
Radiology RPT Information 
Session

RPT for 2024 – 2025
Reappointment, Promotion, and Tenure 
• Jill McMahon, Radiology RPT Chair

• Provide feedback & advice on 
materials & process

• Taylor Pillar, Department RPT 
Administrative Support Person
• Receives documents, provide 

feedback on process, final packet 
assembly



Share information with department faculty

Host open conversation about promotion

Goals for this Session



RPT and your appointment type

Appointment Types
• Tenure System (TS)
• Fixed Term (FT)
• Health Programs 

(HP)
• Clinical /Adjunct 

Non-prefix
• Adjunct / Pre-fix
• Research
• Academic Specialist

RPT Processes
• Reappointment & Tenure (TS 

Only)
• Promotion – similar process 

for all tracks with some 
variations



Promotion Criteria

TS and FT non-Clinical faculty
- Teaching
- Scholarly Activity and 

Research
- Service and Outreach

HP and Clinical FT faculty
- Patient Care Services
- Clinical and Preclinical 

Teaching
- Scholarly Productivity and 

Research 
- Institutional Service• CHM RPT Guidelines

• COM RPT Guidelines

• Radiology Department Guidelines

https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/promotion/index.html
https://osteopathicmedicine.msu.edu/application/files/7316/7044/8953/Reappointment-Promotion-Tenure.pdf
https://radiology.msu.edu/about/career-opportunities/reappointment-promotion-and-tenure


Sample of CHM Promotion Criteria

• CHM RPT 
Guidelines

• Found under 
Resources

• CHM FT Clinical 
Criteria

• CHM TS Criteria

https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/promotion/index.html
https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/promotion/index.html
https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/Fixed_Term_Service-Clinical_Criteria.pdf
https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/Fixed_Term_Service-Clinical_Criteria.pdf
https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/tenureguidelines-2016.pdf


Sample of COM Promotion Criteria• COM RPT Guides

https://osteopathicmedicine.msu.edu/application/files/7316/7044/8953/Reappointment-Promotion-Tenure.pdf


Teaching
• Pre-clinical 
• Clinical (clerks, 

interns, residents, 
fellows)

• Other 
(undergraduate, 
graduate, 
postgraduate, CME, 
lifelong learning)

• Advising or 
mentoring

Is assessed to be an effective teacher by colleagues 
and other faculty



Scholarly 
Activity 
and Research
• Basic research
• Clinical research
• Medical  

Education
• Development & 

submission of 
research 
proposals

Impact to discipline



Service and 
Outreach• Departmental, 

college, university, 
community, state, 
national, and 
international 
activities

• Committee 
membership or 
leadership, program 
development, 
consultation

• Academic service as 
editor or reviewer of 
   

Outreach: Provides evidence of service to the 
broader community as a representative of the 

university

Institutional Service: Provides evidence of 
productive service in support of college committees 

and/or administrative activities



Patient Care
• Clinical activities at the college, 

university, community, state, national, or 
international level

• Services to patients that occur in MSU 
HealthCare Facilities, affiliated hospitals 
and clinics

Patient Care: Demonstrates Excellence as a 
clinician in the provision of high-quality 

patient care services in the chosen specialty 
of the faculty member



The 
Promotion 
Dossier

Promotion Form on Progress and Excellence

Effort / Position Description

Reflective Essay

Curriculum Vitae

External Reviewers / Letters

Annual Reviews

COVID-19 Impact Statement (optional)

Academic Portfolio

Maximum of 
500 pages



Promotion Form: 4 Parts (I-IV)

• Part I: Appointment details, committee votes, reviewer 
information

• Part II: Summary Information (Chair and Dean evaluation)
• Part III: Summary Evaluation - detailed (Chair evaluation)
• Part IV: Detailed Reporting from candidate

• A: Instruction
• B: Research and Creative Activities
• C: Service
• D: Additional Reporting



Promotion Form: Page 1 

• Candidate should fill out 
upper portion

• If appointed with % effort 
in multiple colleges, notify 
Radiology RPT Committee



CHM Form for FT



Promotion Form: Section IA, 
Page 2 

• LEAVE BLANK!
• RPT Staff: complete this 

page.
• Candidate: Email LIST of 

potential reviewers to 
Radiology RPT Committee.



Promotion Form : Section II
Candidate should fill out assignment of time
TS and FT non-clinical

Function Sub-Functions Assignment
% of Time 

Excellent Very 
Good

Avg. Below 
Avg.

Poor

INSTRUCTION Undergraduate*

Graduate*

Non-Credit Instruction

Academic Advising
RESEARCH &
CREATIVE ACTIVITIES

Research & Creative 
Activities

SERVICE
Academic: Within 
Scholarly and Professional 
Organizations
Academic: Within the 
University
Within the Broader 
Community: 

OTHER Other (specify)

OVERALL RATING 100%



Promotion Form : Section II
Candidate should fill out assignment of time
HP and Clinical



Promotion Form Section IV: Pg. 10-
18 

• Fill out pages completely
• Emphasize impact and 

significance throughout
• Refer evaluators to 

portfolio AND provide brief 
excerpts or statements

• Explain significance / 
impact of a particular 
award or recognition

Part IV: Detailed Reporting from candidate

A: Instruction

B: Research and Creative Activities

C: Service

D: Additional Reporting



Annual Reviews

• Will be added in by Department
• Counts toward 500-page limit



Reflective Essay
• Describes your journey in academia as a narrative
• Highlights how your accomplishments are significant & 

impactful
• Highlights how you have contributed to the university 

mission
• Describes how you embody excellence
• Can include future impact and direction to demonstrate 

upward trajectory
• Up to 5 pages in length (3-5 recommended)
• Avoid listing and repeating your CV



Diversity, Equity, and Inclusion
Consistent with MSU Values and the Strategic Plan, a lens of DEI is 
integrated into the RPT review processes.
The university has issued: 
• Recommendations for Writing and Evaluating Diversity, Equity, and 

Inclusion (DEI) in the Faculty Annual Review and Reappointment, 
Promotion, and Tenure (RPT) Process Council of Diversity Deans 
(CODD).

• The Faculty Handbook on RPT also includes a section on DEI
In accordance, CHM committees have endorsed:
• A guidance document for addressing diversity, equity and inclusion in RPT 

deliberations
• A companion document that includes examples of activities that could be used as 

evidence of contributions to diversity, equity and inclusion in RPT dossiers. 

https://hr.msu.edu/policies-procedures/documents/CODD-Annual-Review-and-RPT-Recommendations-for-DEI.pdf
https://hr.msu.edu/policies-procedures/documents/CODD-Annual-Review-and-RPT-Recommendations-for-DEI.pdf
https://hr.msu.edu/policies-procedures/documents/CODD-Annual-Review-and-RPT-Recommendations-for-DEI.pdf
https://hr.msu.edu/policies-procedures/documents/CODD-Annual-Review-and-RPT-Recommendations-for-DEI.pdf
https://hr.msu.edu/ua/promotion/faculty-academic-staff/guide.html
https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/DEI_Guidance_from_the_CHM_RPT_Committee_Spring_2022_FINAL.pdf
https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/DEI_Guidance_from_the_CHM_RPT_Committee_Spring_2022_FINAL.pdf
https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/file/Examples_of_DEI_Activities_CHM_2022_FINAL.pdf


MSU Policy External Letters

• MSU External Letter Policy
• Letters from leading scholars at peer institutions (Big 10) or similar
• All external letters of reference solicited and received included
• If referee fails to or declines to submit a letter, this information shall become part of 

the packet
• Solicitation is done through the Chair / Director Office
• Candidate may not contact these referees

https://hr.msu.edu/policies-procedures/faculty-academic-staff/faculty-handbook/external_ref-letters.html


List of (External) Referees: Requirements
• Academic rank, at or above 

candidate’s desired rank
• Professionally capable of 

assessing the candidate’s work 
objectively and comment on 
significance in the discipline 

• Available time to write a 
comprehensive review

• In no case should this be a 
major advisor, especially 
research related

• Limit colleagues you have 
collaborated with

 Minimum of 4 letters
 Selected from candidate list 

and Chair’s list
 More specific qualifications 

vary slightly by college, 
appointments system and rank

 Can be someone you do not 
know, but can relate to your 
specialization



List of Referees: Departmental Process

 Candidate creates a list of 8 adequate scholars 

 Candidate sends the top 6 of list in order of preference
 To: RAD RPT Committee leaders / chairs and directors: Taylor 

Pillar / Dr. Delano or Dr. McCollum (Div. of Anatomy) / Jill 
McMahon

 Details: Name, Title, Institution, Department, email, etc.
 Helpful if they have a website link to share this with us

 Chair/director will need to also have their own selected 
referees, be strategic in your list



Letters of Reference: 
ADDITIONAL

• Additional letters solicited directly by candidate
• Collaborators from MSU
• Outside clinical collaborator that cannot fully address all 

promotion criteria
• Outreach site
• Instructor team

• Include in academic portfolio



Letters of 
Reference

Materials 
needed for 

External 
Review

Effort % / Position Description

Reflective Essay

CV

Samples of Scholarly Work (if applicable)

Evidence of teaching excellence (with major teaching role)

Updated Department directory webpage



COVID-19 Statement
1. Optional
2. MSU Statements on COVID-19
3. Impact on productivity, invited lectures/conferences, engagement

https://hr.msu.edu/ua/promotion/faculty-academic-staff/covid19-impact-statement-guidelines.html


Academic Portfolio
Organized documentation of your work
1. Summary of evidence
2. Evidence 

• abstracts, conference proceedings
• awards, emails, publication front page
• excerpts, citations from others
• notes of appreciation
• candidate solicited letters 
• any type of publication

3. Helpful tips
• Indexed / Bookmarked
• Highlight as needed, your name etc.
• Provide enough to show evidence

• Regardless of your college (CHM or 
COM) use the CHM requirements for 
the template
• 1-2 brief paragraphs summarizing your case 
that the criterion is met
• Titles of the artifacts that support your case 
in order

• CHM has specific guidance for each 
appointment type & focus

• COM has more latitude in what 
constitutes excellence / metrics
• COM candidates use CHM portfolio 
structure & modify the categories to make 
your case for promotion



Submitting Your Materials
• Upload documents to your Microsoft Teams folder

• Access through Teams app or by using MSU netID and password 
to log in to Office 365

• Notify Taylor Pillar (jollifft@msu.edu) and Jill McMahon 
(jslade@msu.edu) via email or Teams message once you’ve 
uploaded a new document

https://login.microsoftonline.com/common/oauth2/v2.0/authorize?client_id=4765445b-32c6-49b0-83e6-1d93765276ca&redirect_uri=https%3A%2F%2Fwww.microsoft365.com%2Flandingv2&response_type=code%20id_token&scope=openid%20profile%20https%3A%2F%2Fwww.office.com%2Fv2%2FOfficeHome.All&response_mode=form_post&nonce=638514160083520979.NTU4ZTQ0ZmMtZWQ3OC00YjYwLWE4ZmUtMWQ3MmIxNDAzY2EyMzkzMDlkNTAtODgwZS00NjUwLTkwMWItMTU3NGZiNjlmYjI3&ui_locales=en-US&mkt=en-US&client-request-id=7eff43ac-8dd7-4e4d-8f64-06c76a3be6b4&state=EuV7sG7QmlVQIwwlkzlNW1prD9YJQgVtqT2aAPn96Y-Uumkb1L6KFPmEJk3SToapYNx7eZHnsma70PANAEL-qKZqBUf-Qw0BnekU8mmKJCiB_JS-FeRvd-u7gqOO2JZElqCmAXnDqcKfE9vDRvRMtaXjUgWppGiG8fdBq3wVfV25yi3Hf13Pdj59to1iCrDqedbbYy2hAY-UJC_sAHVJXlOujVzlpR66ljU00TkuUPjpxVVh4WTTAFGVsC7USgPXGCdfy5gHnJ6bcX5J5s_dVEZGbaWzbXnKm6VsgfxL2ORDdQUuEJduDyktcaaAcRgd&x-client-SKU=ID_NET6_0&x-client-ver=7.3.1.0&sso_reload=true
mailto:jollifft@msu.edu
mailto:jslade@msu.edu


The Review Process 1. External referees evaluate evidence & makes 
recommendation

2. Department review committee evaluates evidence & 
makes recommendation to Chair / Director

3. Chair / Director reviews and makes recommendation to 
the Dean

4. Department administrator submits materials to College 
RPT Committee

5. College RPT Committee reviews and makes 
recommendation to Dean

6. Dean reviews and makes recommendation to Provost
7. Provost reviews and approves/disapproves



Radiology Department RPT Timeline

June 1, 2024

• HP and FT faculty 
candidates notify the 
Committee of their 
candidacy.

• Tenure system (TS) 
faculty: will be 
notified by the 
department.

June 15, 2024

• Promotion 
candidates submit 
a list of referees 
(min 6).                            

August 1, 2024

• Promotion 
candidates 
submit 
materials for 
referees.

• CV, Reflective 
Essay, 
Scholarly 
sample(s), 
Effort. 

October 1, 2024

• Complete 
dossiers due 
to the 
department.

Oct – Dec,
2024: 

Department-
level reviews

Jan – Feb,
2025: 

College-level 
reviews

Mar – Apr,
2025: 

Provost/EVP 
Review

May, 2025: 
Notification 

of 
provost/EVP 

decision

June – July 
2025: BOT 

final 
approval for 
TS decisions



Resources

• The Office of Faculty and Academic Staff Development (OFSAD, 
formerly the Academic Advancement Network)

• Academic Career Path Events archive
• Faculty Guide for Reappointment, Promotion, and Tenure Review
• CHM RPT Guides
• COM RPT Guides
• College Mentoring Programs: COM CHM
• Radiology RPT Teams page for declared candidates
• Provost Statement on Faculty Tenure and Promotion

https://ofasd.msu.edu/
https://ofasd.msu.edu/past-events-archive/past-academic-career-paths-events/
https://hr.msu.edu/ua/promotion/faculty-academic-staff/guide.html
https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/promotion/index.html
https://com.msu.edu/application/files/8716/3336/5761/Reappointment-Promotion-Tenure.pdf
https://osteopathicmedicine.msu.edu/application/files/7316/7044/8953/Reappointment-Promotion-Tenure.pdf
https://humanmedicine.msu.edu/faculty-staff/faculty-affairs/career-development/mentoring-programs.html
https://hr.msu.edu/policies-procedures/documents/Statement-Faculty-Tenure-Promotion.pdf


Common Pitfalls in RPT
1. Reflective essay not integrative, vision and significance absent
2. Not enough information for comprehensive review by referees
3. Leaving sections of Promotion Form blank
4. Incomplete sections of Promotion Form (providing a list, but no 

details)
5. Tables filled out incorrectly
6. Lack of ideal professional references
7. Limited documentation of evidence
8. Starting promotion process late
9. Limited scholarly activity
10. Disorganized and/or ineffective Academic Portfolio



Words of Wisdom
1. Look at the college specific guidelines/criteria as a first step
2. Eloquent self-promotion is required

• Team efforts are commendable, highlight how YOUR role made a difference

3. Review a successful promotion packet from a recent candidate
4. Summaries of accomplishments in the academic portfolio will make 

this material useful (required by CHM, but good idea for COM). 
Also, will provide MSU reviewers with readable narrative of your 
work

5. Ask for feedback (colleague, RPT member, etc.)
6. Some forms of excellence could fit into more than one category

1. At your discretion
2. Consider: Integration across Multiple Mission Functions (Section IV, Form on 

Progress and Excellence)
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