty time and energy, substantial service on ad 
 hoc committees will thus be recognized and rewarded during merit review.
                                                            
3.2.10. Program Committees

 3.2.10.1. These are committees comprised of faculty who teach in various 
 Department programs: Creative Writing, Film Studies, English Education,  
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� HUK�3P[LYHY`�:[\KPLZ��7YVNYHT�JVTTP[[LLZ�^PSS�TLL[�HZ�YLX\PYLK�K\YPUN�[OL
 year, let by Program Directors.

SECTION 4: Terms of Employment and Evaluation Procedures  
for Faculty

4.1. Terms of Employment for Tenure and Non-Tenure System Appointments

4.1.1. Tenure-track appointments to the rank of professor, associate professor,  
and assistant professor normally are made consistent with the current provisions  
VM�[OL�4PJOPNHU�:[H[L�<UP]LYZP[`�;LU\YL�:`Z[LT�HZ�ZWLJPÄLK�PU�[OL�-HJ\S[`�/HUKIVVR�

4.1.2. Non-tenure track appointments to the rank of professor, associate professor, 
assistant professor, instructor, or academic specialist normally are made consistent 
^P[O�[OL�J\YYLU[�KLZPNUH[PVUZ�HUK�WYV]PZPVUZ�VM�(WWVPU[TLU[�HZ�ZWLJPÄLK�PU�[OL�J\YYLU[�
Union of Non-Tenured Faculty contract.

4.1.3. The Chairperson shall provide the terms and conditions of employment in writing 
to the faculty member at the time of appointment. These terms should include: the time 
WLYPVK�JV]LYLK�I`�[OL�HWWVPU[TLU["�ZHSHY`�WYV]PZPVU"�[OL�NLULYHS�L_WLJ[H[PVUZ� 
in regard to the professional responsibilities of the person being appointed; conditions 
HZ�PUKPJH[LK�PU�[OL�4PJOPNHU�:[H[L�<UP]LYZP[`�-HJ\S[`�HUK�(JHKLTPJ�:[HɈ�/HUKIVVRZ�
other than the appointee’s performance of their responsibilities that may make a further 
appointment inadvisable.

4.2. Evaluation of Faculty

4.2.1. Evaluation of Tenure-Track Appointments

 4.2.1.1. Annual Evaluation

  4.2.1.1.1. Annual evaluation of tenure-track faculty will be conducted  
  by the salary committee and department chair as outlined in section 
  3.2.5.3. Evaluation of jointly appointed or assigned faculty will abide  
  by commitments and procedures established in individual Memoranda  
  of Understanding (MoU). The particular criteria used are described  
  in 4.2.1.3 below.

 4.2.1.2. Reappointment, Promotion and Tenure 

  4.2.1.2.1. In making recommendations for appointment, reappointment, 
  promotion, and tenure, the Chairperson, with the advice of the Policy 
  Committee, is responsible for ensuring the quality of the Department with
  respect to its teaching function, its inner vitality, and its stature in the
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  profession. The criteria and procedures outlined below are intended  
� � [V�LUZ\YL�X\HSP[ �̀�[V�WYVTV[L�MHPY�HUK�ÅL_PISL�Q\KNTLU[Z��HUK�[V�WYV]PKL
  recognition for the diversity of talents that are essential to a strong 
  department. Recommendations of jointly appointed or assigned faculty
� � HYL�HSZV�Z\IQLJ[�[V�[OLZL�JYP[LYPH�HUK�WYVJLK\YLZ�[V�[OL�L_[LU[�V\[SPULK� 
  in individual MoUs. 

  4.2.1.2.2. Requirements for Reappointment, Promotion, and Tenure.  
� � ;OL�YLX\PYLTLU[Z�MVY�YLHWWVPU[TLU[��WYVTV[PVU��HUK�[LU\YL�HYL�ZPNUPÄJHU[
� � W\ISPJH[PVU��PU�WYPU[�VY�V[OLY�YLJVNUPaLK�TLKPH���LɈLJ[P]L�[LHJOPUN��HUK
� � YLZWVUZPISL�W\ISPJ�HUK�VY�WYVMLZZPVUHS�ZLY]PJL��*HUKPKH[LZ�T\Z[�TLL[�
  all three criteria. However, since the University is committed to research, 
  and since the goals of good teaching and responsible professional 
  service are furthered by individual research, special consideration will 
  be given to the candidate’s publication and other forms of research and
  creative productivity.  Reappointment. The candidate for reappointment 
� � T\Z[�ZOV^�KLÄUP[L�WYVTPZL�VM�ILPUN�HISL�[V�TLL[�[OL�YLX\PYLTLU[Z�
  for promotion. Reappointment does not, however, constitute  
  a commitment by the Department to eventual promotion and tenure. 
  Promotion from Assistant Professor to Associate Professor. The 
� � JHUKPKH[L�T\Z[�JSLHYS`�KLTVUZ[YH[L�LɈLJ[P]L�[LHJOPUN��H�^PSSPUNULZZ� 
  to participate in the activities of the Department, and, most important, 
� � L_JLSSLUJL�VY�[OL�WYVTPZL�VM�L_JLSSLUJL�PU�WYVMLZZPVUHS�W\ISPJH[PVU��PU
  print or other recognized media). Promotion from Associate Professor  
  to Professor. Since promotion to Associate Professor, the candidate  
  must have produced a record of new publication. At minimum these 
� � W\ISPJH[PVUZ�ZOV\SK�PUJS\KL�H�IVVR�HUK�VY�ZPNUPMPJHU[�U\TILY�
  of scholarly or creative works as described in 4.2.1.3.1. Moreover,  
  the candidate must be an accomplished teacher, with a record  
  of participation and leadership in the activities of the Department and  
  of the profession at large.

  4.2.1.2.3. Procedure for Reappointment, Promotion, and Tenure

   4.2.1.2.3.1. Reappointment. In the fall of each year, candidates 
   eligible for reappointment consideration (typically, the third year 
   of an assistant professor’s appointment) should submit a complete
� � � ÄSL��ZLL�ZLJ[PVU�����������MVY�L]HS\H[PVU�I`�[OL�7VSPJ`�*VTTP[[LL�

� � � �������������0KLU[PÄJH[PVU�VM�*HUKPKH[LZ�MVY�7YVTV[PVU�HUK�;LU\YL��
   Assistant Professors normally undergo Promotion and Tenure 
� � � YL]PL^�PU�[OLPY�ZP_[O�`LHY��-HJ\S[`�ZOV\SK�JVUZ\S[�[OL�<UP]LYZP[`�
   Faculty Handbook for possible alterations in this customary
    timeline. Associate Professors interested in undergoing review  
   for promotion to Professor should alert the Chair to their interest 
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   in the fall semester prior to this review at the latest. The Chair will
   confer with Policy Committee, considering previous Salary 
   Committee recommendations. In identifying potential candidates  
� � � MVY�WYVTV[PVU�[LU\YL��H[[LU[PVU�^PSS�IL�WHPK�[V�����[OL�SLUN[O�VM�
� � � ZLY]PJL�PU�LHJO�YHUR�H[�4:<�VY�WLLY�PUZ[P[\[PVUZ������ZJOVSHYS`�HUK�
   or creative productivity, (3) teaching record, and (4) service. 

   4.2.1.2.3.3. Promotion and Tenure Committee. Once appropriate
� � � JHUKPKH[LZ�OH]L�ILLU�PKLU[PÄLK��[OL�7VSPJ`�*VTTP[[LL�^PSS�UHTL
    (and publicly announce) a Promotion and Tenure Committee for 
   each candidate consisting of three faculty above the rank of the 
   candidate, with one designated as chair. The composition of 
   the Promotion and Tenure Committee is as follows: 1) At least 
   one member shall be selected from a candidate’s submitted list  
   of three (see section 4.2.2.4); 2) When possible, one member 
   shall come from the Policy Committee, 3) At least one member,
   if possible, should be familiar with the candidate’s research 
   area. The Promotion and Tenure Committee is responsible for 
� � � [OL�L]HS\H[PVU�VM�[OL�JHUKPKH[L»Z�L_[LYUHS�SL[[LYZ��HZ�^LSS�HZ�MVY� 
   the evaluation of the candidate’s teaching, service, publications 
   and scholarly potential. In November this committee’s written
   recommendation will be brought to the Policy Committee, which
� � � ^PSS�THRL�[OL�ÄUHS�YLJVTTLUKH[PVU�[V�[OL�KLWHY[TLU[�*OHPY��;OL
   Chair will provide the candidate with a summary of the written
   report of the Promotion and Tenure Committee as well as of the
� � � ÄUHS�KLJPZPVU�VM�[OL�7VSPJ`�*VTTP[[LL�

   4.2.1.2.3.4. Candidate’s Responsibilities. In the Spring,  
   the candidate will be asked to submit to the Policy Committee 
   a minimum of three Department of English faculty members (all 
   above their rank) from which the Policy Committee will select 
   at least one to serve on the candidate’s Promotion and Tenure 
   Committee. The candidate will be asked to submit to their 
� � � 7YVTV[PVU�HUK�;LU\YL�*VTTP[[LL�H�SPZ[�VM�Ä]L�[V�ZP_�WV[LU[PHS�
� � � L_[LYUHS�L]HS\H[VYZ��;OL�JVTTP[[LL�^PSS�[OLU�JYLH[L�H�SPZ[�VM�Ä]L� 
� � � [V�ZP_�HKKP[PVUHS�WV[LU[PHS�L_[LYUHS�L]HS\H[VYZ�HUK�WYV]PKL�IV[O
� � � SPZ[Z�[V�[OL�*OHPYWLYZVU��^OV�^PSS�KL[LYTPUL�[OL�ÄUHS�SPZ[�VM�L_[LYUHS
   evaluators to be contacted. The letters of evaluation should be 
� � � YLJLP]LK�UV�SH[LY�[OHU�TPK�6J[VILY��3L[[LYZ�MYVT�H[�SLHZ[�MV\Y�
� � � �WYLMLYHIS`�Ä]L��L_[LYUHS�L]HS\H[VYZ�HYL�YLX\PYLK��HUK�LHJO
� � � L]HS\H[VY�^PSS�IL�VɈLYLK�[OL�VWWVY[\UP[`�[V�ZLL�[OL�JHUKPKH[L»Z�
� � � JVTWSL[L�ÄSL��;OL�JHUKPKH[L�PZ�[V�WYLWHYL�H�JVTWSL[L�ÄSL�[OH[�
� � � TPUPTHSS`�PUJS\KLZ!����-VYT�+��ZLJ[PVU�0=�[V�IL�ÄSSLK�V\[�I`�
   the candidate); 2) an up-to-date curriculum vitae with complete
   bibliographical information (title, place of publication, date, page 
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	 	 	 numbers);	3)	a	reflective	essay	about	accomplishments	over	the	
	 	 	 reporting	period	(5	page	maximum);	4)	copies	of	all	published	
   work and work accepted for publication, and, at the candidate’s 
   discretion, work in progress; 5) teaching evaluations (SIRS forms  
   or the departmentally approved equivalents) and a teaching 
   portfolio (see the document entitled “The Teaching Portfolio 
   Required of Candidates for Promotion”); 6) other evidence of 
   professional achievement (e.g., unsolicited letters, citations, 
   reviews of published work, etc.); 7) evidence of professional 
   service (Department or University committee assignments, 
   consultantships, liaison work, editorial service, offices in 
   professional organizations, administrative service to the
   Department, College, or University).

 4.2.1.3. Evaluation Criteria for Annual Evaluation and Reappointment,  
 Promotion and Tenure

  4.2.1.3.1 Research and Professional Activity
  Research and creative activity. Standards for evaluating quality  
  of research and creative activities are established in the manner
  described below. 

   4.2.1.3.1.1. Although evaluating the significance and quality  
  of research and creative activities is often difficult and subjective, 
	 	 a	process	of	peer	review	is	essential	for	evaluation.	Peer	review	is	defined
	 	 as	the	evaluation	of	academic	or	professional	work	by	experts	in
  the same field. For scholarly journal and book publications, this 
  typically means anonymous peer review. For creative activities,  
  it may mean the acceptance and publication of work by editors, juries,
	 	 producers,	curators,	or	other	experts.	For	digital	scholarly	production,	
  peer review may take the form of pre-development evaluation of grant 
	 	 proposals	or	post-development	review	of	work	by	experts	in	the	field.	 
  In order to demonstrate the impact of their research or creative activities,
  faculty may include evidence that the work has been cited, taught,  
	 	 or	otherwise	used	in	external	institutions.

	 	 	 4.2.1.3.1.2.	The	term	“publication”	refers	to	the	formal	and/or	
   launching presentation to a public of a completed work in the
   medium and to the audience ideal for its circulation after peer 
   review or comparable process.

	 	 	 4.2.1.3.1.3.	The	following	subsections	include	examples	 
   of materials or activities by which research and creative activity 
   shall be evaluated, in descending order of importance. Faculty 
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   can make arguments for the relative importance of other activities
   particular to their case.

    4.2.1.3.1.3.1 Producing a scholarly or creative book; 
� � � � WYVK\JPUN�H�M\SS�SLUN[O�ÄST"�H�WYVNYHT�VM�]PKLV�ZOVY[Z"� 
� � � � H�ZL[�VM�WLLY�YL]PL^LK�HY[PJSLZ��IVVR�JOHW[LYZ��HUK�
� � � � VY�LZZH`Z"�VY�ZVTL�JVTIPUH[PVU�VM�]PKLV�IHZLK�HUK�
� � � � VY�V[OLY�TLKPH�[OH[�THRL�Z\Z[HPULK�HUK�VY�Z\IZ[HU[PHS�
� � � � JVU[YPI\[PVUZ�[V�ZJOVSHYZOPW��JYLH[P]L�L_WYLZZPVU��HUK��
    where relevant, practice. 

    4.2.1.3.1.3.2. Editing peer-reviewed journals or other major 
    publications. Editing a scholarly book of essays or a critical 
    edition, publishing peer-reviewed articles, book chapters, 
� � � � ZOVY[�Z[VYPLZ��WVL[Y �̀�ZOVY[�ÄSTZ��VY�^VYRZ�PU�V[OLY�TLKPH
� � � � [OH[�THRL�H�ZPNUPÄJHU[�JVU[YPI\[PVU�[V�[OL�ÄLSK��7\ISPZOPUN� 
    in a trade or literary periodical that is peer-reviewed 
� � � � HJJVYKPUN�[V�[OL�Z[HUKHYKZ�VM�[OL�NLUYL�VY�ÄLSK��,KP[PUN��
� � � � HU�HU[OVSVN`�VY�YLHKLY��VY�W\ISPZOPUN�H�[L_[IVVR�

    4.2.1.3.1.3.3. Receiving a major outside fellowship, such  
    as a summer-, semester-, or year-long postdoctoral 
    fellowship, grant, scholarship, award for study or research, 
� � � � VY�>YP[PUN�9LZPKLUJ �̀�,_HTWSLZ�VM�Z\JO�H^HYKZ�PUJS\KL��I\[�
    are not limited to) Fulbright, Andrew Mellon, Woodrow
    Wilson, Ford Foundation, NEH fellowships, and research
� � � � NYHU[Z�MYVT�H�T\ZL\T�VY�SPIYHY`�VY�HYJOP]L��L[J��,_HTWSLZ��
    of Writing Residencies include (but are not limited to) Millay
� � � � *VSVU`�MVY�[OL�(Y[Z�VY�)HUɈ�9LZPKLUJ �̀

    4.2.1.3.1.2.4 Delivering invited public papers, talks, readings,
    performances, screenings, or showings. Receiving an 
    internal grant from Michigan State University to conduct 
    research or produce creative work.

    4.2.1.3.1.2.5 Delivering peer-reviewed conference papers  
    at the international, national, or regional level. Submitting 
    grant proposals.

� � � � ��������������*VUZ\S[PUN�^P[O�NV]LYUTLU[��UVU�WYVÄ[��
    corporate, private, or other outside agencies on projects 
� � � � HUK�HJ[P]P[PLZ�YLSH[LK�[V�VUL»Z�YLZLHYJO�L_WLY[PZL�HUK
� � � � ZJOVSHYZOPW��,_HTWSLZ�PUJS\KL��I\[�HYL�UV[�SPTP[LK�[V�
� � � � J\YH[PUN�H�T\ZL\T�L_OPIP[��HUK�ZLY]PUN�VU�[OL�ZLSLJ[PVU�
    committee for major grants and awards.
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� � � � ��������������7YVK\JPUN�YL]PL^Z�VY�W\ISPJ�JVTT\UP[`
    documents (including teaching materials disseminated 
    beyond the classroom). 

   4.2.1.3.1.4. Collaborative work is to be valued as a legitimate form 
   of inquiry and production and as co-equal with single authorship.

   4.2.1.3.1.5. Multimedia production, computer software, web sites,
   or other technological contributions must be reviewed in the media
   for which they were intended.

   4.2.1.3.1.6. Creative works can be considered in these and  
   other ways:

    4.2.1.3.1.6.1. Invited showings and peer-reviewed 
    conference readings, performances, etc.

� � � � ���������������*\YH[LK�NHSSLY`�VY�ÄST�MLZ[P]HS�L_OPIP[Z� 
    or screenings.

    4.2.1.3.1.6.3. Positive reviews (outside of a formal peer-
� � � � YL]PL^�JVU[L_[��I`�X\HSPÄLK�HJHKLTPJ�HUK�WYVMLZZPVUHS�
� � � � L_[LYUHS�Q\KNLZ�

    4.2.1.3.1.6.4. Academic and professional commissions, 
    honors, prizes, reviews, and awards received for the activity. 

� � � �������������0U�NLULYHS��[OL�ZLSLJ[P]P[`�HUK�VY�ZPNUPÄJHUJL�VM�[OL
   entity evaluating a creative activity shall also be taken as an
� � � PUKPJH[VY�VM�[OL�V]LYHSS�X\HSP[`�VM�[OL�WYVQLJ[��;O\Z��MVY�L_HTWSL��
� � � ZLSLJ[PVU�MVY�H�UH[PVUHS�ÄST�MLZ[P]HS�VY�L]LU[�ZOHSS�IL�JVUZPKLYLK�
� � � TVYL�ZPNUPÄJHU[�[OHU�MVY�H�YLNPVUHS�L]LU[��HUK�H�Q\YPLK�ZOV^PUN� 
   or competition shall carry greater weight than a non-juried event.

   4.2.1.3.1.8. Research will normally be evaluated after publication.
   In special circumstances when a long-range project involves
� � � L_[LUKLK�YLZLHYJO�ILMVYL�W\ISPJH[PVU��Z\JO�YLZLHYJO�TH`�IL�
   eligible to be considered. Research not published or incorporated 
� � � PU�H�KLSP]LYLK�WHWLY��`L[�^OPJO�OHZ�H�KLTVUZ[YHISL�LɈLJ[�\WVU
   the classroom, and projects of particular significance to the 
   teaching mission of the Department, College, University, and
   beyond may be eligible to be considered.
   
  



Department of English | Departmental Bylaws 2019

23

  4.2.1.3.2. Teaching

  The evaluation committee (whether Salary or RPT) shall determine 
  whether or not a person’s teaching has been meritorious. 

   4.2.1.3.2.1. In evaluating each person’s record as a teacher,  
� � � [OL�JVTTP[[LL�ZOHSS�^LPNO�L]PKLUJL�VM�LɈLJ[P]L�[LHJOPUN�HUK
� � � LɈVY[Z�[V�PTWYV]L�WLKHNVN �̀�-HJ\S[`�ZOV\SK�Z\ITP[�[OL�MVSSV^PUN��
   as applicable: 

    4.2.1.3.2.1.1. Course syllabi and assignments;

    4.2.1.3.2.1.2. Student evaluations of the teacher’s work  
    by way of SIRS forms along with (optional) approved 
    supplemental forms;

    4.2.1.3.2.1.3. Directing student research, if applicable 
    during the evaluation period: service on M.A. or Ph.D. 
    committees; directing an M.A. thesis or Ph.D. dissertation  
    to completion; directing independent studies; directing 
    senior or Honors theses; supervising undergraduate  
    or graduate research projects; supervising student 
� � � � PU[LYUZOPWZ�VY�L_WLYPLU[PHS�SLHYUPUN�

    4.2.1.3.2.1.4. When teaching in other units of the College 
    or University during the reporting period, any necessary 
� � � � PUMVYTH[PVU�MVY�[OL�JVTTP[[LL�[V�JVU[L_[\HSPaL�[LHJOPUN
    competence: catalog course description, letter of evaluation
    from supervising unit.

� � � � ���������������9LJVNUP[PVU�VM�[LHJOPUN�L_JLSSLUJL!�UVTPUH[PVU�
    by the Department for any teaching awards, any teaching 
    award received.

    4.2.1.3.2.1.6. Annual classroom observation conducted 
    by a faculty member. Annual observations are required  
    for assistant professors and recommended for associates 
    in the semester prior to bid for promotion to full. In these
    instances, observations should be conducted by someone
    at the aspirational rank or above. Other faculty are
     encouraged to invite their colleagues into their classrooms
    for observation purposes.

    4.2.1.3.2.1.7. Teaching statement of no longer than 2 pages
� � � � [OH[�JVU[L_[\HSPaLZ�[LHJOPUN�HJJVTWSPZOTLU[Z�MVY�[OL�`LHY�



Department of English | Departmental Bylaws 2019

24

    as well as for non-majors, large IAH classes, or courses  
    in other units in which one teaches; strategies for improvement 
� � � � PU�[LHJOPUN"�L]PKLUJL�VM�LɈLJ[P]L�PUZ[Y\J[PVU"�PUUV]H[PVU�PU
    assignments, methods, or course conception; updating of 
    courses frequently taught or development of new courses 
� � � � �^OL[OLY�^P[OPU�L_PZ[PUN�JV\YZL�U\TILYZ�VY�I`�W\[[PUN
    forward new courses for the catalog); feedback taken
    from students and how you changed the course in
    response; any other supporting materials showing
    evidence of teaching adaptability; demonstrations of 
    promoting graduate student progress or responsiveness  
    to graduate students.

� � � �������������(KKP[PVUHS�P[LTZ�[OH[�ZOV\SK�IL�PUJS\KLK�PU�WYVTV[PVU�
� � � [LU\YL�WVY[MVSPVZ��:LL�[OL�ZLJ[PVU�¸;/,�;,(*/05.�769;-6306
   REQUIRED OF CANDIDATES FOR PROMOTION” appended
   to the by-laws. The list is not meant to be complete, nor
   should faculty be judged on the variety of items they submit—
   it is not a checklist. What matters most is the quality of teaching
� � � L_LTWSPÄLK�PU�[OL�Z\ITP[[LK�TH[LYPHS�

    4.2.1.3.2.2.1. Representative assignment(s) to highlight  
    how students’ learning meets course objectives. This may 
    also include assessment. 

� � � � ���������������3L[[LYZ�MYVT�Z[\KLU[Z��H^HYKZ�VY�WYPaLZ�^VU�
� � � � I`�Z[\KLU[Z��VY�V[OLY�P[LTZ�[OH[�KLTVUZ[YH[L�ZPNUPÄJHU[
� � � � LɈLJ[Z�VM�PUZ[Y\J[PVU�

    4.2.1.3.2.2.3. Teaching a course in English, Film Studies,  
    or IAH that produced a high total of student credit hours.

  4.2.1.3.2.3. Contributions to the Teaching Culture beyond the classroom. 
  Evidence from these instructional activities allows for acknowledgement 
  of work done towards enhancing the culture of teaching in the Department, 
  College, or community.

    4.2.1.3.2.3.1. Teaching in non-credit instruction: instructional
� � � � HJ[P]P[PLZ�PUJS\KPUN�UVU�JYLKP[�JV\YZLZ�JLY[PÄJH[L�WYVNYHTZ��
    licensure programs, conferences, seminars, workshops, etc. 
    Include non-credit instruction that involves international, 
    comparative, or global content delivered either to domestic
    or international groups, either here or abroad. Conducting 
    sessions for Grandparents University, MSU Broad Underground 
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    series, or interdisciplinary writing fellows programs would 
    L_LTWSPM`�[OPZ��/VUVYZ�JVSSLNL�ÄYLZPKL�L]LU[Z�

    4.2.1.3.2.3.2. Mentoring Graduate Assistants in pedagogical 
    practices in the course of teaching with Graduate Assistants.

    4.2.1.3.2.3.3. Organizing or contributing to departmental 
    workshops on pedagogy.

    4.2.1.3.2.3.4. Conducting peer teaching evaluations.

    4.2.1.3.2.3.5. Conducting peer teaching evaluations.

    4.2.1.3.2.3.6. Engaging in curricular or co-curricular 
    development beyond service on standing curriculum 
� � � � JVTTP[[LLZ��Z\JO�HZ�<7*��***��<**F*����,_HTWSLZ�
    would be organizing literary readings, Film series, 
    implementing a team-taught interdisciplinary or cross 
    departmental low-credit course, or program development  
� � � � VU�HK�OVJ�JVTTP[[LLZ�^V\SK�Ä[�OLYL�HZ�^LSS�

    4.2.1.3.2.3.7. Writing grants to enhance teaching either 
� � � � ^P[OPU�4:<�VY�L_[YHT\YHSS �̀�
    
� � � � ���������������)YPLÅ`�Z\TTHYPaPUN�[OL�^H`Z�PU�^OPJO�MHJ\S[`�
    have worked with other teachers to improve the quality of 
    teaching at MSU, either by providing or receiving guidance
    or mentoring (Reviewers should recognize that many  
    of the items in this area apply more to senior faculty than
    to junior faculty, who may not yet have had opportunities 
� � � � [V�HJ[�HZ�TLU[VYZ�HUK�[YHPULYZ�VM�V[OLYZ���,_HTWSLZ�HYL!��
� � � � LɈVY[Z�[V�KL]LSVW�NYHK\H[L�Z[\KLU[�[LHJOPUN"�TLU[VYPUN� 
    a fellow faculty member in teaching; working with a 
    mentor to improve one’s own teaching; collaborative 
� � � � [LHJOPUN�LɈVY[Z"�WHY[PJPWH[PVU�PU�VY�KPYLJ[PVU�VM�^VYRZOVWZ� 
    to improve teaching skills.

  4.2.1.3.3. Service

   4.2.1.3.3.1. The Salary Committee shall determine whether  
   or not each person’s service has been meritorious, and if it has 
   been, to what merit level: I, II, or III.

   4.2.1.3.3.2. In evaluating each person’s contributions in the merit 
   area of service, the Salary Committee shall consider the amount
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   of time devoted to service activities by the individual and the value 
   of the person’s service activities to the department, college,
   university, and profession. The Committee shall take as evidence 
� � � VM�L_JLW[PVUHS�ZLY]PJL�HU`�H^HYK�NP]LU�I`�[OL�JVSSLNL��[OL
� � � \UP]LYZP[`��VY�HU�L_[LYUHS�HNLUJ �̀

    4.2.1.3.3.2.1. The Salary Committee shall evaluate whether
    each person’s contributions are commensurate with rank.

   4.2.1.3.3.3. The Salary Committee shall also look for evidence  
   of how faculty, as they move up the faculty ranks, mentor and
   otherwise support their colleagues, especially those colleagues  
   at a lower rank.

  4.2.1.3.4. Outreach

   4.2.1.3.4.1. Outreach—which involves generating, transmitting, 
   applying, and preserving knowledge for the direct benefit of 
� � � L_[LYUHS�H\KPLUJLZ�PU�^H`Z�[OH[�HYL�JVUZPZ[LU[�^P[O�<UP]LYZP[`�
� � � HUK�\UP[�TPZZPVUZ·J\[Z�HJYVZZ�[OL�JH[LNVYPLZ�VM�YLZLHYJO�
   publication, teaching, and service. It should be considered as
   intrinsic or in relation to research, teaching, and service. Outreach
   activities should be considered as part of the candidate’s over-
   all record. 

4.2.2. Evaluation of Non-Tenure-Track and Academic Specialist Appointments

 4.2.2.1. Annual Evaluation of UNTF faculty
 Non-tenure-track faculty should receive annual evaluations as according  
 to the Union of Non-Tenure Faculty (UNTF) contract. This evaluation will
 typically be completed by the end of the summer, before the official start
 of the new academic year. The Associate Chair for Undergraduate Studies
 will typically evaluate non-tenure-track faculty according to a standard form 
 provided by the UNTF. Typically, non-tenure-track faculty will be evaluated
 entirely based on teaching, but the percentages of the overall score attributable
� [V�KPɈLYLU[�JH[LNVYPLZ�VM�YLZWVUZPIPSP[`��Z\JO�HZ�YLZLHYJO��[LHJOPUN��ZLY]PJL��L[J���
 should be designated on the evaluation form. At the end of the academic year, 
 non-tenure-track faculty should be asked to submit syllabi, student evaluations
� �Z\JO�HZ�:09:��HUK�V[OLY�VW[PVUHS�TH[LYPHS�^OPJO�KLTVUZ[YH[LZ�LɈLJ[P]LULZZ� 
 of teaching to the Associate Chair for Undergraduate Studies. The Associate 
 Chair will then score each faculty member according to the rubric of the form 
 and provide comments in support of the scores. The Associate Chair should
 then send the evaluations to the non-tenure-track faculty members and allow
 them to meet in person to discuss the evaluations. Once agreement has been 
 reached about the evaluations, the forms should be signed by the Associate
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 Chair and the non-tenure-track faculty member. The forms will be kept by the
� KLWHY[TLU[�PU�H�ÄSL�MVY�[OL�UVU�[LU\YL�[YHJR�MHJ\S[`�TLTILY�HUK�TH`�IL�\ZLK�
 to decide if that faculty member is given a future assignment in the department.
 If the non-tenure-track faculty member does not agree with the evaluation of the
 Associate Chair, they may appeal to the Chair of the department for reconsideration 
 of the evaluation. 

� ���������<5;-�-P_LK�;LYT�+LZPNUH[PVU�)�.\PKLSPULZ
 The collective bargaining agreement between Michigan State University and the
� <UPVU�VM�5VU��;LU\YL�;YHJR�-HJ\S[`�WYV]PKLZ�[OH[�¸K\YPUN�[OL�ÄYZ[�TVU[O�VM�[OL�
 eighth or subsequent semester of teaching employment within seven years  
� VM�[OL�ÄYZ[�VM�[OLZL�ZLTLZ[LYZ��PU�H�NP]LU�LTWSV`PUN�\UP[��[OL�LTWSV`LL TH`
 submit a written request to the unit head or designee, including required 
� KVJ\TLU[H[PVU�VM�[LHJOPUN�L_JLSSLUJL��[V�IL�YLHWWVPU[LK�HZ�H�+LZPNUH[PVU� 
 B employee for the teaching portion of the assignment. 

 According to MSU policy, the following procedure implements that provision: 

� ���9LJSHZZPÄJH[PVU�[V�+LZPNUH[PVU�)�PZ�WYLKPJH[LK�VU�L_LTWSHY`�PUZ[Y\J[PVUHS�
 performance in UNTF bargaining unit assigned teaching duties. Individuals who
 believe they have established a clear record of sustained, outstanding 
 achievements in teaching must assemble a compendium of materials that 
� KVJ\TLU[Z�[LHJOPUN�L_JLSSLUJL�HUK�Z\ITP[�Z\JO�KVJ\TLU[H[PVU�[V�[OL�\UP[�
 head or designee. “Form B: Recommendation for Designation B Appointment
 in the Union of non-Tenure Track Faculty” must be used to apply for Designation 
 B consideration. Eligibility criteria, timelines, and forms for Designation B 
 consideration are found at: O[[WZ!��OY�TZ\�LK\�\H�OPYPUN�MHJ\S[`�HJHKLTPJ�Z[HɈ�
 DesignationB_FAQ.html 

 2. Where unit administrators utilize a review committee for advice in making  
 a recommendation to the Provost (through appropriate subordinate
  administrators), the unit review committee should be provided with guidelines 
 and directed to determine objectively the level of accomplishment and 
� L_JLSSLUJL�PU�<5;-�YLSH[LK�[LHJOPUN�K\[PLZ��

 3. Recommendations of the review committee are forwarded to the appropriate
� HJHKLTPJ�\UP[�HKTPUPZ[YH[VY��;OL�MHJ\S[`�VY�HJHKLTPJ�Z[HɈ�TLTILY�ZOV\SK�
 be provided an opportunity to meet with the review committee prior to it making
 a recommendation to the unit administrator. Where there is no review committee, 
� [OL�MHJ\S[`�VY�HJHKLTPJ�Z[HɈ�TLTILY�ZOHSS�IL�WYV]PKLK�HU�VWWVY[\UP[`�[V�TLL[�
� ^P[O�[OL�\UP[�HKTPUPZ[YH[VY�ILMVYL�H�YLJVTTLUKH[PVU�PZ�WYV]PKLK�[V�[OL�UL_[�SL]LS
 of review. The recommendation of the academic unit administrator is forwarded 
 for subsequent review and action by the relevant major academic unit 
� HKTPUPZ[YH[VY��\Z\HSS`�[OL�KLHU��HUK�I`�[OL�6ɉJL�VM�[OL�7YV]VZ[��(M[LY�YL]PL^��
� I`�[OL�6MMPJL�VM�[OL�7YV]VZ[��[OL�<5;-�YLWYLZLU[LK�MP_LK�[LYT�MHJ\S[`��

https://hr.msu.edu/ua/hiring/faculty-academic-staff/%20%20DesignationB_FAQ.html
https://hr.msu.edu/ua/hiring/faculty-academic-staff/%20%20DesignationB_FAQ.html
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� VY�HJHKLTPJ�Z[HɈ�TLTILY�^PSS�IL�UV[PÄLK�VM�[OL�ÄUHS�KLJPZPVU�VU�HWWVPU[TLU[��
 to Designation B. 

 Procedures 

� 0U�[OL�*VSSLNL�VM�(Y[Z�HUK�3L[[LYZ�[OL�YL]PL^�WYVJLZZ�MVY�MP_LK�[LYT�<5;-�
 instructors at the department level will follow unit and college guidelines and 
 procedures that will provide for a substantial review process to “determine
� VIQLJ[P]LS`�[OL�SL]LS�VM�HJJVTWSPZOTLU[�HUK�L_JLSSLUJL�PU�<5;-�YLSH[LK�[LHJOPUN�
� K\[PLZ�¹�PU�JVTWSPHUJL�^P[O�[OL�<UP]LYZP[`�9LJVTTLUKH[PVU�+VJ\TLU[��*(3�
� \UP[Z�^PSS�HWWVPU[�H�+LZPNUH[PVU�)�YL]PL^�JVTTP[[LL�MVY�Ä_LK�[LYT�MHJ\S[`�
 members requesting reappointment under Designation B. 

� 5V�SH[LY�[OHU�:LW[LTILY���[O�MVY�YL]PL^�K\YPUN�MHSS�ZLTLZ[LY�VY�1HU\HY`���Z[�
 for review during spring semester, the candidate submits to the Chair a self-
 evaluation (recommended length 2-3 pages), addressing teaching, and service
� HJ[P]P[PLZ��;OL�ZLSM�L]HS\H[PVU�ZOV\SK�ZWLJPÄJHSS`�HKKYLZZ�[OL�JHUKPKH[L»Z�JSHPT�
� VM�[LHJOPUN�L_JLSSLUJL�PU�SPNO[�VM�[OL�\UP[»Z�HUK�[OL�<UP]LYZP[`»Z�JYP[LYPH�MVY�
 Designation B reappointment. At this time the candidate should also provide
� [OL�*OHPY�H�J\YYLU[�J\YYPJ\S\T�]P[HL��[LHJOPUN�L]HS\H[PVUZ�HUK�VY�WVY[MVSPVZ��ZLL
� ILSV^���KVJ\TLU[Z�Z\WWVY[P]L�VM�X\HSP[`�ZLY]PJL�V\[YLHJO��HZ�YLSL]HU[��HUK�HU`�
� V[OLY�TH[LYPHSZ�YLX\PYLK�I`�<UP]LYZP[`�N\PKLSPULZ��[OL�\UP[�I`SH^Z�N\PKLSPULZ�� 
 or solicited by the Chair. Form B: Recommendation for Designation B 
 Appointment in the Union of non-tenure Track Faculty must be used to apply  
 for Designation B. 

� ;OL�KVZZPLY�PZ�ÄYZ[�YL]PL^LK�I`�[OL�KLWHY[TLU[HS�WLYZVUULS�YL]PL^�JVTTP[[LL� 
 or committees. Committee recommendations are advisory to the Chair. 
 Committee recommendations to the Chair should be in writing and include both
� [OL�YLJVTTLUKLK�WLYZVUULS�HJ[PVU�HUK�HU�L_WSHUH[PVU�VM�OV^�[OL�JVTTP[[LL
 arrived at the recommendation (i.e. a discussion of the strengths and weaknesses  
 of the materials in the dossier and the case in general with respect to the
� JYP[LYPH���;OL�MHJ\S[`�VY�HJHKLTPJ�Z[HɈ�TLTILYZ�ZOV\SK�IL�NP]LU�[OL�VWWVY[\UP[`
 to meet with the review committee prior to it making a recommendation to the
 unit administrator. 

� ;OL�*OHPY�\UP[�HKTPUPZ[YH[VY�YL]PL^Z�[OL�KVZZPLY��HUK�MVY^HYKZ�H�YLJVTTLUKH[PVU� 
 to the Dean. Once the Dean receives the recommendation it is reviewed in the 
� +LHU»Z�6ɉJL�HUK�OL�ZOL�[OLU�Z\ITP[Z�H�YLJVTTLUKH[PVU�[V�[OL�7YV]VZ[��
� (M[LY�YL]PL^�I`�[OL�6ɉJL�VM�[OL�7YV]VZ[��[OL�<5;-�YLWYLZLU[LK�Ä_LK�[LYT
� MHJ\S[`�VY�HJHKLTPJ�Z[HɈ�TLTILY�^PSS�IL�UV[PÄLK�VM�[OL�ÄUHS�KLJPZPVU�VU
 appointment to Designation B. 
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 Criteria 

� (Z�UV[LK�HIV]L��YLJSHZZPÄJH[PVU�[V�+LZPNUH[PVU�)�PZ�WYLKPJH[LK�VU�L_LTWSHY`�
 instructional performance in UNTF bargaining unit assigned teaching duties. 

� ;OL�YL]PL^�WYVJLZZ�PU�*(3�MVY�Ä_LK�[LYT�<5;-�PUZ[Y\J[VYZ�H[�[OL�KLWHY[TLU[� 
 level will follow unit and college guidelines and procedures that will provide for 
 a substantial review process to “determine objectively the level of accomplishment 
� HUK�L_JLSSLUJL�PU�<5;-�YLSH[LK�[LHJOPUN�K\[PLZ�¹�PU�JVTWSPHUJL�^P[O�[OL�<UP]LYZP[`�
 Recommendation Document. 

 Materials that must be assembled as evidence include: 

�  ��^LHJOPUN�UHYYH[P]L��ZLL�[L_[�IV_�ILSV]�)�࠮

�  ��HUK�V[OLY�YLJVNUPaLK�Z[\KLU[�L]HS\H[PVU�PUZ[Y\TLU[Z:09:�࠮

�  �SSHIP��[OL�SH[LZ[�]LYZPVU�MYVT�LHJO�JV\YZL�[H\NO[�V]LY�[OL�WHZ[�[OYLL`:�࠮
� `LHYZ��HUK�H�ZLSLJ[PVU�VM�V[OLY�JV\YZL�TH[LYPHS��Z\JO�HZ�HJ[P]P[PLZ��L_HTZ�� 
 and paper assignments.  

�  �PKLUJL�VM�WHY[PJPWH[PVU�PU�WYVMLZZPVUHS�KL]LSVWTLU[�HJ[P]P[PLZ[,�࠮

� ��SHZZYVVT�VIZLY]H[PVU�TH[LYPHSZ��L�N���H�^YP[[LU�YLWVY[�I`�[OL�VIZLY]LY*�࠮

 Materials that may be assembled as evidence include: 

�  ��7HY[PJPWH[PVU�PU�OPNO�PTWHJ[�JV�J\YYPJ\SHY�HJ[P]P[PLZ࠮

�  �LSM�JYHM[LK�HUK�ZLSM�HKTPUPZ[LYLK�Z[\KLU[�L]HS\H[PVU�PUZ[Y\TLU[Z:�࠮

�  �VUVYZ�6W[PVUZ�HUK�V[OLY�L_[LUZPVUZ�VM�[LHJOPUN�YLZWVUZPIPSP[PLZ/�࠮

�  �UKLYNYHK\H[L�HUK�NYHK\H[L�JVTTP[[LL�ZLY]PJL>�࠮

�  �LHJOLY�YLZLHYJO�VY�ZJOVSHYZOPW�VM�[LHJOPUN�HUK�SLHYUPUN�HJ[P]P[PLZ;�࠮

� �LHJOPUN�H^HYKZ;�࠮

� ;OL�M\UJ[PVU�VM�[OL�[LHJOPUN�UHYYH[P]L�PZ�IV[O�YLÅLJ[P]L��P[�PUMVYTZ�[OL�JVTTP[[LL� 
 about how you are thinking about your practice, goals, and development 
 over time) and integrative (it situates the available forms of evidence in relation 
 to an ongoing story of your work and development). 
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� :WLJPÄJHSS`�[OL�[LHJOPUN�UHYYH[P]L!�

� ���:\WWSPLZ�YLÅLJ[PVU�VU�`V\Y�^VYR�PU�YLSH[PVU�[V�`V\Y�WLKHNVNPJHS�NVHSZ"�
� ���-YHTLZ�HUK�JVU[L_[\HSPaLZ�V[OLY�MVYTZ�VM�L]PKLUJL��L�N���[LHJOPUN�TH[LYPHSZ��
 observation reports, course evaluations); and 
 
 3. Makes visible the values, practices, and learning for which other forms  
� VM�L]PKLUJL�TH`�IL�PUZ\ɉJPLU[��VY�WHY[PHS��PUKPJH[VYZ��

 Link for Classroom Observation: 

 O[[W!��^^ �̂\Z\�LK\�[LHJOPUNHJHKLT`�[LHJOPUNFJVHJOLZ�KVJZ�,]HS\H[PUNF
 Teaching_through_Peer_Classroom_Observation.pdf 

 Helpful links: 

 Form B: Recommendation for Designation B Appointment in the Union of non-
 Tenure Track Faculty (PDF)  
 O[[WZ!��OY�TZ\�LK\�\H�OPYPUN�KVJ\TLU[Z�<5;-+LZPNUH[PVU)-VYT�WKM

 UNTF Designation B Appointments Frequently Asked Questions
 O[[WZ!��OY�TZ\�LK\�\H�OPYPUN�MHJ\S[`�HJHKLTPJ�Z[HɈ�+LZPNUH[PVU)F-(8�O[TS

� ���������<5;-�-P_LK�;LYT�7YVTV[PVU�MYVT�(ZZPZ[HU[�7YVMLZZVY�[V�(ZZVJPH[L
 Professor or Associate to Full Professor

 While the procedures detailed below follow a process similar to the review  
 process for the promotion of tenure system faculty, it is to be understood that
� WYVTV[PVU�VM�Ä_LK�[LYT�Z`Z[LT�MHJ\S[`�^PSS�IL�IHZLK�ZVSLS`�VU�HU�L]HS\H[PVU� 
� VM�[OL�K\[PLZ�HUK�YLZWVUZPIPSP[PLZ�ZWLJPÄLK�PU�[OL�JHUKPKH[L»Z�HJ[\HS�HWWVPU[TLU[� 
 and position description. 

� *HUKPKH[LZ�MVY�MP_LK�[LYT�MHJ\S[`�WYVTV[PVU�MYVT�HZZPZ[HU[�[V�HZZVJPH[L�
 professor must have attained UNTF Designation B status before being 
 considered for promotion. Candidates who are not eligible for UNTF or have  
� H�SLZZ�[OHU�����[LHJOPUN�HWWVPU[TLU[�ZOV\SK�OH]L�ILLU�H[�4:<�MVY�ZP_�`LHYZ
� ILMVYL�ILPUN�JVUZPKLYLK�MVY�WYVTV[PVU��*HUKPKH[LZ�MVY�Ä_LK�[LYT�MHJ\S[`
 promotion from associate to full must have been in rank for an appropriate 
� HTV\U[�VM�[PTL��\Z\HSS`�LX\P]HSLU[�[V�H[�SLHZ[�ZP_�`LHYZ��
 
� ���;OL�WYVTV[PVU�JYP[LYPH�MVY�[LHJOPUN�L_JLSSLUJL�\ZLK�I`�*VSSLNL�VM�(Y[Z�
�
� 3L[[LYZ�HUK�P[Z�HMMPSPH[LK�\UP[Z�HYL�[OL�ZHTL�HZ�[OVZL�\ZLK�PU�L]HS\H[PUN
 those duties for tenure system faculty as described in the “Guidelines for Faculty 
� 9LHWWVPU[TLU[��7YVTV[PVU��HUK�;LU\YL�PU�[OL�*VSSLNL�VM�(Y[Z�
�3L[[LYZ�H[�
 Michigan State University,” for the corresponding promotion. As with tenure

https://hr.msu.edu/ua/hiring/documents/UNTFDesignationBForm.pdf
https://hr.msu.edu/ua/hiring/faculty-academic-staff/DesignationB_FAQ.html
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� Z`Z[LT�MHJ\S[ �̀�[OLZL�TH`�IL�PU�[OL�HYLHZ�VM�[LHJOPUN��YLZLHYJO��HUK�VY�ZLY]PJL�
� V\[YLHJO�KLWLUKPUN�VU�[OL�WVZP[PVU��;OL�Z\JJLZZM\S�JHUKPKH[L�MVY�H�Ä_LK�[LYT�
� Z`Z[LT�MHJ\S[`�WYVTV[PVU�PZ�L_WLJ[LK�[V�OH]L�KLTVUZ[YH[LK�SLHKLYZOPW�L_JLSSLUJL�
 in the areas of their assignment. 

� ���;OL�WYVJLK\YLZ�[OH[�[OL�*VSSLNL�VM�(Y[Z�
�3L[[LYZ�HUK�P[Z�HɉSPH[LK�\UP[Z�^PSS�
� \ZL�MVY�YL]PL^PUN�[OL�WYVTV[PVU�VM�Ä_LK�[LYT�MHJ\S[`�HYL�HZ�MVSSV^Z��

 1. Each year, during the required annual performance review, unit administrators 
� ZOV\SK�KPZJ\ZZ�^P[O�LSPNPISL�Ä_LK�[LYT�MHJ\S[`�[OL�JYP[LYPH�MVY�WYVTV[PVU�PU�YHUR��
 the faculty member’s progress toward promotion, and discuss whether he or she 
 wishes to seek promotion in the coming academic year. The administrator shall 
 provide a written copy of this review to the faculty member. 

 2. If the faculty member elects to seek promotion, the unit administrator will
� WYLWHYL�H�KLZJYPW[PVU�VM�[OL�JHUKPKH[L»Z�HZZPNUTLU[�PUJS\KPUN��MVY�L_HTWSL�� 
� [OL�WLYJLU[HNL�VM�[OL�HWWVPU[TLU[�KL]V[LK�[V�YLZLHYJO��[LHJOPUN��HUK�VY
� ZLY]PJL�V\[YLHJO��;OPZ�KLZJYPW[PVU�^PSS�MVYT�WHY[�VM�[OL�WYVTV[PVU�YL]PL^�WVY[MVSPV
 and will be distributed to all individuals of the unit’s review committee who 
� L]HS\H[L�[OL�JHUKPKH[L»Z�TH[LYPHSZ��([�SLHZ[�VUL�Ä_LK�[LYT�MHJ\S[`�TLTILY
 should be included in the review of the candidate at the unit level. The College
� Z\NNLZ[Z�[OH[�[OL�Ä_LK�[LYT�MHJ\S[`�TLTILY�VM�[OL�\UP[�YL]PL^�JVTTP[[LL�OVSK�
 the rank of Associate or Full Professor rank if such an individual is available;  
� PM�UV[��[OL�*VSSLNL�Z\NNLZ[Z�H�Ä_LK�[LYT�MHJ\S[`�TLTILY�^OV�OHZ�H[[HPULK�
 Designation B status instead or an academic specialist with continuing status.
 
 3. If teaching is a primary activity in the candidate’s assignment, the College 
 suggests that the unit assemble a Teaching Review Committee by having the 
 unit chair work with the candidate to assemble a committee consisting of at 
� SLHZ[�VUL�[LU\YL�Z`Z[LT�MHJ\S[`�TLTILY��VUL�Ä_LK�[LYT�MHJ\S[`�TLTILY��
 and one other faculty member of any rank. If the candidate teaches online  
 or hybrid courses, then at least one member of the committee should have 
� L_WLYPLUJL�PU�[LHJOPUN�VUSPUL�VY�O`IYPK�JV\YZLZ�HZ�^LSS�PU�VYKLY�[V�OLSW�^P[O� 
 the evaluation of these courses. 

 The Teaching Review Committee should use the following general process  
 in assessing the candidate’s teaching performance: 

�  �`�4LL[�^P[O�[OL�PUKP]PK\HS�[V�KPZJ\ZZ�JV\YZL�Z`SSHIP��HZZPNUTLU[Z��WOPSVZVWO࠮
 of teaching, and methodologies and strategies. Prior to this meeting, the
 individual will provide the Teaching Review Committee with a teaching portfolio
 (as described in item 2.d.iii. of this document). 
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� L[�[^V�HNYLLK�\WVU�KH[LZ�K\YPUN�VUL��WYLMLYHIS`�[OL�MHSS��ZLTLZ[LY�MVY:�࠮
 classroom visitations when at least two of the three committee members can  
 be present; the candidate can request additional visitations if they so desire. 

� ��4LL[�^P[O�[OL�JHUKPKH[L�HM[LY�[OL�JSHZZYVVT�]PZP[H[PVUZ�HYL�JVTWSL[LK�MVY࠮
� KPZJ\ZZPVU��X\LZ[PVUZ��JSHYPÄJH[PVUZ��HUK�MLLKIHJR�� 

� �!YP[L�H�JVTTP[[LL�YLWVY[�MVJ\ZPUN�VU<�࠮

� �  ��6YNHUPaH[PVU�HUK�WYLZLU[H[PVU�VM�JVUJLW[Z��ZRPSSZ��HUK�YLHKPUN࠮
  and discussion materials; 

� � �0U[LYHJ[PVU�^P[O�Z[\KLU[Z"�HUK࠮
 
� �  �ɈLJ[P]L�HUK�WYVK\J[P]L�\ZL�VM�JSHZZ�WLYPVK�PU�YLSH[PVU,�࠮
  to instructional objectives.  

�  �`]ITP[�H�KYHM[�VM�[OL�YLWVY[�[V�[OL�JHUKPKH[L��^OV�ZOHSS�OH]L�[OL�VWWVY[\UP\:�࠮
 to respond to it in person or in writing, in order to make relevant comments 
 regarding points of substance, emphasis, or neglect.  

� ��ITP[�H�YL]PZLK�HUK�ÄUHS�YLWVY[�[V�[OL�\UP[�WYVTV[PVU�YL]PL^�JVTTP[[LL\:�࠮
 Teaching review committees should restrict their reports to the substance  
� VM�[OL�[LHJOPUN�HUK�PUZ[Y\J[PVU�HJJVYKPUN�[V�[OL�HYLHZ�PKLU[PÄLK�HIV]L�HUK� 
 to the course and instructional materials made available to them. Committee
 members should also recognize a diversity of instructional methodologies  
 and strategies that can be used to reach common curricular goals. 

 4. In preparing materials for the review portfolio, the candidate is required  
 to provide information or documents related to the activities that are part  
 of his or her assignment, using the Recommendation for Reappointment,
� 7YVTV[PVU��VY�;LU\YL�(J[PVU�MVYT��-VYT�+��HZ�PTWSLTLU[LK�PU�[OL�*(3�97; 
 guidelines) as a guide. MSU guidelines specify that these materials must include: 

   i. A current curriculum vitae. 

� � PP��(�YLÅLJ[P]L�LZZH`�HIV\[�HJJVTWSPZOTLU[Z�K\YPUN�[OL�YLWVY[PUN�WLYPVK� 
� � ���WHNLZ�TH_PT\T���KL[HPSPUN�[OL�SLHKLYZOPW�HJ[P]P[PLZ�\UKLY[HRLU�PU� 
� � [OL�HYLHZ�^OLYL�[OL`�OH]L�K\[PLZ��[LHJOPUN��YLZLHYJO��HUK�VY�ZLY]PJL�
  outreach). If, for instance, teaching is an assigned duty, this would include 
� � H�YLÅLJ[P]L�[LHJOPUN�Z[H[LTLU[��ZOV^PUN�VUNVPUN�KL]LSVWTLU[�VM�LɈLJ[P]L�
  instructional practices. 
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  iii. A representative sample of the candidate’s best work that corresponds  
  to the candidate’s assignment. The candidate should reference these in 
� � [OLPY�HIV]L�UHYYH[P]L�[V�WYV]PKL�JVU[L_[��

 If teaching is an assigned duty, the candidate must provide the unit with  
 a “Teaching Portfolio” that must include the following items: 

� �SSHIP�HUK�PUZ[Y\J[PVUHS�TH[LYPHSZ��OL\YPZ[PJZ��HJ[P]P[PLZ��T\S[PTLKPH�SLHYUPUN`:�࠮
 materials, projects, assignments, etc.) consistent with the unit’s pedagogical aims. 
� UP[�HWWYV]LK�:[\KLU[�0UZ[Y\J[PVUHS�9H[PUNZ�-VYTZ��VY�VUSPUL�LX\P]HSLU[��MVY>�࠮
 all classes taught (every course, every section, every semester) to the unit review
� JVTTP[[LL�MVY�HUHS`ZPZ���;OL�*VSSLNL�HK]PZLZ�[OH[�YL]PL^LYZ�ZOV\SK�UV[�HɈVYK�
 undue weight to these SIRS forms and similar student evaluations. They should 
 not be used as the sole source of data, but rather as one indicator of many  
 in the portfolio.) 
� ��0M�HWWSPJHISL��L]PKLUJL�VM�\UKLYNYHK\H[L�HUK�VY�NYHK\H[L�Z[\KLU[�TLU[VYPUN࠮
� PUJS\KPUN�ZLY]PJL�VU�L_HT�HUK�[OLZPZ�KPZZLY[H[PVU�JVTTP[[LLZ��HK]PZPUN��HUK
 professional development. 

� ;OL�;LHJOPUN�7VY[MVSPV�TH`�HSZV�PUJS\KL�ZLSLJ[�L_HTWSLZ�VM�[OL�MVSSV^PUN�[OH[� 
 are representative of the candidate’s best work:

� �HTWSLZ�VM�Z[\KLU[�WHWLYZ�HUK�WYVQLJ[Z_,�࠮

�  �PKLUJL�VM�LɈLJ[P]L�MVYTH[P]L�HUK�Z\TTH[P]L�JVTTLU[HY`�VU�Z[\KLU[�WHWLYZ[,�࠮
 and projects.

� ��3L[[LYZ�VM�JVTTLUKH[PVU�^YP[[LU�I`�JVSSLHN\LZ�VY�WLLYZ࠮

� ���9LÅLJ[P]L�Z[H[LTLU[Z�VY�SLHYUPUN�UHYYH[P]LZ�^YP[[LU�I`�Z[\KLU[Z࠮

� �VUVYZ�VY�H^HYKZ/�࠮

� �]PKLUJL�VM�JV\YZL�HUK�J\YYPJ\S\T�KL]LSVWTLU[,�࠮

�  ��PKLUJL�VM�WHY[PJPWH[PVU�PU�WYVMLZZPVUHS�KL]LSVWTLU[�^VYRZOVWZ��ZLTPUHYZ[,�࠮
� HUK�VY�HJ[P]P[PLZ�

� �PKLUJL�VM�[LHJOLY�YLZLHYJO[,�࠮

�  �PKLUJL�VM�^VYR�PU�[OL�PUZ[Y\J[PVU�HUK�TLU[VYPUN�VM�V[OLY�[LHJOLYZ�HZ�^LSS[,�࠮
 as program and TA coordination.
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�  �PKLUJL�VM�V\[YLHJO��PUJS\KPUN�V\[YLHJO�PUZ[Y\J[PVU��^OPJO�TPNO[�PUJS\KL[,�࠮
 credit-bearing courses offered off-campus; noncredit-bearing seminars, 
� ^VYRZOVWZ��JVUMLYLUJLZ��L_OPIP[Z��HUK�WLYMVYTHUJLZ�YLSH[LK�[V�[LHJOPUN��

�  �PKLUJL�VM�PUZ[Y\J[PVUHS�TH[LYPHSZ�HUK�HJ[P]P[PLZ�WHY[PJ\SHY�[V�VUSPUL�VY[,�࠮
 distance education; such materials should be reviewed in the media for which
 they were intended. 
 
� ,]PKLUJL�VM�L_JLSSLUJL�PU�WLYMVYTPUN�HZZPNULK�K\[PLZ��L�N���ZPNUPÄJHUJL��
� PTWHJ[��HUK�PUUV]H[PVU�VM�PUZ[Y\J[PVUHS�HJ[P]P[PLZ��YLZLHYJO�JYLH[P]L�
 activities, professional development, curriculum development, program 
 coordination, or administrative activities. 

 5. In all cases, four review letters must be included and can come from within
 the College or University. Whenever possible these letters should come from
� V\[ZPKL�VM�[OL�\UP[��0M�YLZLHYJO�JYLH[P]L�HJ[P]P[`�PZ�HU�HZZPNULK�K\[ �̀�H[�SLHZ[�
� VUL�VY�TVYL�SL[[LYZ��KLWLUKPUN�VU�WLYJLU[HNL�VM�^VYRSVHK��L_[LYUHS�[V�4:<
� T\Z[�IL�VI[HPULK�L]HS\H[PUN�ZHPK�HJ[P]P[`�PU�HJJVYK�^P[O�[OL�*(3�[LU\YL�Z`Z[LT�
 RPT guidelines. In other cases, if the faculty member has worked with other 
� WHY[ULYZ�L_[LYUHS�[V�[OL�\UP[��^OL[OLY�PU�[LHJOPUN��ZLY]PJL��VY�V\[YLHJO��H�SL[[LY�
 should come from one of those MSU or community or equivalent partners. 
� (�SL[[LY�TPNO[�HSZV�JVTL�MYVT�HU�VɉJLY�VY�TLTILY�VM�H�ZJOVSHYS`�WLKHNVNPJHS�
 organization where the faculty member has been especially active. All letters 
 must come from individuals who hold a rank above the candidate’s current rank.
 The candidate is not informed of those individuals who provide letters of evaluation.
� �:LL�HSZV�*VUÄKLU[PHSP[`�VM�3L[[LYZ�VM�9LMLYLUJL�MVY�9LHWWVPU[TLU[��7YVTV[PVU��
 and Tenure Recommendations” in the Faculty Handbook. 

� ���<UP[Z�ZOV\SK�YL]PL^�[OL�WYVTV[PVU�TH[LYPHSZ�Z\ITP[[LK�I`�Ä_LK�[LYT�MHJ\S[`
 candidates in the same manner in which they review tenure system promotion 
 candidates, focusing only on their assigned duty categories. If a unit does not 
� OH]L�HU�L_PZ[PUN�[LU\YL�YL]PL^�Z`Z[LT��[OLU�[OL�Z\WLY]PZVY�ZOV\SK�JVUZ\S[�^P[O
 the Associate Dean for Personnel, Administration, and Undergraduate Education. 

 7. Unit administrators are encouraged to include these reviews in the regular 
� 97;�[PTLSPULZ�VM�[OL�\UP[��7YVTV[PVU�YLJVTTLUKH[PVUZ�MVY�Ä_LK�[LYT�MHJ\S[`
� T\Z[�IL�ZLU[�[V�[OL�*(3�+LHU�I`�1HU\HY`����VM�H�NP]LU�`LHY��Z\ITP[[PUN�-VYT
 D and supporting materials (those relevant for the assigned duties as described 
� PU�[OL�*(3�97;�N\PKLSPULZ���HUK�T\Z[�PUJS\KL�JVWPLZ�VM�[OL�^YP[[LU�HUU\HS�
 reviews of the candidate (see item 2a in this document) during the reporting 
 period. This recommendation should provide an analysis of the candidate’s
 performance in their assigned duties, as well as the leadership activities in which
 they have been involved. 
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� ���;OL�*(3�+LHU�^PSS�JVUZ\S[�^P[O�[OL�*(3�-P_LK�;LYT�97;�JVTTP[[LL�HUK�THRL� 
� H�ÄUHS�YLJVTTLUKH[PVU�[V�[OL�6ɉJL�VM�[OL�7YV]VZ[��HJJVYKPUN�[V�[OL�[PTL[HISL�
 for the academic year in question. The committee should be made up of one
� Ä_LK�[LYT�HUK�[^V�[LU\YL�Z[YLHT�MHJ\S[ �̀�;OL�Ä_LK�[LYT�MHJ\S[`�TLTILY�T\Z[�
� IL�H[�[OL�(ZZVJPH[L�VY�-\SS�7YVMLZZVY�YHUR���(�:LUPVY�VY�*VU[PU\PUN�(JHKLTPJ
� :WLJPHSPZ[�TH`�ZLY]L�PM�[OLYL�HYL�UV�Ä_LK�[LYT�MHJ\S[`�H[�[OL�(ZZVJPH[L�7YVMLZZVY
 rank available). 

 4.2.2.4. Annual Review of Academic Specialists
 Because the source of merit pay funding comes from the tenure-system faculty 
 pool, Academic Specialists will submit annual review materials to the 
 department’s Salary Committee on the same schedule as the tenure-system
 faculty. Academic specialists shall be evaluated for merit in terms consistent
 with their letters of appointment.

 Academic Specialists will submit the following information and materials regarding  
 the review period to be considered for evaluation:

  4.2.2.4.1. Course materials for courses being taught during the  
� � YL]PL^�WLYPVK��PUJS\KPUN�Z`SSHIP��HZZPNUTLU[Z��L_LYJPZLZ��HUK�YLSH[LK
  course materials.

  4.2.2.4.2. SIRS evaluations for all courses during the review period,
  including IAH.

  4.2.2.4.3. A current curriculum vitae. 

  4.2.2.4.4. A statement of goals and accomplishments relating to the
  person’s duties and responsibilities as articulated in their appointment letter.

 4.2.2.5. Reappointment and Promotion of Academic Specialists
 The Department Committee designated for the review of an Academic Specialist 
 shall advise the Department Chair about the reappointment, award of continuing
 appointment status, or promotion of the academic specialist. Every attempt 
 should be made to ensure that the review committee is composed of individuals
 knowledgeable about the position under review and the Academic Specialist 
 Appointment System and should include at least one academic specialist.  
 An academic specialist from outside the unit may be appointed. 

 The evaluation of an academic specialist’s performance shall be based on  
� [OL�K\[PLZ�HUK�YLZWVUZPIPSP[PLZ�ZWLJPÄLK�PU�[OL�SL[[LY�VM�HWWVPU[TLU[�MVY�[OL
 position of that specialist and the provisions of the Academic Specialist 
 Appointment System. 
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 The academic specialist with a probationary appointment shall be evaluated 
� HUU\HSS`�[V�KL[LYTPUL�WYVNYLZZ�[V^HYK�NVHSZ�HUK�VY�[OL�PKLU[PÄJH[PVU�VM�NVHSZ��
 Units may also use the annual evaluation to assist in the assignment of merit 
 and other salary adjustments. 
� ;OL�HJHKLTPJ�ZWLJPHSPZ[�ZOHSS�IL�UV[PÄLK�^OLU�[OL�L]HS\H[PVU�PZ�[V�[HRL�WSHJL�
 what procedures are to be followed, and what criteria are to be used for the
� L]HS\H[PVU��;OPZ�UV[PÄJH[PVU�ZOV\SK�IL�H[�[OL�[PTL�VM�HWWVPU[TLU[�HUK��Z\IZLX\LU[S �̀�
 two (2) months prior to the evaluation. 

 A written summary of this evaluation shall be placed in the academic specialist’s
� WLYZVUULS�ÄSL�PU�[OL�\UP[��

� (U�HJHKLTPJ�ZWLJPHSPZ[�^P[O�H�MP_LK�[LYT�HWWVPU[TLU[�ZOV\SK�IL�YL]PL^LK�
 regardless of the probability of reappointment in order to assess progress
� [V^HYK�NVHSZ�HUK�VY�[OL�PKLU[PÄJH[PVU�VM�NVHSZ��;OL�HJHKLTPJ�ZWLJPHSPZ[�HWWVPU[LK
� VU�H�MP_LK�[LYT�IHZPZ�MVY�ZP_�����TVU[OZ�VY�TVYL�ZOHSS�IL�L]HS\H[LK�I`�[OL
 Department Chair no later than two (2) months prior to the appointment ending 
� KH[L��(�Z\TTHY`�VM�[OPZ�L]HS\H[PVU�ZOHSS�IL�WSHJLK�PU�[OL�WLYZVUULS�ÄSL�PU�[OL
 unit and be given to the academic specialist.

�����9LHSSVJH[PVU�VM�,ɈVY[�MVY�5VU�;LU\YL�;YHJR�(WWVPU[TLU[Z�

4.3.1 If academic specialists or UNTF faculty are elected to either a departmental or 
major university standing committee, they will negotiate with the Chair their percentage 
allocation to service for annual review purposes. 

SECTION 5: Faculty Hiring Procedures

5.1. Search Procedure Guidelines 

5.1.1. Search procedures shall follow guidelines provided by Academic Human 
Resources in the Academic Hiring Manual (O[[WZ!��OY�TZ\�LK\�WVSPJPLZ�WYVJLK\YLZ�
MHJ\S[`�HJHKLTPJ�Z[HɈ�HJHKLTPJ�OPYPUN�THU\HS�PUKL_�O[TS) as well as by the College of 
(Y[Z�
�3L[[LYZ�YLNHYKPUN�MHJ\S[`�ZLHYJOLZ��;OL�4:<�-HJ\S[`�:LHYJO�;VVSRP[�KL]PZLK�I`�
the ADAPP-ADVANCE grant shall also be followed (O[[WZ!��PUJS\ZPVU�TZ\�LK\�FHZZL[Z�
KVJ\TLU[Z�OPYPUN�-HJ\S[`:LHYJO;VVSRP[�ÄUHS�WKM).

5.2. Requesting Positions

�������;OL�+LWHY[TLU[�^PSS�MVSSV^�<UP]LYZP[`�HUK�*VSSLNL�VM�(Y[Z�
�3L[[LYZ�WYVJLK\YL�
for requesting academic positions. Under normal circumstances, the Chairperson, 
in consultation with the Policy Committee, submits a proposal for faculty searches 
MVY�[OL�\WJVTPUN�HJHKLTPJ�`LHY�HZ�WHY[�VM�[OL�-HSS�7SHUUPUN�:WYPUN�)\KNL[�9LX\LZ[�
WYVJLZZLZ�PU�[OL�*VSSLNL�VM�(Y[Z�
�3L[[LYZ�

https://hr.msu.edu/policies-procedures/faculty-academic-staff/academic-hiring-manual/index.html
https://hr.msu.edu/policies-procedures/faculty-academic-staff/academic-hiring-manual/index.html
https://inclusion.msu.edu/_assets/documents/hiring/FacultySearchToolkit-final.pdf
https://inclusion.msu.edu/_assets/documents/hiring/FacultySearchToolkit-final.pdf
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�������;OL�+LHU�VM�[OL�*VSSLNL�VM�(Y[Z�
�3L[[LYZ�UVYTHSS`�UV[PÄLZ�[OL�+LWHY[TLU[�
Chairperson about approved faculty searches in the summer or early fall following  
the Spring Budget Request.

5.3. Search Committee Composition & Procedures

5.3.1. After receiving approval for a search, the Chairperson, in consultation with  
[OL�7VSPJ`�*VTTP[[LL��PZ�YLZWVUZPISL�MVY�KL[LYTPUPUN�[OL�ÄUHS�JVTWVZP[PVU�VM�HU� 
ad hoc search committee.

5.3.2. A tenure-system search committee will be comprised of a chair and normally 
four additional members from among the departmental voting members, or others at 
the Chairperson’s discretion. When possible, a member of the Policy Committee will  
be a member of the search committee. Also, when possible, a graduate student in  
the Department will also serve on the committee as a consulting, non-voting member.  
(�Ä_LK�[LYT�ZLHYJO�JVTTP[[LL�TH`�IL�ZTHSSLY�PU�JVTWVZP[PVU�

 5.3.2.1. It is highly desirable, but not required, that a search committee will 
� IL�JVTWYPZLK�VM�TLTILYZ�^P[O�IYVHK�L_WLY[PZL�PU�[OL�HYLHZ�VM�[OL�ZLHYJO
 as well as members who represent the Department as broadly and diversely
 as possible, including women faculty and faculty of color.

5.3.3. The Department Chairperson, with assistance from the College Faculty 
,_JLSSLUJL�(K]VJH[L��^PSS�JHSS�[OL�MPYZ[�ZLHYJO�JVTTP[[LL�TLL[PUN�[V�WYV]PKL�[OL�
committee its charge and to conduct an affirmative action session in which the 
JVTTP[[LL�ZLSLJ[Z�P[Z�HɉYTH[P]L�HJ[PVU�YLWYLZLU[H[P]L��+\YPUN�[OPZ�JOHYNL�TLL[PUN�� 
the Chairperson and search committee members establish search procedures, 
strategies, and timelines in line with University policy.

5.3.4. The search committee will draft the position description and submit it for 
approval to the Department Chairperson, who will review it with the Policy Committee. 
Once the Department Chairperson receives approval of the ad from units outside the 
+LWHY[TLU[��[OL�:LHYJO�*OHPY�^PSS�^VYR�^P[O�[OL�KLWHY[TLU[HS�HKTPUPZ[YH[P]L�Z[HɈ� 
to post and advertise the position in consultation with the search committee.

5.3.5. Following College and University guidelines, the search committee will 
screen applicants following the procedures established previously by the committee 
and based on agreed upon selection criteria, including (1) programmatic need, (2) 
L_JLSSLUJL�VM�X\HSPÄJH[PVUZ�HUK�JYLKLU[PHSZ�IHZLK�VU�JSLHYS`�KLSPULH[LK�QVI�YLSH[LK�
criteria, (3) placement goals, and (4) diversity considerations.

5.3.6. The search committee will prepare a ranked list of candidates for preliminary 
PU[LY]PL^Z�HUK�VY�ÄUHS�PU[LY]PL^Z�MVY�HWWYV]HS�I`�[OL�+LWHY[TLU[�*OHPYWLYZVU��^OV� 
will review the list based in terms of diversity requirements. Once approved internally,  
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[OL�JHUKPKH[L�SPZ[�^PSS�IL�MVY^HYKLK�[V�[OL�+LHU»Z�VɉJL�MVY�YL]PL �̂�MVSSV^PUN�*VSSLNL�
and University guidelines.

������� 6UJL�L_[LYUHS�HWWYV]HSZ�OH]L�ILLU�ZLJ\YLK��[OL�ZLHYJO�JVTTP[[LL�^PSS�
HYYHUNL�WYLSPTPUHY`�HUK�VY�JHTW\Z�PU[LY]PL^Z�^P[O�[OL�HZZPZ[HUJL�VM�KLWHY[TLU[HS�
HKTPUPZ[YH[P]L�Z[HɈ�

5.3.8. For campus interviews, formal meetings will normally be arranged with the 
policy and search committees, faculty through the job talk presentation, graduate 
Z[\KLU[Z��[OL�+LWHY[TLU[�*OHPYWLYZVU��HUK�[OL�+LHU�(ZZVJPH[L�+LHU�

5.3.9. The search committee will collect departmental feedback on candidates and, 
\WVU�YL]PL^��^PSS�WYLWHYL�H�ZLHYJO�JVTTP[[LL�YLWVY[�^P[O�H�YHURLK�SPZ[�VM�ÄUHSPZ[Z��
which will be submitted with other required documents for approval to the Department 
Chairperson, in consultation with the Policy Committee, and subsequently to the Dean.

5.3.10. Once approved, the Department Chairperson will be the liaison with the ranked 
ÄUHSPZ[�YLNHYKPUN�[LYTZ�VM�VɈLY�HUK�ULNV[PH[PVUZ�

SECTION 6: Grievance and Hearing Procedures

6.1. Faculty Grievance Procedure

6.1.1 The faculty grievance procedure shall accord with the “Faculty Grievance Policy” 
HWWYV]LK�I`�[OL�)VHYK�VM�;Y\Z[LLZ�VU�(WYPS�����  ��HUK�YL]PZLK�VU�1\UL�����������
August 16, 2009, and December 18, 2015. O[[WZ!��OY�TZ\�LK\�WVSPJPLZ�WYVJLK\YLZ�
MHJ\S[`�HJHKLTPJ�Z[HɈ�MHJ\S[`�OHUKIVVR�NYPL]HUJLFWVSPJ �̀O[TS

6.2. Undergraduate Student Grievance Procedure

6.2.1. The undergraduate student grievance procedure shall accord with the 
procedures detailed in the document titled “Students Rights and Responsibilities” 
O[[W!��ZWSPML�Z[\KLU[SPML�TZ\�LK\�Z[\KLU[�YPNO[Z�HUK�YLZWVUZPIPSP[PLZ�H[�TPJOPNHU�
state-university

6.3. Graduate Student Grievance Procedure 

6.3.1 The graduate student grievance procedure shall accord with the procedures 
detailed in the document entitled “Graduate Student Rights and Responsibilities.” 
O[[W!��ZWSPML�Z[\KLU[SPML�TZ\�LK\�NYHK\H[L�Z[\KLU[�YPNO[Z�HUK�YLZWVUZPIPSP[PLZ

SECTION 7: Bylaws

7.1. Initial Approval

https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/grievance_policy.html
https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/grievance_policy.html
http://splife.studentlife.msu.edu/student-rights-and-responsibilities-at-michigan-state-university
http://splife.studentlife.msu.edu/student-rights-and-responsibilities-at-michigan-state-university
http://splife.studentlife.msu.edu/graduate-student-rights-and-responsibilities
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7.1.1. Initial approval of these Bylaws shall be a shared responsibility of the voting 
faculty of the Department and of the Chairperson. A majority vote of the voting faculty 
is required. 
7.2. Interpretation

�������;OL�]V[PUN�MHJ\S[`�VM�[OL�+LWHY[TLU[�ZOHSS�IL�[OL�ÄUHS�H\[OVYP[`�^P[O�YLNHYK� 
to the interpretation of these Bylaws.

7.3. Amendments

7.3.1. The Bylaws may be amended by a simple majority vote of the voting faculty 
HZ�KLÄULK�PU��������(U`�HTLUKTLU[�[V�[OL�)`SH^Z�YLX\PYLZ�H�THPS�IHSSV[�HM[LY�[OL�
proposed change has been discussed in a Department meeting. Balloting must be 
completed within thirty days after the ballot is distributed. A proposed amendment 
shall be publicized at least one week in advance on the agenda announcing the 
Department meeting at which the proposed amendment is to be considered.  
;OL�VɉJLYZ�VM�[OL�YLJVNUPaLK�\UKLYNYHK\H[L�HUK�NYHK\H[L�Z[\KLU[�NYV\WZ�^OVZL�
members select representatives on the Department committees shall be given  
the opportunity to review amendments that may pertain to them.

7.4. Review

7.4.1. These Bylaws shall be reviewed by the College Advisory Council at intervals 
UV[�[V�L_JLLK�Ä]L�`LHYZ���+LJPZPVUZ�VM�[OL�*V\UJPS�JHU�IL�HWWLHSLK�[V�[OL�<UP]LYZP[`�
Committee on Academic Governance.

(WWYV]LK�I`�+LWHY[TLU[������ �
(TLUKLK�I`�+LWHY[TLU[����� ��
(TLUKLK�I`�THPS�IHSSV[����� � ��
(TLUKLK�I`�THPS�IHSSV[������ ��
(TLUKLK�I`�THPS�IHSSV[������ ��
(TLUKLK�I`�THPS�IHSSV[������ ��
(TLUKLK�I`�THPS�IHSSV[���� � �
(TLUKLK�I`�THPS�IHSSV[�����  
(TLUKLK�I`�THPS�IHSSV[��������
(TLUKLK�I`�THPS�IHSSV[�������
(TLUKLK�I`�THPS�IHSSV[�������
(TLUKLK�I`�+LWHY[TLU[�IHSSV[� � �� 
(TLUKLK�I`�]V[L�PU�+LWHY[TLU[�TLL[PUN����������
Amended by Department electronic ballot, 2019
(TLUKLK�I`�+LWHY[TLU[�LSLJ[YVUPJ�IHSSV[����� ���
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Amendments 

0U[LYWYL[H[PVUZ�HUK�*SHYPÄJH[PVUZ�VM�)`SH^�3HUN\HNL�*VUJLYUPUN�
Promotion from Associate Professor to Professor

“Promotion from Associate Professor to Professor. Since promotion to Associate 
Professor, the candidate must have produced a record of new publication.  
At minimum these publications should include a book or a substantial set of refereed 
items.  Moreover, the candidate must be an accomplished teacher, with a record  
of participation in the activities of the Department and of the profession at large.” 
(Bylaws 4.2.1)

“Since promotion to Associate Professor, the candidate must have produced  
a record of new publication.”

1. What does “publication” mean? An article or book in print, between covers 
(approved by mail ballot 13 October 1995).

2. What does “new” mean? Did not play a substantial role in the candidate’s previous 
promotion decision. Where there is doubt, the candidate’s Promotion and Tenure 
Committee will make the case for deciding whether the publication(s) in question  
is or is not “new” (approved by mail ballot 7 December 1995).

“At minimum these publications should include a book or a substantial set  
of refereed items.”

3. What sort of “book” is meant here? A book authored by the candidate alone.  
The candidate’s Promotion and Tenure Committee will have to make the case for  
a co-authored book (or books). The candidate’s Promotion and Tenure Committee will 
make the case for whether publications such as scholarly editions and scholarly tools 
(e.g., dictionaries, annotated bibliographies) should be counted as “a book.” Edited  
or co-edited collections will normally not be counted as satisfying this minimum, but 
the candidate’s Promotion and Tenure Committee can make the case for counting 
[OLT�PU�L_JLW[PVUHS�PUZ[HUJLZ��HWWYV]LK�I`�THPS�IHSSV[���+LJLTILY��  ���

4. What does “substantial set” mean? Equivalent in aggregate as well as in scope  
and depth to an individually authored book (approved by mail ballot 7 December 1995).

5. What does “refereed” mean? Published as a result of a process that involves 
assessment by readers whose involvement the journal or press arranges or by  
the editor(s) of the journal or press (approved by mail ballot 7 December 1995).

6. How does one deal with” items” that are co-authored? As with books, the 
L_WLJ[H[PVU�PZ�[OH[�[OL�¸P[LTZ¹�^PSS�IL�^YP[[LU�I`�[OL�JHUKPKH[L�HSVUL���0M�[OL`�HYL�
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not, the candidate’s Promotion and Tenure Committee will make the case for how they 
meet the minimum (approved by mail ballot 7 December 1995).

���>OH[�KVLZ�¸H[�TPUPT\T¹�TLHU&�¸([�TPUPT\T¹�TLHUZ�ULJLZZHY`�I\[�UV[�Z\ɉJPLU[��
Meeting the minimum does not of itself establish that the candidate is entitled  
to promotion (approved by mail ballot 7 December 1995).

“Moreover, the candidate must be an accomplished teacher, with a record of 
participation in the activities of the Department and of the profession at large.”

���:OV\SK�[OLYL�IL�HU�L_WSPJP[�IHSHUJL�VY�YH[PV�IL[^LLU�W\ISPJH[PVU��[LHJOPUN��HUK�
service when formulating promotion recommendations? If so, what should it be?  
5V��[OLYL�ZOV\SK�UV[�IL�HU�L_WSPJP[�IHSHUJL�VY�YH[PV��7\ISPJH[PVU�Z\ɉJPLU[�[V�TLL[� 
the minimum is a necessary component of every candidate’s record (approved by  
mail ballot 7 December 1995).

9. When considering “service,” should administrative work be taken into account? 
Yes, it should be, as part of a record that includes at least the minimum publication 
requirement (approved by mail ballot 7 December 1995).

10. What value or weight should be given to grants when formulating promotion 
recommendations? They should be considered as part of the candidate’s over-all 
record, and the candidate’s Promotion and Tenure Committee should make the case 
for their importance. They should not count towards meeting the minimum publication 
requirement (approved by mail ballot 7 December 1995).

11. What value or weight should be given to outreach when formulating promotion 
recommendations? Outreach-which involves generating, transmitting, applying, and 
WYLZLY]PUN�RUV^SLKNL�MVY�[OL�KPYLJ[�ILULÄ[�VM�L_[LYUHS�H\KPLUJLZ�PU�^H`Z�[OH[�HYL�
JVUZPZ[LU[�^P[O�<UP]LYZP[`�HUK�\UP[�TPZZPVUZ�J\[Z�HJYVZZ�[OL�JH[LNVYPLZ�VM�YLZLHYJO�
publication, teaching, and service. Outreach activities should be considered as part of 
the candidate’s over-all record, and the candidate’s Promotion and Tenure Committee 
should make the case for their importance (approved by mail ballot 13 October 1995).
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Teaching Portfolio Contents

The teaching portfolio required of candidates for promotion may include any or all  
of the following:

���:[H[LTLU[�VM�[LHJOPUN�WOPSVZVWO �̀�VIQLJ[P]LZ�HUK�YLÅLJ[PVUZ�IHZLK�VU�L_WLYPLUJL�
teaching at MSU.

2. Course descriptions, syllabi, course preparation.

���,]PKLUJL�VM�LɈLJ[P]L�[LHJOPUN!�Z[\KLU[�WHWLYZ�^P[O�JVTTLU[Z��]PKLV[HWLZ��
JHZZL[[LZ��ZSPKL�WYVQLJ[Z��LZZH`Z��SL[[LYZ�MYVT�Z[\KLU[Z�YLÅLJ[PUN�Z\JJLZZ��Z[\KLU[�
accomplishments (e.g., dissertations, independent studies, job placement, 
publications, presentations).

���7\ISPJH[PVUZ��L_OPIP[PVUZ��HUK�WLYMVYTHUJLZ�YLSH[LK�[V�[LHJOPUN�

5. Peer observation evaluations.

6. Statement of committee work that deals directly with teaching.

7. Descriptions of involvement in teaching-related outreach activities.

8. Other letters of evaluation regarding teaching.

In the case of faculty whose current responsibilities do not include classroom teaching, 
the Policy Committee will develop an alternative to the teaching portfolio.

5 February 1997
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Revised Annual Review Process for AY 20-21 | COVID-19 

;V�HJRUV^SLKNL�[OL�L_[YHVYKPUHY`�KPZY\W[PVUZ�VM�MHJ\S[`�^VYR�JH\ZLK�I`�[OL�*6=0+�� �
WHUKLTPJ��[OL�+LWHY[TLU[�VM�,UNSPZO�WYVWVZLZ�[OL�MVSSV^PUN�TVKPÄJH[PVUZ�[V�P[Z�HUU\HS�
review process for the year 2020. These changes follow the guidelines established  
I`�[OL�*VSSLNL�VM�(Y[Z�
�3L[[LYZ��HZ�KLZJYPILK�PU�[OL�KVJ\TLU[�¸-HJ\S[`�HUK�(JHKLTPJ�
:[HɈ�(UU\HS�,]HS\H[PVU�.\PKLSPULZ�+\YPUN�*6=0+�� �¹

;OL�TVKPÄLK�WYVJLZZ��HWWYV]LK�I`�[OL�7VSPJ`�*VTTP[[LL��HPTZ�[V�HSSL]PH[L�HKKP[PVUHS�
I\YKLUZ�VU�MHJ\S[`�Z\ITP[[PUN�[OL�HUU\HS�YL]PL^Z��HUK�[V�L_WLKP[L�[OL�YL]PL^�WYVJLZZ�
for the Salary and Merit Committee. 

For the 2020 Annual Review, the following procedures will replace those described  
in 3.2.5.3 and 4.2.1.3 of our Department of English bylaws

Faculty Submission Process

1. Faculty shall submit to Salary an annotated CV highlighting achievements during  
our two-year reporting window (2019-20).

���-HJ\S[`�HYL�YLJVTTLUKLK�[V�Z\ITP[�H�IYPLM������WHNL�[V���WHNL��*6=0+�� �PTWHJ[�
Z[H[LTLU[��.\PKLSPULZ�MVY�[OPZ�Z[H[LTLU[�OH]L�ILLU�WYL�JPYJ\SH[LK��HUK�*(3�OHZ�OVZ[LK�
a workshop on writing these materials; see the link in the “Supplementary Materials” 
below. Pre-tenure faculty and Associate Professors are recommended to comment 
briefly on their RPT progress in this statement, and describe how that has been 
impacted by COVID-19.

3. Faculty shall upload their Annual Review materials to the G-Drive, as per usual,  
I`�1HU\HY`���Z[�

4. No submission of FAIS form is required. 
 
Review process

���:HSHY`�*VTTP[[LL�ZOHSS�YL]PL^�[OL�ÄSLZ�HUK�HZZPNU�LHJO�MHJ\S[`�TLTILY�LP[OLY�
H�¸ZH[PZMHJ[VY`¹�VY�¸\UZH[PZMHJ[VY`¹�YH[PUN��;OL�PU[LU[�VM�[OPZ�YH[PUN�PZ�[V�TH_PTPaL�
NLULYVZP[ �̀�NP]LU�[OL�L_[YHVYKPUHY`�JPYJ\TZ[HUJLZ��HUK�[V�Z\ZWLUK�[OL�MV\Y�[PLYLK�
qualitative rankings for the year. This change makes the Salary Committee’s review  
VM�[OL�ÄSLZ�H�SLZZ�VULYV\Z�WYVJLZZ��ZPUJL�^L�L_WLJ[�HSS�VM�V\Y�JVSSLHN\LZ�[V�OH]L� 
had satisfactory years, given the additional demands and pressures of the pandemic. 

2. Upon completion of their review, the Salary Committee shall meet with the 
Chairperson to discuss their assessment.
3. Prior to that meeting, Salary shall provide the Chairperson written qualitative 
feedback on our four pre-tenured faculty members, and this will be included in 
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the Chairperson’s Annual Review letter. The Salary Committee will also make 
recommendations to the Chairperson regarding nominations for All-University Awards, 
and be the peer review group with whom the Chairperson of the Department consults 
regarding other kinds of salary adjustments, including equity adjustments and market 
adjustments, as per 3.2.5.2 in the bylaws.

4. The Chairperson will not circulate in May a letter summarizing the Salary 
*VTTP[[LL»Z�YHURPUN��/V^L]LY��MHJ\S[`�TLTILYZ�^PSS�IL�UV[PÄLK�I`�[OL�*OHPYWLYZVU� 
VM�[OLPY�:�5:�YHURPUN�

5. The Chairperson shall write an annual review letter for each faculty member, 
HZ�UVYTHS��[V�IL�PUJS\KLK�PU�[OLPY�WLYZVUULS�ÄSL��;OPZ�PZ�YLX\PYLK�I`�[OL�<UP]LYZP[`�
and these letters are submitted to the internal and College PRT committees during 
personnel actions.
 
Supplementary Materials

At several points over the past year, the College has provided guidelines pertaining to 
^VYRSVHK�L_WLJ[H[PVUZ�HUK�H�J\S[\YL�VM�JHYL�K\YPUN�*6=0+�� ��0U�HKKP[PVU��[OL�7YV]VZ[�
provided guidance in her COVID-19 impact statement memo of December 2.
 
+LHU»Z�¸(KQ\Z[PUN�,_WLJ[H[PVUZ¹�
O[[WZ!��JHS�TZ\�LK\�UL^Z�HKQ\Z[PUN�L_WLJ[H[PVUZ�

Associate Deans “Message of Reassurance”
O[[WZ!��JHS�TZ\�LK\�UL^Z�TLZZHNL�YLHZZ\YHUJL�

“Culture of Care During COVID-19” 
O[[WZ!��JHS�TZ\�LK\�UL^Z�J\S[\YL�VM�JHYL�PU�JV]PK�� �

*(3�(UU\HS�9L]PL^�;LTWSH[L�H]HPSHISL�VU�[OL�*(3�-HJ\S[`�(JHKLTPJ�:[HɈ� 
/9�>LIZP[L��MYLL�MVY�HKHW[PUN�[V�\UP[�*6=0+�ULLKZ�� 
O[[WZ!��JHS�TZ\�LK\�^W�JVU[LU[�\WSVHKZ�ZP[LZ���������� �*(3F(UU\HSF 
Evaluation-tenure_system.pdf

*OHY[PUN�@V\Y�7H[O�[V�0U[LSSLJ[\HS�3LHKLYZOPW�TVKLS�� 
O[[WZ!��ISVNZ�SZL�HJ�\R�PTWHJ[VMZVJPHSZJPLUJLZ������������Z[H`PUN�^P[O�[OL�[YV\ISL�
KLZPNUPUN�H�]HS\LZ�LUHJ[LK�HJHKLT`�

*(3�>VYRZOVW�VU�>YP[PUN�(UU\HS�9L]PL^Z�+\YPUN�*6=0+�� �MYVT�+LJLTILY��
O[[WZ!��ZV\UKJSV\K�JVT�TZ\JHS�^YP[PUN�HUU\HS�YL]PL^Z�K\YPUN�JV]PK�� �Z�S_+;[5�LSPJ

 

https://cal.msu.edu/news/adjusting-expectations/
https://cal.msu.edu/news/message-reassurance/
https://cal.msu.edu/news/culture-of-care-in-covid-19/
https://cal.msu.edu/wp-content/uploads/sites/56/2020/09/CAL_Annual_%20Evaluation-tenure_system.pdf
https://cal.msu.edu/wp-content/uploads/sites/56/2020/09/CAL_Annual_%20Evaluation-tenure_system.pdf
https://blogs.lse.ac.uk/impactofsocialsciences/2020/04/23/staying-with-the-trouble-designing-a-value
https://blogs.lse.ac.uk/impactofsocialsciences/2020/04/23/staying-with-the-trouble-designing-a-value
https://soundcloud.com/msucal/writing-annual-reviews-during-covid-19/s-lxDTtN3elic


Department of English | Departmental Bylaws 2019

45

Appendices
1. Variable Work Policy

Variable Work Assignment Policy for Tenure-System Faculty
;OPZ�WVSPJ`�HKKYLZZLZ�[OL�MHJ[�[OH[�JVUJLU[YH[LK�LɈVY[�PU�VUL�VM�[OL�[OYLL�HYLHZ�TH`�
YLX\PYL�[OL�MHJ\S[`�TLTILY�[V�YLKPZ[YPI\[L�[OL�UVYTHS�WLYJLU[HNLZ�VM�LɈVY[�

Standard Distribution

;OL�Z[HUKHYK�KPZ[YPI\[PVU�VM�LɈVY[�MVY�[LU\YL�Z`Z[LT�MHJ\S[`�PU�HU�HJHKLTPJ�`LHY�PZ�HZ�
MVSSV^Z!�����[LHJOPUN"�����YLZLHYJO�HUK�W\ISPJH[PVU"�����ZLY]PJL�LUNHNLTLU[

,HJO�MHJ\S[`�TLTILY�PZ�L_WLJ[LK�[V�THRL�KLTVUZ[YHISL�JVU[YPI\[PVUZ�PU�[OL�[OYLL�
areas each year, unless otherwise stipulated.

Guiding Principles

The Variable Work Assignment Policy is guided by the following principles and values:

�SS�[OYLL�HYLHZ�·[LHJOPUN��YLZLHYJO��HUK�ZLY]PJL�LUNHNLTLU[·HYL�WHY[�VM�[OL�YLN\SHY)�࠮
responsibility of tenure-system faculty. Under normal circumstances, no category may 
IL�YLK\JLK�[V�aLYV�LɈVY[�

�`�KPɈLYLU[�[PTLZ�VY�PU�YLZWVUZL�[V�KPɈLYLU[�VWWVY[\UP[PLZ��LTWOHZLZ�JHU�[LTWVYHYPS])�࠮
shift.

�LU\YL�JHYYPLZ�^P[O�P[�IV[O�[OL�YPNO[�HUK�[OL�YLZWVUZPIPSP[`�VM�[OL�MHJ\S[`�TLTILY�[V;�࠮
determine, in concert with the department chair, priorities for carrying out one’s work  
in light of the missions of the department, college, and university.

Redistribution Agreement

Each case of redistribution of effort must be accompanied by a Redistribution 
Agreement, prepared and agreed to by both the chair of the department and  
the faculty member before the redistribution may take effect.

 �OL�(NYLLTLU[�ZOV\SK�KL[HPS�[OL�SLUN[O�VM�[PTL�MVY�^OPJO�[OL�YLKPZ[YPI\[PVU;�࠮
PZ�[V�IL�PU�LɈLJ[�

 �OL�(NYLLTLU[�T\Z[�KL[HPS�OV^�[OL�YLHZZPNUTLU[�^PSS�HɈLJ[�[OL�L]HS\H[PVU;�࠮
of the faculty member ’s work for merit pay.
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 ��HJ\S[`�HYL�VISPNLK�[V�ULNV[PH[L�[OLZL�HYYHUNLTLU[Z�PU�H�[PTLS`�THUULY-�࠮
especially in order to facilitate programmatic scheduling. 

��0U�TVZ[�JHZLZ��[OL�(NYLLTLU[�ZOV\SK�IL�HNYLLK�\WVU�H[�SLHZ[�VUL�ZLTLZ[LY�ILMVYL࠮
[OL�ZLTLZ[LY�PU�^OPJO�[OL�YLKPZ[YPI\[PVU�^V\SK�[HRL�LɈLJ[�

9LKPZ[YPI\[PVU�VM�,ɈVY[

9LX\LZ[�MVY�YLKPZ[YPI\[PVU�VM�LɈVY[�TH`�IL�PUP[PH[LK�I`�LP[OLY�[OL�MHJ\S[`�TLTILY� 
VY�[OL�JOHPY��9LKPZ[YPI\[PVU�VM�LɈVY[�TH`�IL�[YPNNLYLK�I`�VUL�VM�[OL�MVSSV^PUN!

1. A contractual administrative responsibility

2. A sabbatical agreement

3. Receipt of a grant, fellowship, or award that buys out some portion of a teaching 
assignment
 
���3LH]LZ�VM�HIZLUJL��WHPK�VY�\UWHPK�

���0U�HKKP[PVU�[V�[OL�HIV]L�MV\Y�JVUKP[PVUZ��HU�HNYLLTLU[�MVY�[OL�YLKPZ[YPI\[PVU�VM�LɈVY[�
may be reached between the chair and the faculty member as a long-term plan to 
respond to changing circumstances in the faculty member’s professional work.  
Typical arrangements would be the following:

� ���YLKPZ[YPI\[PVU�MYVT�YLZLHYJO�[V�[LHJOPUN�MVY�H����࠮��������HYYHUNLTLU[�� 
 This arrangement requires that the faculty member teach 2 courses one    
 semester and 3 courses the other.

� ���YLKPZ[YPI\[PVU�MYVT�YLZLHYJO�[V�[LHJOPUN�MVY�H����࠮��������
 arrangement. This arrangement requires that the faculty member teach 
 3 courses per semester.

� �������MYVT�YLZLHYJO�[V�ZLY]PJL�MVY�H����࠮����HYYHUNLTLU[��;OPZ�HYYHUNLTLU[�
� PUJYLHZLZ�[OL�L_WLJ[LK�ZLY]PJL�^VYR�HUK�YLK\JLZ�[OL�L_WLJ[LK�YLZLHYJO�V\[W\[�

� ��YLKPZ[YPI\[PVU�PZ�[OL�TH_PT\T�HSSV^LK����࠮

-HJ\S[`�TLTILYZ�^OV�OH]L�HYYHUNLK�MVY�YL[PYLTLU[�HUK�VY�JVUZ\S[HU[ZOPWZ�SLHKPUN�[V�
YL[PYLTLU[Z��WYPVY�[V�[OL�MVYTHS�KLWHY[TLU[HS�HKVW[PVU�VM�[OPZ�WVSPJ`��HYL�L_JS\KLK�MYVT�
this policy.
 



Department of English | Departmental Bylaws 2019

47

2. Department of English Mentoring Policy

Note: the policy outlined below aligns with the CAL mentoring policy, but provides 
ZVTL�ZWLJPÄJZ�PU�[LYTZ�VM�OV^�TLU[VYPUN�PZ�\UKLY[HRLU��HUK�L_WHUKZ�VU�[OH[�WVSPJ`�PU�
[LYTZ�VM�^OV��PKLHSS`��PZ�PUJS\KLK�PU�TLU[VYPUN��;OLYL�HYL�H�U\TILY�VM�OLSWM\S�YLZV\YJLZ�
SPZ[LK�PU�[OL�KVJ\TLU[�HUK�PU�[OL�LUKUV[L��>L�TH`�^HU[�[V�KL]LSVW�H�KLWHY[TLU[HS�
TLU[VYPUN�OHUKIVVR��WYLMLYHIS`�H�^LI�IHZLK�ZL[�VM�N\PKLSPULZ�HUK�YLZV\YJLZ��

Because mentoring is central to the retention and development of faculty at all levels,  
it is an important component of service. 

Mentoring is a responsibility of the Department as a whole, and of each member of the 
Department individually. It includes both formal and informal support, and is available 
to each member of the faculty, regardless of rank and employment status. It includes 
Group Advising Sessions, Focused Support Workshops, and other necessary          
interactions in group settings, as well as individual interactions. Faculty serving as 
mentors will be provided with guidance in understanding their role as mentors, and in 
OV^�[V�M\SÄSS�[OH[�YVSL�LɈLJ[P]LS`"�TLU[LLZ�^PSS�IL�WYV]PKLK�N\PKHUJL�VU�[OLPY�YVSL�HUK�
YLZWVUZPIPSP[PLZ�PU�[OL�TLU[VY�TLU[LL�YLSH[PVUZOPW��)V[O�TLU[VYZ�HUK�TLU[LLZ�ZOV\SK�
consult O[[W!��MVK�TZ\�LK\�YLZV\YJLZ�MHJ\S[`�TLU[VYPUN for policies and suggestions.
(KKP[PVUHS�YLZV\YJLZ�[OH[�TH`�IL�OLSWM\S�PU�KLÄUPUN�YVSLZ�HUK�LZ[HISPZOPUN�ZWLJPÄJ�
practices are listed in this endnote: i

Group advising and mentoring – Full and Associate faculty work in teams with groups 
of untenured faculty, covering areas necessary for success in achieving tenure and 
promotions:

�  ��SHYPM`�KLWHY[TLU[�HUK�JVSSLNL�L_WLJ[H[PVUZ�MVY�WYVTV[PVU�HUK�[LU\YL*�࠮
 and discuss strategies for success in evaluation processes

�  ��K]PZL�VU�VW[PTHS�[PTL�HSSVJH[PVU�HJYVZZ�YLZLHYJO��[LHJOPUN)�࠮
 and service missions

�  ��6ɈLY�^VYRZOVWZ�HUK�V[OLY�NYV\W�HJ[P]P[PLZ�HPTLK�H[�OLSWPUN�TLU[LLZ࠮
 setting long-term goals and short-term objectives; also on setting priorities 
 and planning for professional development 

�  ,�Offer workshops on Teaching: course preparation, innovative teaching࠮
 classroom dynamics and interactions, student-centered assignments and 
 projects, working with TAs, community engaged and service learning, meeting 
� <UP]LYZP[`�3LHYUPUN�.VHSZ��L[J��;OLZL�JHU�HSZV�IL�WLLY�[V�WLLY��VY�WLLY�[V�HSS��
 so that new and developing faculty can share strategies they’re using, and 
� PU[YVK\JL�PUUV]H[P]L�TVKLSZ�VM�[LHJOPUN��,_WLY[Z�IYV\NO[�PU�HZ�KLLTLK�\ZLM\S��
� Z\JO�HZ�[OVZL�MYVT�:LY]PJL�3LHYUPUN�HUK�*P]PJ�,UNHNLTLU[�*LU[LY��(�YLN\SHY�
� ZJOLK\SL�VM�Z\JO�^VYRZOVWZ�HUK�PU[LYHJ[PVUZ�ZOV\SK�IL�VɈLYLK�LHJO�`LHY�[V�

http://fod.msu.edu/resources-faculty-mentoring
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 cover aspects of advising and mentoring best addressed in groups.
 In addition, new faculty will be assigned a peer mentor and a more senior 
� TLU[VY��[OL�SH[[LY�WYLMLYHIS`�PU�H�YLSH[LK�ÄLSK��7LLY�[V�WLLY�TLU[VYPUN�JHU�OLSW�
� PU�KL]LSVWPUN�UL[^VYRZ��[LHJOPUN�Z[YH[LNPLZ��HUK�WLYOHWZ�HSZV�PU�L_JOHUNPUN�
� YLZLHYJO��B;OL�ZWLJPÄJ�YLZWVUZPIPSP[PLZ�PU�WLLY�[V�WLLY�TLU[VYPUN�ZOV\SK�IL�
� L_WSPJP[S`�KLÄULK�D�:LUPVY�TLU[VYZ�^PSS�OVSK�YLZWVUZPIPSP[`�MVY�[OL�THQVYP[`� 
 of formal mentoring not covered in workshops and group mentoring interactions.
 
Assignment of mentors should take place at the beginning of the first year of a 
junior faculty member ‘s service at MSU, and continue through tenure. If either the 
TLU[VY�VY�[OL�TLU[LL�MLLSZ�[OH[�[OL�YLSH[PVUZOPW�PZ�UV[�LɈLJ[P]L��[OL`�^PSS�TLL[�^P[O�
[OL�JOHPY�PUKP]PK\HSS`�[V�KPZJ\ZZ�JVUJLYUZ�HUK�PZZ\LZ��HUK�[OL�*OHPY�^PSS�LP[OLY�VɈLY�
recommendations and interventions for establishing a better relationship, or appoint a 
KPɈLYLU[�TLU[VY��4LU[VYZ�ZOV\SK�IL�YLHKPS`�H]HPSHISL��IL�WYVHJ[P]L�PU�LZ[HISPZOPUN�
the relationship and the schedule of meetings and interactions, and they should be 
prepared to assist in the following ways, accommodating, as best they can, individual 
ULLKZ�HUK�WVSPJ`�L_WLJ[H[PVUZ!

� ��3PZ[LU�HJ[P]LS`�HUK�H[[LU[P]LS`�[V�[OL�TLU[LL»Z�ULLKZ�HUK�JVUJLYUZ��HUK࠮
 respond to those either with direct suggestions or by connecting them with 
 others who can address their concerns

� �LY]L�HZ�H�ZV\YJL�VM�PUMVYTH[PVU��VY�HZ�H�N\PKL�[V�V[OLYZ�^OV�JHU�WYV]PKL:�࠮
 needed information

�  �]�7YV]PKL�Z\WWVY[�HUK�HK]PJL��*VUÄKLU[PHS�PUMVYTH[PVU�ZOHYLK�T\Z࠮
� YLTHPU�JVUÄKLU[PHS

� VUZ\S[�^P[O�[OL�*OHPY��^P[O�[OL�TLU[LL»Z�HWWYV]HS��[V�JVU]L`�ULLKZ�HUK*�࠮
  concerns that you cannot address

�  �K]PZL�VU�ZL[[PUN�WYPVYP[PLZ�HUK�JYLH[PUN�H�WYVMLZZPVUHS�KL]LSVWTLU[�WSHU)�࠮
 in connection with the workshops on these areas

� �"UJV\YHNL�Z\ITPZZPVU�VM�WYVWVZHSZ�HUK�WHWLYZ��HUK�OLSW�JYP[PX\L�KYHM[Z,�࠮
� Z\NNLZ[�JVUMLYLUJLZ�QV\YUHSZ��HUK�W\ISPZOLYZ�SPRLS`�[V�IL�ILULÄJPHS�[V�TLU[LL�

� �K]PZL�VU�KL]LSVWTLU[�VM�UL^�YLZLHYJO�JVSSHIVYH[PVUZ"�JVUULJ[�^P[O�V[OLY)�࠮
 scholars at MSU and beyond

� �LSW�PKLU[PM`�HWWYVWYPH[L�VWWVY[\UP[PLZ�MVY�LUNHNLTLU[�HUK�SLHKLYZOPW�^P[OPU/�࠮
 the department, college and university

� ZZPZ[�^P[O�KL]LSVWPUN�WYVMLZZPVUHS�UL[^VYRZ��H[�4:<��YLNPVUHSS)�࠮ �̀�UH[PVUHSS �̀�
 and internationally
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�  �NNLZ[�Z[YH[LNPLZ�MVY�H]VPKPUN�WP[MHSSZ��V]LYJVTPUN�KPɉJ\S[PLZ��HUK�ZH`PUN�¸UV¹\:�࠮
 when appropriate

� `�4LL[�^P[O�*OHPY�HUK�TLU[LL�H[�SLHZ[�VUJL�HUU\HSS࠮

(ZZVJPH[L�7YVMLZZVYZ�^PSS�IL�VɈLYLK�^VYRZOVWZ�VU�KL]LSVWPUN�[OLPY�JHYLLYZ��KLÄUPUN�
a trajectory toward promotion, strategizing research and creative effort toward 
longer-term goals, strategically engaging with administrative and other advancement 
opportunities, etc. Recently promoted faculty should participate in College Mentoring 
Group for 1-2 years shortly after promotion. They will also be assisted in identifying  
and approaching mentors for this phase of their career if they do not already have  
H[�SLHZ[�VUL�VU�JHTW\Z�HUK�VUL�PU�[OLPY�ÄLSK�

Full Professors will be encouraged to take on administrative positions, participate in 
university governance, and contribute in other ways to the culture of service and support. 
They will participate in the College Mentoring Group for 1-2 years shortly after promotion.
 
Non-tenure stream faculty are encouraged to attend mentoring workshops pertinent 
to their needs and interests. Additionally, they will be assigned a mentor when they are 
present in a visiting capacity, and on request if they are on a continuing contract. 
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3. Protocols for Communicating Student Concerns

These protocols outline how students in the Department of English can voice  
JVUJLYUZ�HIV\[�[OLPY�L_WLYPLUJLZ�PU�V\Y�JV\YZLZ��V\Y�WYVNYHTZ��HUK�V\Y�L]LU[Z��
-HJ\S[ �̀�(JHKLTPJ�:[HɈ��HUK�(KTPUPZ[YH[P]L�:[HɈ�ZOV\SK�ZOHYL�[OLZL�WYV[VJVSZ� 
with undergraduate and graduate students.

Instructional Concerns

Students who have concerns about a course syllabus, assignment, or activity should 
ÄYZ[�H[[LTW[�[V�KPZJ\ZZ�[OLZL�TH[[LYZ�^P[O�[OL�JV\YZL»Z�PUZ[Y\J[VY�VM�YLJVYK��

0M�VIZ[HJSLZ�L_PZ[�VY�[OL�H[[LTW[Z�H[�KPZJ\ZZPVU�MHPS��Z[\KLU[Z�ZOV\SK�THRL�HU�
HWWVPU[TLU[�[V�L_WYLZZ�[OLPY�JVUJLYUZ�^P[O�[OL�(ZZVJPH[L�*OHPY�VM�<UKLYNYHK\H[L�
Studies or the Associate Chair of Graduate Studies, or the Department Chairperson.

These Department members will help the student assess the situation and may 
YLJVTTLUK�\UKLY[HRL�H�M\Y[OLY�JV\YZL�VM�HJ[PVU�

Mentoring Concerns

Students in a mentoring relationship with faculty, such as graduate students who  
HZZPZ[�PU�0(/�ZLJ[PVUZ��ZOV\SK�ÄYZ[�YHPZL�[OLPY�JVUJLYUZ�^P[O�[OL�TLU[VY�PUZ[Y\J[VY� 
of record, if possible.

0M�VIZ[HJSLZ�L_PZ[�VY�[OL�H[[LTW[Z�H[�KPZJ\ZZPVU�MHPS��Z[\KLU[Z�ZOV\SK�THRL�HU�
HWWVPU[TLU[�[V�L_WYLZZ�[OLPY�JVUJLYUZ�^P[O�[OL�(ZZVJPH[L�*OHPY�MVY�<UKLYNYHK\H[L�
Studies or the Associate Chair for Graduate Studies, or the Department Chairperson.

These Department Administrators will help the student assess the situation and may 
YLJVTTLUK�\UKLY[HRL�H�M\Y[OLY�JV\YZL�VM�HJ[PVU�

Title IX Issues, Bullying, and Other Forms of Harassment and Discrimination

NOTE: Under Title IX, Faculty, Academic Staff, and Administrative Staff are  
mandatory reporters. 

;P[SL�0?�OVSKZ�[OH[�¸KPZJYPTPUH[PVU�VU�[OL�IHZPZ�VM�ZL_�PUJS\KLZ!

� �JS\KPUN��ZLWHYH[PUN��KLU`PUN�ILULÄ[Z�[V��VY�V[OLY^PZL�[YLH[PUN�H�WLYZVU_,�࠮
� KPɈLYLU[S`�VU�[OL�IHZPZ�VM�NLUKLY

� ]L_\HS�/HYHZZTLU:�࠮
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� ��L_\HS�=PVSLUJL��^OPJO�PUJS\KLZ�ZL_\HS�HZZH\S[��YLSH[PVUZOPW�]PVSLUJL:�࠮
 and stalking” ([P[SLP_�TZ\�LK\) 

:[\KLU[Z�^OV�L_WLYPLUJL�KPZJYPTPUH[PVU�[OH[�MHSSZ�\UKLY�[OLZL�JH[LNVYPLZ�ZOV\SK�[HSR�
[V�HU`�-HJ\S[`�VY�:[HɈ�WLYZVU��0M�[OL�Z[\KLU[�PKLU[PÄLZ�H�-HJ\S[`�VY�:[HɈ�WLYZVU�PU�[OL�
Department of English as an alleged perpetrator of this discrimination, the student 
should talk to the Associate Chair for Undergraduate Studies, the Associate Chair  
for Graduate Studies, or the Department Chairperson.

These discussions are subject to mandatory reporting protocols. Investigations  
HUK�VY�KPZJPWSPUHY`�HJ[PVU�TH`�YLZ\S[�

:[\KLU[Z�^OV�L_WLYPLUJL�I\SS`PUN�HUK�VY�V[OLY�MVYTZ�VM�OHYHZZTLU[�HUK KPZJYPTPUH[PVU��
including violations of MSU’s Anti-Discrimination Policy (ADP), in their classrooms or 
PU�YLSH[PVU�[V�[OLPY�JVUULJ[PVUZ�^P[O�+LWHY[TLU[�-HJ\S[`�VY�:[HɈ��ZOV\SK�[HSR�[V�[OL�
Associate Chair for Undergraduate Studies, the Associate Chair for Graduate Studies, 
or the Department Chairperson.

;OLZL�JVU]LYZH[PVUZ�TH`�YLZ\S[�PU�[OL�ÄSPUN�VM�H�YLWVY[�^P[O�4:<»Z�6ɉJL� 
of Institutional Equity. 

In all cases, though, Department Administrators will help the student assess the 
ZP[\H[PVU�HUK�TH`�YLJVTTLUK�\UKLY[HRL�H�M\Y[OLY�JV\YZL�VM�HJ[PVU��PUJS\KPUN�
disciplinary action. 

http://titleix.msu.edu
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4. Curricular Change Approval Process

The process for changing courses (focus, prerequisites) should come before the UPC. 
;OL�NYV\W�VM�MHJ\S[`�HɈLJ[LK�I`�[OL�JOHUNL�ZOV\SK�IL�THRPUN�[OL�KLJPZPVUZ�HIV\[� 
[OH[�JV\YZL��0M�[OL�HɈLJ[LK�MHJ\S[`�HYL�H�Z\IZL[�VM�[OL�KLWHY[TLU[��L�N���,UNSPZO�,K��
*YLH[P]L�>YP[PUN���[OL`�ZOV\SK�HWWYV]L�[OL�JOHUNLZ�ÄYZ[��HUK�[OLU�[OL�WYVWVZHS�NVLZ�
[V�<7*��0M�[OL�JOHUNLZ�HɈLJ[�[OL�KLWHY[TLU[�HZ�H�^OVSL��[OL�<7*�JHU�KL]LSVW�HUK�
approve the proposal, and then take that to the faculty for discussion and a vote,  
or the changes can emerge from faculty discussion and move to UPC for formal 
proposal and approval, before returning to Department for a vote.

-VY�WYVNYHT�JOHUNLZ��KPZJ\ZZPVU�ZOV\SK�[HRL�WSHJL�ÄYZ[�HTVUN�[OL�MHJ\S[`�PU]VS]LK��
[OLU�TV]L�[V�<7*�MVY�HWWYV]HS�]V[L��[OLU�7VSPJ`�[V�]V[L��[OLU�+LWHY[TLU[�HZ�H� 
whole votes.
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5. CAL RPT Procedures for Jointly Appointed/Assigned Faculty 

.\PKLSPULZ�:WLJPÄJ�[V�1VPU[S`�(WWVPU[LK�VY�(ZZPNULK�-HJ\S[`

Each tenure-system faculty member with a joint appointment or assignment  
^P[OPU�*(3��YLNHYKSLZZ�VM�WLYJLU[HNL�VM�HWWVPU[TLU[�VY�HZZPNUTLU[��T\Z[�OH]L� 
a memorandum of understanding (MoU) to further supplement and clarify agreements 
V\[SPULK�PU�[OLPY�VɈLY�SL[[LY���7SLHZL�YLMLY�[V�[OL�*VSSLNL�VM�(Y[Z�
�3L[[LYZ�4LTVYHUK\T�
VM�<UKLYZ[HUKPUN�HUK�(UU\HS�9L]PL^�.\PKLSPULZ�MVY�;LU\YL�Z`Z[LT�-HJ\S[`�^P[O�1VPU[�
(WWVPU[TLU[Z�HUK�(ZZPNUTLU[Z�PU�*(3��

A candidate will be recommended for renewal, tenure, or promotion only when  
it is in the best interest of the University, when the totality of the record is consistent 
with renewal or promotion, and when there is a high level of performance under the 
L_WLJ[H[PVUZ�HZ�V\[SPULK�PU�[OL�4V<�

(SS�MHJ\S[`�TLTILYZ�^P[O�THQVYP[`�HWWVPU[TLU[Z�VY�HZZPNUTLU[Z�PU�*(3�^PSS�IL�
L]HS\H[LK�HJJVYKPUN�[V�[OL�JYP[LYPH�HUK�WYVJLK\YLZ�ZWLJPMPLK�PU�[OL�I`SH^Z�97;�
N\PKLSPULZ�VM�[OL�*(3�\UP[�PU�^OPJO�[OL`�OH]L�[OLPY�THQVYP[`�HWWVPU[TLU[�VY�HZZPNUTLU[�

,HJO�*(3�KLWHY[TLU[�^PSS�\ZL�P[Z�V^U�Z[HUKHYK�^LPNO[PUN�ZJOLTL�MVY
accomplishments in teaching, research, and service for faculty jointly appointed  
or assigned, bearing in mind the fraction of the overall appointment that resides  
in the minority appointment unit. 

In terms of procedures for RPT review, supplementing the General Guidelines  
included above:

� ��OL�JHUKPKH[L�^PSS�Z\ITP[�VUL�+VZZPLY;�࠮

� �]OL�JHUKPKH[L»Z�TVZ[�YLJLU[S`�ULNV[PH[LK�QVPU[�HWWVPU[TLU[�VY�HZZPNUTLU;�࠮
 MoU will be included in the Dossier.

�  �`]�Z\TTH[P]L�L]HS\H[PVU�VM�[OL�JHUKPKH[L»Z�V]LYHSS�JVU[YPI\[PVUZ�[V�[OL�TPUVYP)�࠮
 unit will be provided by the head of that unit to the head of the majority unit  
 and the associated RPT committee for consideration in the departmental 
 reappointment and tenure review.

� !OL�THQVYP[`�\UP[�^PSS�MVSSV^�[OL�MVSSV^PUN�97;�*VTTP[[LL�N\PKLSPULZ;�࠮

  RPT Committee:�-VY�MHJ\S[`�^P[O�H�THQVYP[`�HWWVPU[TLU[�PU�VUL�*(3�
� � KLWHY[TLU[�HUK�H�TPUVYP[`�HWWVPU[TLU[�VY�HZZPNUTLU[�PU�HUV[OLY�*(3�
  unit, the make-up of the RPT Committee will follow the guidelines for 
  the majority department, but include one representative from the minority
  unit. This representative will be chosen jointly by the majority department 
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� � L_LJ\[P]L�VɉJLY�HUK�[OL�TPUVYP[`�\UP[»Z�L_LJ\[P]L�VɉJLY��;OL�TPUVYP[`�\UP[�
  committee member will have the same participatory and voting rights as 
  the other RPT committee members from the majority unit. The nature 
  of the candidate’s appointment, including any MoUs, will be shared with 
  the RPT Committee.

  RPT External Evaluators: For faculty with a majority appointment in 
� � VUL�*(3�KLWHY[TLU[�HUK�H�TPUVYP[`�HWWVPU[TLU[�VY�HZZPNUTLU[�PU�
� � HUV[OLY�*(3�\UP[��L_[LYUHS�L]HS\H[PVUZ�HYL�H�JYP[PJHS�JVTWVULU[�VM�[OL�
  reviews for tenure, promotion to associate professor, and promotion to 
  professor, but are not utilized for the third-year reappointment.

  The referees will be informed of the nature of the joint appointment 
  or assignment, the particulars of the candidate’s appointment or 
� � HZZPNUTLU[�HUK�L_WLJ[H[PVUZ��HUK�[OL�JYP[LYPH�MVY�[OL�YL]PL^��

  If the candidate’s research portfolio includes interdisciplinary work, then 
� � [OL�YLMLYLLZ�^PSS�IL�JOVZLU�Z\JO�[OH[�[OLPY�JVTIPULK�L_WLY[PZL�ZWHUZ�HSS�
� � VM�[OL�YLSL]HU[�ÄLSKZ�

  The candidate will submit the names of up to four potential referees, from 
� � ^OPJO�[OL�THQVYP[`�*(3�HKTPUPZ[YH[VY�HUK�[OL�TPUVYP[`�\UP[�HKTPUPZ[YH[VY
  will jointly choose a minimum of two; all of these will meet the criteria of 
� � YHUR�HUK�PUKLWLUKLUJL�KLZJYPILK�HIV]L��;OL�*(3�\UP[�SLHKLYZ�^PSS�[OLU
  jointly add additional names not suggested by the candidate to make up
  the full list of those to be asked for letters; the candidate will not be 
  told the identities of any of the individuals on the final list. The final 
� � U\TILY�VM�SL[[LYZ�YLJLP]LK�MYVT�YLMLYLLZ�JOVZLU�I`�[OL�*(3�\UP[�
� � SLHKLYZ�^PSS�TH[JO�VY�L_JLLK�[OL�U\TILY�YLJLP]LK�MYVT�PUKP]PK\HSZ�
  suggested by the Candidate.
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6. Memorandum of Understanding Checklist for Jointly Appointed/ 
Assigned Faculty

College of Arts & Letters Memorandum of Understanding (MoU) Checklist

;OPZ�JOLJRSPZ[�PZ�KLZPNULK�HZ�H�N\PKL�MVY�[OL�^YP[PUN�VM�H�]HYPL[`�VM�[`WLZ�VM�4V<Z�HUK�
JVU[HPUZ�WV[LU[PHS�SHUN\HNL�[OH[�ZOV\SK�IL�TVKPÄLK�ZV�[OH[�P[�WLY[HPUZ�[V�[OL�KL[HPSZ� 
VM�[OL�WHY[PJ\SHY�WVZP[PVU�ZOHYLK�I`�[OL�[^V�\UP[Z��(SS�\UP[�OLHKZ�HUK�[OL�MHJ\S[`�TLTILY�
T\Z[�IL�JVUZ\S[LK�^OLU�KYH^PUN�\W�[OL�46<��;OPZ�KVJ\TLU[�KVLZ�UV[�WYV]PKL�SLNHS�
HK]PJL��(�JVW`�VM�[OL�4V<�ULLKZ�[V�IL�ZLU[�[V�[OL�THQVYP[`�\UP[�OLHK��[OL�TPUVYP[`�\UP[�
OLHK��[OL�MHJ\S[`�TLTILY��HUK�[OL�*(3�(ZZVJPH[L�+LHU�PU�JOHYNL�VM�WLYZVUULS�

_____ 1. State the names of the units involved in the joint appointment or joint 
assignment as well as the faculty member. Include faculty member’s rank and  
[`WL�VM�HWWVPU[TLU[�B[LU\YLK��[LU\YL�[YHJR��Ä_LK�[LYT�MHJ\S[ �̀�Ä_LK�[LYT�HJHKLTPJ�
ZWLJPHSPZ[��HJHKLTPJ�ZWLJPHSPZ[�PU�[OL�JVU[PU\PUN�Z`Z[LTD

FFFFF����3VJH[PVU�VM�[OL�HWWVPU[TLU[�VM�[OL�MHJ\S[`�TLTILY��0M�H�QVPU[�HWWVPU[TLU[��
then list the percentages of both appointments and locations. If a joint assignment, 
then list the percentages of both assignments and locations.

_____ 3. Outline the teaching, mentoring, and advising load in each unit with 
WLYJLU[HNLZ��;V�[OL�L_[LU[�WVZZPISL��[OLPY�[LHJOPUN�HZZPNUTLU[�^PSS�IL�JOVZLU� 
to support their research program.

FFFFF����7YV]PKL�JSLHY�KLÄUP[PVUZ�VM�L_WLJ[H[PVUZ��ZV�[OH[�[OL�YLZLHYJO�HUK�ZLY]PJL�
V\[YLHJO��SLHKLYZOPW�L_WLJ[H[PVUZ�HYL�JSLHY�[V�HSS�WHY[PLZ��0[�PZ�PTWVY[HU[�[OH[�IV[O�\UP[Z�
take the service requirements of the other into account, so that the faculty member  
PZ�HISL�[V�Z\JJLZZM\SS`�IHSHUJL�L_WLJ[H[PVUZ��;OLZL�HJ[P]P[PLZ�JV\SK�IL�]LY`�^LSS�KLÄULK�
here to include, if needed, what committee(s) would be served on, etc.

FFFFF����3PURZ�[V�[OL�L_WLJ[H[PVUZ�MVY�WYVTV[PVU�HUK�[LU\YL�PU�IV[O�\UP[Z�ZOV\SK�IL�
made clear.

FFFFF����(U`�V[OLY�YLZLHYJO�VY�VɉJL�ZWHJL��Z\WWVY[�ZLY]PJLZ��LX\PWTLU[�PZZ\LZ�ZOV\SK�
IL�JSHYPÄLK�

FFFFF����(U`�PUKPYLJ[�M\UKZ�NLULYH[LK�I`�HU�L_[LYUHS�NYHU[�VY�V[OLY�WLY[PULU[�I\KNL[HY`�
PZZ\LZ�ZOV\SK�IL�JSHYPÄLK�PM�[OL`�HYL�[V�IL�ZOHYLK�IL[^LLU�\UP[Z��

FFFFF����4LU[VYZ�ZOV\SK�IL�VɈLYLK�PU�IV[O�\UP[Z�HUK�[OL�TLU[VYPUN�WVSPJ`�VM�LHJO�
should be made clear.
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_____ 9. If there is a time limit on the agreement, then it should be specified.  
0M�H�QVPU[�HNYLLTLU[�PZ�[V�IL�[LYTPUH[LK��[OLU�[OL�*(3�(ZZVJPH[L�+LHU�PU�JOHYNL� 
of personnel should be consulted.

_____ 10. The memo is signed and dated by the faculty member, the head  
of both units. 

FFFFF�����0UJS\KL�[OL�KH[L�VM�TVZ[�YLJLU[�TLL[PUN�^OLU�HNYLLTLU[�^HZ�THKL�HUK�VY�
reviewed. Signatures should be included to acknowledge review of the document.

<WKH[LK�������
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7. Merit Review Cover Form and Narrative Template 

Cover Form

Name:

Appointment: 
WLYJLU[HNL�VM�LɈVY[�[V�YLZLHYJO!�FFFFFF��[LHJOPUN!�FFFFFF��ZLY]PJL�V\[YLHJO!�FFFFFF�

Are you jointly appointed?  ___ yes       ___ no  
PM�ZV��^P[O�^OH[�WYVNYHT�KLW[&�FFFFFFFFFFFF
what is the percent of your appt in ENG? _____

Do you have add’l responsibilities (as editor, administrator, etc.)?  ___ yes ___ no

Please identify your role and acknowledge how you are compensated (e.g. buyout, 
salary percentage; if you have no special arrangements, you should note the standard 
������������!�

Narrative:�7SLHZL�\ZL�[OL�MVSSV^PUN�ZLJ[PVUZ�HZ�HU�VWWVY[\UP[`�MVY�JHYLM\S�YLÅLJ[PVU� 
HUK�[OL�HY[PJ\SH[PVU�VM�M\[\YL�WYVMLZZPVUHS�WSHUZ�V]LY�[OL�UL_[�[OYLL�`LHYZ�

Part One: Research/Publication and Professional Activity 

/V^�OH]L�`V\Y�YLZLHYJO�JYLH[P]L�HUK�WYVMLZZPVUHS�HJ[P]P[PLZ�K\YPUN�[OL�WLYPVK�\UKLY�
review contributed to your broader goals? What are the milestones and endpoints 
of those goals? In what ways do your accomplishments and plans engage with the 
department’s and college’s goals and mission? Be sure to draw attention to items  
UV[�L_WSPJP[S`�MVYLNYV\UKLK�VU�`V\Y�HUUV[H[LK�*=��

Part Two: Teaching 

How have your teaching activities during the period under review contributed to your 
IYVHKLY�NVHSZ��SVVRPUN�MVY^HYK�PU[V�[OL�UL_[�[OYLL�`LHYZ�&�>OH[�HYL�[OL�TPSLZ[VULZ� 
and endpoints of those goals? In what ways do your accomplishments and plans 
engage with the program’s and department’s learning goals and mission? Be sure  
[V�KYH^�H[[LU[PVU�[V�P[LTZ�UV[�L_WSPJP[S`�MVYLNYV\UKLK�VU�`V\Y�HUUV[H[LK�*=��Z\JO�
as new course preparations, contributions to course and program development, 
attendance at pedagogical workshops and the changes prompted by these sessions, etc.
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30:;�4:<�*6<9:,:�;(<./;��0UKPJH[L�[OVZL�PU�^OPJO�`V\�^VYRLK�^P[O�H�;(�

:7905.�`Y���� �:*/�� � � � -(33�`Y��� � �:*/�

__________  _____    __________  _____

__________  _____    __________  _____

__________  _____    __________  _____

:7905.�`Y���� �:*/�� � � � -(33�� `Y��� ������������:*/�

__________  _____    __________  _____

__________  _____    __________  _____

__________  _____    __________  _____ 

Part Three: Service  

How have your service responsibilities during the period under review contributed to 
`V\Y�IYVHKLY�NVHSZ��SVVRPUN�MVY^HYK�PU[V�[OL�UL_[�[OYLL�`LHYZ�&�>OH[�HYL�[OL�TPSLZ[VULZ�
and endpoints of those goals? In what ways do your accomplishments and plans 
engage with the program’s and department’s goals and mission? Be sure to draw 
H[[LU[PVU�[V�P[LTZ�UV[�L_WSPJP[S`�MVYLNYV\UKLK�VU�`V\Y�HUUV[H[LK�*=��Z\JO�HZ�[OL�SL]LS�
VM�`V\Y�JVU[YPI\[PVUZ��KLW[��JVSSLNL��\UP]��WYVMLZZPVU���^VYR�PU[LUZP]LULZZ�VM�ZWLJPÄJ�
committees, and how your service contributions scale to your rank. Senior members 
of the department should also be precise about how they have actively mentored 
JVSSLHN\LZ�H[�SV^LY�YHURZ�HUK�VY�V[OLY^PZL�JVU[YPI\[LK�[V�[OL�KLWHY[TLU[»Z�J\S[\YL� 
of reciprocity, recognition, and respect.

Part Four: Outreach 

How have your outreach activities during the period under review contributed to your 
IYVHKLY�NVHSZ��SVVRPUN�MVY^HYK�PU[V�[OL�UL_[�[OYLL�`LHYZ�&�>OH[�HYL�[OL�TPSLZ[VULZ�HUK�
endpoints of those goals? In what ways do your accomplishments and plans engage 
with the department’s goals and mission? Be sure to draw attention to items not 
L_WSPJP[S`�MVYLNYV\UKLK�VU�`V\Y�HUUV[H[LK�*=�

Part Five (Optional): Additional Comments and Plans
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8. University Suggestions for Community Norms Documents

7YLWHYLK�I`�)PSS�+VUVO\L��-HJ\S[`�.YPL]HUJL�
�+PZW\[L�9LZVS\[PVU�6ɉJL��https://
HHU�TZ\�LK\�^W�JVU[LU[�\WSVHKZ���������*VTT\UP[`�5VYTZ�WKM��HUK�1\SP�>HKL�
�(JHKLTPJ�(K]HUJLTLU[�5L[^VYR���(WYPS������

Michigan State University outlines three core values: Quality, Inclusiveness,  
and Connectivity. Many of us are reflecting on how well we and the individuals  
we lead are upholding these principles, and what we all can do to create and maintain 
a climate in which our actions genuinely embody them. MSU’s statement on our core 
value of inclusiveness highlights the importance of “varying perspectives and  
a promise of mutual respect”. 

In support of this idea, handbooks and other materials outlining policies and 
WYVJLK\YLZ�MVY�4:<�LTWSV`LLZ��MVY�IV[O�HJHKLTPJZ�HUK�Z\WWVY[�Z[HɈ��JVU[HPU�
ZLJ[PVUZ�VU�L_WLJ[H[PVUZ�VM�WYVMLZZPVUHS�ILOH]PVY��>L�LUJV\YHNL�`V\�[V�PUJYLHZL�
awareness of these university-level requirements, and suggest that each unit consider 
corresponding sections for their bylaws. Regardless of whether units approve 
regulations within their governing documents, we encourage the development  
VM�[L_[Z�V\[SPUPUN�*VTT\UP[`�5VYTZ��/LYL��^L�VɈLY�ZVTL�Z\NNLZ[PVUZ�MVY�WYVJLZZ� 
HUK�[VWPJZ��;OL�TH[LYPHS�ILSV^�PZ�UV[�L_OH\Z[P]L�HUK�TH`�UV[�HWWS`�[V�HSS�\UP[Z�� 
but is intended to provide ideas for consideration. 

Development of Document 

7SLHZL�IL�PUJS\ZP]L�PU�[OL�JYLH[PVU�VM�[OL�[L_[��PU�[LYTZ�VM�IV[O�PKLHZ�HUK�SHUN\HNL�� 
All stakeholders should be involved, and substantial buy-in will be required for 
TLHUPUNM\S�PTWHJ[��9LMYHPU�MYVT�L_JLZZP]L�KL[HPS��I\[�WYV]PKL�Z\ɉJPLU[�L_HTWSLZ� 
for clarity. It is impossible to imagine every situation that may arise. Consider including 
SHUN\HNL�YLSH[LK�[V�L_WLJ[H[PVUZ�[OH[!�

1. We each take responsibility for our words and actions. 

2. When a violation of community norms occurs, observers will speak up and will be 
listened to (you might also note where they should report various types of incidents). 

Examples 

Collegiality Standards might address factors including, but not limited to: 

1. 7V^LY�+PɈLYLUJLZ!�<UP]LYZP[`�SPML�JHU�IL�OPLYHYJOPJHS��HUK�WV^LY�KPɈLYLU[PHSZ�L_PZ[Z�
across numerous levels, including students, administrators, faculty, and academic 
HUK�Z\WWVY[�Z[HɈ��;OLZL�KPɈLYLUJLZ�JHU�JYLH[L�HU�H[TVZWOLYL�PU�^OPJO�WV^LY�PZ�HU�
V]LY[�KPTLUZPVU�VM�[OL�YLSH[PVUZOPW��VY�[OL�LɈLJ[Z�VM�KPɈLYLU[PHS�JVU[YVS�JHU�IL�MHY�TVYL�
subtle. Professional conduct assumes that individuals are aware of, and avoid abusing, 

https://aan.msu.edu/wp-content/uploads/2018/05/Community-Norms.pdf
https://aan.msu.edu/wp-content/uploads/2018/05/Community-Norms.pdf
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increased rights and capacities that can be associated with a range of positions and 
KLNYLLZ�VM�L_WLYPLUJL��

2. Respect and Civil Behavior:�3HUN\HNL�LUKVYZLK�I`�[OL�<UP]LYZP[`�*VTTP[[LL� 
VU�-HJ\S[`�(ɈHPYZ�HUK�[OL�<UP]LYZP[`�*VTTP[[LL�VU�:[\KLU[�(ɈHPYZ��HUK�HWWYV]LK� 
by the Academic Council on April 20, 2010, includes a “call upon all who participate  
in university events to promote tolerance and civil behavior and to hold themselves  
[V�OPNO�Z[HUKHYKZ�[OH[�YLÅLJ[�[OL�\UP]LYZP[`»Z�JVTTP[TLU[�[V�YLZWLJ[�]PL^WVPU[Z�
[OH[�TH`�IL�KPɈLYLU[�MYVT�[OLPY�V^U��6US`�I`�YLZWLJ[PUN�PUKP]PK\HSZ�^P[O�KP]LYZL�
perspectives and ideas can we build an environment of civility that is conducive  
to advancing knowledge and transforming lives”. 

3. Bullying: MSU has clear policies against harassment and discrimination, which 
relate to protected characteristics. While MSU does not yet have a university level 
KLÄUP[PVU�VM�VY�WVSPJ`�VU�I\SS`PUN��P[�PZ�\ZLM\S�[V�JVUZPKLY�YLSH[LK�TH[LYPHS�MYVT�ZPTPSHY�
PUZ[P[\[PVUZ��-VY�L_HTWSL��6YLNVU�:[H[L�<UP]LYZP[`�KLÄULZ�I\SS`PUN�PU�[OL�MVSSV^PUN�
manner (O[[W!��LVH�VYLNVUZ[H[L�LK\�I\SS`PUN�WVSPJ`): “conduct of any sort directed 
at another that is severe, pervasive or persistent, and is of a nature that would 
cause a reasonable person in the victim’s position substantial emotional distress 
and undermine his or her ability to work, study or participate in his or her regular 
life activities, and actually does cause the victim substantial emotional distress and 
undermines the victim’s ability to work, study, or participate in the victim’s regular life 
activities.” Bullying can take many forms, including overt verbal or physical aggression 
[V�L_LY[�WV^LY��HZ�^LSS�HZ�TVYL�Z\I[SL�MVYTZ�[OH[�VM[LU�JVTL�MYVT�PUKP]PK\HSZ�*�2��
.\UZHS\Z�JHSSZ�¸]PJ[PT�)\SSPLZ¯�B^OVD�HYL�HNNYPL]LK�HUK�HYL�[Y`PUN�[V�NL[�[OLPY�V^U�
way as recompense for their perceived mistreatment” (from the College Administrator’s 
Survival Guide, 2006, p. 124).

4. Rude or Inconsiderate Behavior, Microaggressions: Conduct that is not severe, 
pervasive or persistent is generally not viewed as bullying, but it may fall short 
VM�YLHZVUHISL�L_WLJ[H[PVUZ�MVY�ILOH]PVY�[V^HYK�V[OLYZ��:VTL�SHUN\HNL�YLNHYKPUN�
appropriate interactions with others may be valuable.

5. Transparency and Privacy: What types of information should be shared within  
a unit, under what conditions, and by whom? Clarifying intentions and decision making 
processes, as well as relevant data on which decisions are based, can facilitate 
a culture of respect and enhance productivity. However, it is not appropriate that all 
individuals have access to all information.

6. Fairness and Balance: Consider providing material on the importance of engaging 
multiple, diverse perspectives in decision making.

7. Good Intentions: It may be of value to include a statement related to underlying 
assumptions about the behavior of others. Perhaps an agreement to avoid jumping 
 

http://eoa.oregonstate.edu/bullying-policy
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to conclusions and to start from the idea that others mean well (or at least are not 
acting with an intention to harm) might be useful.

Communication Practices that facilitate adherence to collegiality standards might 
include, but not be limited to, situations such as: 

1. Email: This form of communication should not be used to disrespect, demean 
or in any other ways foment an atmosphere of intimidation or intellectual dishonesty. 
-VY�L_HTWSL��LTHPS�ZOV\SK�IL�Z\JJPUJ[��YLZWLJ[M\S��HUK�UV[�IL�\ZLK�[V�OHYHZZ�
or slander individuals in any way. When is it appropriate to use all CAPS? When 
PZ�P[�HWWYVWYPH[L�[V�IJJ��JJ��HUK�VY�YLWS`�[V�HSS&�)`�^OLU�PZ�H�YLZWVUZL�L_WLJ[LK&�

2. Scheduling: Procedures associated with scheduling (and control of shared 
calendars) should be clearly understood. The importance of involvement 
of stakeholders in meetings and the potential impact of scheduling at particular 
times based on availability should be considered. 

3. Faculty Meetings: Deliberations in meetings must be respectful and aimed 
H[�HKKYLZZPUN�PZZ\LZ"�WLYZVUHS�H[[HJRZ�T\Z[�IL�H]VPKLK��;OLZL�L_JOHUNLZ�ZOV\SK�
demonstrate intellectual honesty and openness to criticism and change. 




