The Path to Promotion
Session 1: Questions and Answers
Hover over the question and click the triangle at the left to expand or collapse each answer. Open the Navigation Pane and use the headings at the left to jump to the section or question you are interested in.
Fixed Term vs. Continuing Appointment Systems
Is it true that the university is moving away from continuing system appointments and fixed-term appointments are preferred? 
This is not true. Many colleges/MAUs and units are moving fixed-term appointments to continuing as much as possible. If the money funding the position is non-recurring the position will need to remain fixed term. 
I understand my position to be Specialist - Fixed Term, however, have been told I am paid via a grant. If that is so, then how would I promote through the grant? 
The grant funding may necessitate keeping the position as fixed term.  However, you can apply for promotion to Senior Specialist - Fixed Term at MSU using the same processes as applying to positions in the continuing system. Funding for the salary increase that accompanies a successful promotion for non-union specialists is centrally provided by the university. Section 4.3 in the Handbook has detailed information on promotion. 
4.3.3.5 Promotion to the Rank of Senior Academic Specialist 
As an Academic Specialist, promotion to senior status should be based on long-term, high-level performance, not merely time in rank (for a minimum of 60 FTE at the university). This long-term, high performance in the position is demonstrated by assigned duties and recognition by peers and colleagues both within the University and regionally, nationally, or internationally based on what is appropriate for the specific position. Such recognition is to be based on external peer review involving evaluation of performance of the specialist according to their Specialist Position Description in one or more of their assigned functional areas: teaching, advising, curriculum development, research/creative activity, and/or public service/outreach.
Is the change to a continuing system appointment considered a promotion? Or is promotion to senior specialist the only type of promotion available to specialists? Within the continuing system, successfully reaching continuing status is a promotion, right? 
Promotion means changing academic rank, so for specialists the promotion action refers to seeking the senior specialist rank. The change from fixed term system to continuing system is a change in appointment system. Being awarded continuing status moves you out of end-dated probationary periods to an appointment with no end date, but it is not a promotion. For non-union specialists, the award of continuing status does come with a centrally provided salary increment.
Is there a difference between “having continuing status" and "being in the continuing system"?
Typically, specialists who enter the continuing system serve two three-year probationary periods before they are awarded continuing status. They are in the continuing system both during the probationary periods and after the award of continuing status.[footnoteRef:2] [2:  It may be helpful to note the parallel language for describing the tenure system; tenure system faculty are in the tenure system upon initial appointment, then typically complete two probationary periods before they are awarded tenure.] 

“I am in the continuing system” is often what people say when they are in one of the two probationary periods. “I have continuing status” is often what people say when they have successfully passed reappointment reviews and are out of the probationary periods and into an appointment with no end date. 
Is it appropriate to ask for a change from the fixed term system to the continuing system, if I have worked six years at part-time?
It could be. If the money for your position is not from a non-recurring source, you could talk to your supervisor about making a change to the continuing system. However, part-time positions less than 50% can only be fixed term.
4.2.3 Appointment Period 
An academic specialist in the Academic Specialist Appointment System is appointed on either an academic year or an annual basis. The University's basic appointment commitment to an academic specialist in the Academic Specialist Appointment System is for an academic year (nine-month) appointment period. Annual (twelve-month) appointments may be provided based on the mission and needs of the appointing unit and/or the individual's specific duties. The appointment may be either on a full-time basis (100%) or part-time. Part-time probationary or continuing appointments must be for 50% time or greater. Only fixed-term appointments may be for less than 50% time.
Can you talk about the process of moving from the fixed term system to the continuing system? And give advice on how to approach this with our supervisor? What resources are available to units to support this change (fixed term system to continuing system)?  My unit did not have any information/guidance on how to move forward on this.
Some colleges/MAUs have a process for this already in place, while other colleges/MAUs do it on a case-by-case basis. If your unit isn’t sure, talk to your college/MAU. Kathy Charles in the Office of Faculty and Academic Staff Affairs is always a good resource. 
If you have been in the position for many years (or if the position has existed for many years with various people serving), then moving it to the continuing system may be warranted. If the funding for your position is non-recurring it may not be possible for the position to move to the continuing system. 
As far as how to approach the topic with your unit and college/MAU, we suggest (1) making a case for your value by compiling a brief list of your accomplishments and (2) providing reasons why the change from fixed term to continuing makes sense for you and for the unit. Your annual review is a great place to have this conversation. (As seen below in the handbook, annual reviews for specialists require a conversation between supervisor and specialist.)
4.3.2 Annual Evaluation 
The academic specialist with a probationary appointment shall be evaluated annually to determine progress toward goals and/or the identification of goals. Units may also use the annual evaluation to assist in the assignment of merit and other salary adjustments. The academic specialist with a continuing appointment should also be evaluated. Units may schedule such evaluations to meet the needs and concerns of the individual unit; however, the unit must follow the established procedures. 
The exact process may be determined by the unit, as long as the following conditions are met: 
· The annual review must include a conversation between specialist and supervisor/administrator that is based on documentation of accomplishments from the past year and goals/plans for the future.
· The specialist must be provided with a written summation of the review from the supervisor within 30 days and have the option to provide a written response for rebuttal and/or clarification if desired. 
If you switch from being appointed in the fixed term system for several years to being in the continuing system, can you skip the probationary period(s) and go to continuing status?
It is possible, but it is more likely that one of the probationary periods is waved, not both. However, if you are promoted the senior specialist rank and are moved to the continuing system, continuing status is granted at that time.
4.2.8.1 Academic Specialist
An academic specialist who has not served previously at the University is appointed initially in the Academic Specialist Appointment System for a probationary period of three years and may be reappointed for an additional probationary period of three years. If an academic specialist is appointed beyond the two probationary periods, continuing appointment status is granted. If at any time during these two probationary periods an academic specialist is promoted to the rank of senior academic specialist, continuing appointment status is granted.
If you are changing positions, you are more likely to receive credit toward your probationary periods for time in your previous position if the new position is in the same functional area as your previous position or the duties are similar to your previous position, and if there is tangible evidence of the level of your performance in that position that can be included in the request. From the handbook: 
4.2.7 Credit for Previous Service Toward Probationary Appointments 
If the individual's current appointment as an academic specialist at the University is on a fixed term basis (with ending date), on a continuing appointment basis (without end date) in another unit, in another appointment category in the University or in employment outside of the University, and a request is made to recommend appointment of that individual to a position in the Academic Specialist Appointment System, such previous appointment service may be counted toward the Academic Specialist Appointment System probationary periods. The major criteria for awarding credit for previous service are the level of performance and similarity of duties in the previous and new positions. Requests for recognition of prior employment service as applicable to Academic Specialist Appointment System service requires a written recommendation by the unit administrator, written concurrence of the dean/separately reporting director, and the written approval of the Provost and/or provost designee.
Is it better to be promoted to senior specialist at the same time as switching from the fixed term system to the continuing system or to space them out (in particular, thinking about raises)? Can you go up for continuing status and senior specialist at the same time? 
It is possible to apply for both continuing status and promotion at the same time, especially if you have been in your position longer than five years/60 FTE service months because of a change from the fixed term system to the continuing system. But you can apply for both at the same time even if this was not the case. The review for continuing status typically must occur during the fifth year of your appointment and you could also apply for promotion to senior specialist at that time. For non-union specialists, there are centrally funded salary increments for both the award of continuing status and promotion to senior specialist. You could try to make the argument that you have earned both raises if you do both at the same time.
The argument for promotion (in any appointment system) is based on “several years of sustained excellence” in the academic duties of your position, so you may find you are more successful in demonstrating that expectation if you wait until a later time. But it may not require five more years following the award of continuing status to make that case, and activity from the probationary periods can be counted. It is also possible to make the request for promotion before you have accumulated 60+ FTE service months in your position, but typically you and your unit leader would need to agree to include time in your review period from a previous position with similar duties and levels of accomplishment to successfully argue for “several years” at this level of achievement. 
Conversely, anyone serving probationary periods in the continuing system who is promoted to the rank of senior specialist is automatically granted continuing status.
4.2.8.1 Academic Specialist 
An academic specialist who has not served previously at the University is appointed initially in the Academic Specialist Appointment System for a probationary period of three years and may be reappointed for an additional probationary period of three years. If an academic specialist is appointed beyond the two probationary periods, continuing appointment status is granted. If at any time during these two probationary periods an academic specialist is promoted to the rank of senior academic specialist, continuing appointment status is granted. Probationary appointment periods are calculated from August 16 of the calendar year in which the appointment is effective.

There is no advantage to being in continuing vs fixed term, right?  Is there any reason to advocate for one vs the other? 
Continuing status gives you an appointment with no end date. This may be an advantage for you. 
Whether you are appointed in the continuing system or the fixed term system, if financial exigencies require the elimination of your position, your appointment will end. If you had continuing status at that time, you will receive additional support from the Office of Faculty and Academic Staff Affairs in securing another specialist appointment at MSU; you may see that as another benefit. See the Handbook, section 4.4.4. for additional details. Contact Kathy Charles in the Office of Faculty and Academic Staff Affairs if you have additional questions about your specific situation.
Is there a limit to the number of continuing appointments, either total or annually, made within a college or department?  As a follow-up, if there is only available money for one continuing appointment, would that be a limit? 
There are no university limits to the number of continuing system appointments. The creation of continuing system positions is based on the position(s) needed and available funding.
You may want to ask additional questions about why there is only recurring funding available for one of the positions needed, if others will be fixed term. It may be that some of the work is supported with grant other non-recurring funding. If a position has been in the fixed term system for many years and is necessary for the functioning of the unit, it is reasonable to ask why it is not in the continuing system. Section 4.1 in the Handbook provides additional detail about the process for establishing academic specialist positions prior to the posting of the position. 
Eligibility for Promotion/Benefits to Promotion
Do you have examples of the achievements of people who were promoted to senior specialist? The description of activities seems very broad. Is a senior specialist rank similar to tenure system faculty? (Sounds like it is the most secure position.) Sounds like someone needs a lot of accomplishments to be able to achieve it (international reach, etc.). Could you share examples of international reach?
There are examples of successful promotion materials on the Office of Faculty and Academic Staff Development (OFASD) website. The ASAC Promotion and Compensation sub-committee has been working to encourage more specialists to share their materials.
https://ofasd.msu.edu/academic-career-paths/thriving-as-an-academic-specialist-at-msu/examples-of-reflective-essays-for-academic-specialists-by-college/  
Much like other appointment systems, including the tenure system and the fixed term faculty system, promotion is based on “several years of sustained excellence” relative to the academic duties for the position, including service within the university and outside it. Tenure system faculty are expected to demonstrate excellence in all three parts of the tripartite mission (teaching, research and service). Specialists specialize, and their promotion expectations are confined to those academic areas in which they have assigned duties. 
The scope of the opportunities to engage externally will vary from position to position and may not include international impact in all cases; the expectation for promotion is aligned to the position. A specialist who works in the Office of International Studies and Programs designing and delivering programming for visiting scholars should be able to illustrate international impact through outcomes from their programming, and perhaps in other ways. A specialist working in a local community-focused program or in a position that serves internal members of the campus community may not have opportunities for international impact. They typically will have opportunities to engage in appropriate professional organizations at the regional or national level, and this is a great way to build a portfolio of external engagement and accomplishments.
4.3.3.5 Promotion to the Rank of Senior Academic Specialist 
As an Academic Specialist, promotion to senior status should be based on long-term, high-level performance, not merely time in rank (for a minimum of 60 FTE at the university). This long-term, high performance in the position is demonstrated by assigned duties and recognition by peers and colleagues both within the University and regionally, nationally, or internationally based on what is appropriate for the specific position. Such recognition is to be based on external peer review involving evaluation of performance of the specialist according to their Specialist Position Description in one or more of their assigned functional areas: teaching, advising, curriculum development, research/creative activity, and/or public service/outreach.
What is the percentage of people who ask for promotion who receive it?
Typically, if you’ve had conversations with your supervisor and they agree you are ready for promotion, and you effectively prepare the evidence for those accomplishments, you will be successful. If your supervisor does not feel you are ready to be promoted, ask what your goals should be for the next couple of years to become ready and work toward those goals. 
Is there a way to determine when my materials are due for evaluation for continuing appointments?
There is no EBS field that you can see that holds this information directly. If you are in your first probationary period, your “probationary end date” will be in your offer letter. Your reappointment decision will be made at the university level about one year before that date, which means your review will happen during the second year of your three-year probationary period.
The timing of required reappointment and continuing status reviews are based on the calendar year of your start date in the position. For example, if you were initially appointed any time in 2024, your initial probationary end date will be August 15, 2027, and your first reappointment review will take place during the 2025-2026 academic year. If you are successful, your next probationary end date will be three years later, on August 15, 2030, and your review for continuing status will take place during the 2028-2029 academic year. If you were appointed prior to August 16, 2023, automatic extensions of the reappointment review due to the COVID-19 pandemic will also impact your review cycle, and other kinds of extensions are also possible. Start by asking your unit and/or your college/MAU to provide your personal timeline. Contact Kathy Charles in the Office of Faculty and Academic Staff Affairs if you run into questions no one can answer.
The university-level schedule for material submission for the current review year can be found on the HR site (see Academic Specialist Review Timetable 2023-24 for Reappointment, Award of Continuing Status, and Promotion to Senior Status near the bottom of https://hr.msu.edu/ua/promotion/faculty-academic-staff/. Colleges/MAUs and units set their own deadlines for submission of specialist reappointment, promotion and award of continuing status materials that allow them to meet these university deadlines.
Is senior specialist more commonly awarded to continuing appointments, as it does not seem to provide any additional job security for a fixed-term specialist?
No, both continuing and fixed term specialists are equally eligible and successful in achieving the senior specialist rank. Promotion to the senior specialist rank recognizes meritorious performance of academic duties in the position, regardless of the funding circumstances.[footnoteRef:3] The purpose of the probationary periods in the continuing system is to provide end-dated appointments while the quality of the work is reviewed in the early years of the position. If the work is of sufficient quality at the end of the probationary periods, the appointment is changed to continuing status (with no end date). If not, the appointment ends. A person in a fixed term position may face similar expectations for quality as a condition for reappointment. The difference is that if the funding source is non-recurring, a continuing status appointment is not fiscally possible, and the appointments continue to be end-dated. [3:  It may be helpful to compare this to promotion (assistant professor to associate professor to professor) in the fixed term faculty system.] 

Either way, for non-union specialists, a centrally provided salary increment ($4000 in 2022-23) is provided to anyone promoted to the senior specialist rank, regardless of the underlying funding source for the position (and the security of that source). A raise is not job security, but it’s certainly a benefit.
What is the average number of years of service for reaching senior specialist? 
Specialists are encouraged to consider applying for promotion to senior specialist after 60 FTE service months (about five years). There must be “several years of sustained excellence” in the evidence presented in the application, meaning that years of service are necessary but are not the primary factor in achieving promotion. 
4.3.3.5 Promotion to the Rank of Senior Academic Specialist 
As an Academic Specialist, promotion to senior status should be based on long-term, high-level performance, not merely time in rank (for a minimum of 60 FTE at the university).
What percentage of academic specialists have the senior specialist rank? 
As of February 2024:
98 - Continuing System (21% of total)
29 - Fixed Term (4.6% of total)
40 - Advisor (12.2% of total)
34 - Outreach (10.1% of total)
15 - Curriculum Development (16.7% of total) 
29 - Teaching (12.7% of total)
9 - Research (7.5% of total)
Part-time vs. Full-time
Is it appropriate to ask for the change from fixed term to continuing, if I have worked 6 years at part-time? Would or could a promotion to senior specialist also include a move from a part-time to full-time appointment?
You certainly can ask for a move from the fixed term system to the continuing system, and for credit for your previous service to be applied to your probationary periods. The move may not mean a change to full-time, as the percent time is based on the duties of the position and its funding. The promotion to senior specialist rewards meritorious performance in the academic duties of the position but does not affect the duties of the position or its funding and therefore also does not guarantee a move to full-time.
From the handbook: 
4.2.5 Continuing Appointment Status, Commitment Period for Part-Time 
Continuing appointment status for individuals appointed part-time in the Academic Specialist Appointment System is to be granted at the same percentage of time on either the academic or annual year basis that the original academic specialist probationary appointment was made, except as stated in Section 4.2.6. 
4.2.6 Changes from Annual to Academic Year Appointment 
The University's basic appointment commitment to an academic specialist in the Academic Specialist Appointment System is for an academic year (nine-month) appointment period. If changes in the unit's mission, needs, or the individual's duties occur, a specialist appointed on an annual basis can be shifted to an academic year appointment basis, the University's basic appointment commitment, with the appropriate reduction in salary as stipulated by the regular procedure for changing appointments from an annual to academic year basis. The academic year salary rates are set at an amount equal to 9/11 of the current annual salary rate, after exclusion of administrative increments, if any. This policy applies exclusively to those individuals who were first appointed to annual appointments after January 2, 1982.
Materials and Criteria 
You talk about external reviewers looking for “x, y, and z” criteria in your packet, but I’m curious if there’s any more clarity around what those criteria are? Are there established criteria based around appointment types (outreach, teaching, advising, etc.) that we know we should be targeting? 
Stay tuned! We will talk at length about criteria in Session 2, on March 12, 2024. 
Are there any prompts for writing the narrative essay? Or examples of past essays for reference? 
We will be covering the components of the dossier, including the reflective essay, in Session 4, on May 2, 2024. There are also some examples on the HR site. 
https://ofasd.msu.edu/academic-career-paths/thriving-as-an-academic-specialist-at-msu/examples-of-reflective-essays-for-academic-specialists-by-college/ 
Where to Find More Information
What resources/links were provided in Session 1?
MSU People Search – for seeing your job title, and for verifying you are listed as faculty in that system.
University Philosophy and Guiding Policies on Faculty Tenure and Promotion
Provost Appointment, Reappointment, Tenure, and Promotion Recommendations
MSU Bylaws – especially Article 1 for definitions of faculty and voting faculty 
Academic Hiring Manual - University Approved Academic Positions/Ranks – for the HR lists of faculty and academic staff job titles
Faculty, Academic Staff and Executive Management Position Creation and Equal Employment Opportunity (EEO) Reporting Guidance
Academic Specialist Handbook
Where do we find a history of our effort percentages? 
Your initial effort allocation was on your Specialist Position Description (SPD) form. Updates may be on updated versions of the SPD or in an MOU. For fixed-term specialists, effort allocation is also stated in your Fixed Term Faculty and Academic Staff Reappointment Memorandum each time you are reappointed.
Information about the SPD can be found here: https://hr.msu.edu/ua/forms/faculty-academic-staff/info-spd.html 
Information about the FTF/AS Appointment/Reappointment Memorandum can be found here: https://hr.msu.edu/ua/forms/faculty-academic-staff/info-fixed-term-memorandum.html 
Other
Is applying for awards worth my time? Most awards seem to be for tenure system faculty only. 
Many of the All-University Awards are open to academic specialists and specialists have received them. In the wording, it may be useful to be thinking about scholarship broadly, but it is the case that several are open to and welcome nominations from Academic Specialists. If you want to talk further, please reach out to Katie Rundblad, Faculty Honorifics Coordinator, or Marilyn Amey, Assistant Provost for Faculty and Academic Staff Development.
The Distinguished Academic Staff award is the all-university award specifically designated for academic specialist and extension faculty. Information can be found here: 
https://provost.msu.edu/priorities-and-initiatives/honorifics/all-university-awards/distinguished-academic-staff-nomination 
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