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GOVERNANCE DOCUMENT 

DEPARTMENT OF APPAREL MERCHANDISING AND 

INTERIOR DESIGN 

Draft: 22 June 2009 

(not submitted to departmental vote; highlighted areas must be reviewed for revision) 

 

The Department of Apparel Merchandising and Interior Design includes two 

degree-granting branches, Apparel Merchandising and Interior Design. There is, in 

addition, a Fashion Design Certificate offered. These three branches function 

together as one department and take decisions in common, to the extent 

reasonable, in accordance with the provisions of this document. In matters of 

recruitment, however, the Department functions as three autonomous sections: 

Apparel Merchandising, Fashion Design, and Interior Design. 

 

(Precedent: Department of French and Italian Governance Document, 2007) 

 

 

Departmental Administration 

 

The Chair 

The Chair’s role is to conceive and encourage scholarly and pedagogical projects 

that make the Department a leader in the University and in the Department’s three 

academic disciplines, as well as to ensure its effective administration. 

 

 Selection 

 Preferably candidates for the office of Chair shall be full professors, but in any 

case they must be tenured. Chair candidates shall present their plans and 

visions for the Department at a faculty meeting. The selection of the 

Department’s nominee for Chair shall be made by voting, with as many 

rounds as needed to arrive at a final choice between two candidates. The 

results of the departmental vote, recording the final number of votes for each 

of the two candidates, shall be conveyed to the Dean of the College.  
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  Term 

The Chair’s length of service is a four year term,  

 

 Responsibilities  

The Chair manages the following functions:  

 relations with the College and University administrations  

 office staff and administrative operations 

 coordination of the Apparel Merchandising, Fashion Design and 

Interior Design programs 

 oversees the development of the curriculum 

 appoint Director of Undergraduate Studies 

 departmental meetings 

 faculty recruitment 

 tenure and promotion  

 departmental committees 

 salary determination 

 course selection and scheduling 

 graduate recruitment, admissions, fellowships, and AI selection 

 communication with other departments within the University, in the 

CIC, and elsewhere 

 management of supplies, equipment and expenses 

 faculty research funding 

 selection of guest speakers and allocation of relevant funds 

 oversees budgets 

 oversees fund-raising 

 supervises his or her respective program and operations in their facility 

(Memorial Hall or Smith Research Center) 

 handles grade disputes and student complaints, arbitrating cases that 

need mediation in his or her respective program (Apparel 

Merchandising or Interior Design) 

 other matters as they may arise 

 

Acting Chair 
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In the event an Acting Chair needs to be named while the Chair is on temporary 

leave not to exceed twelve months, the Chair shall make the appointment, in 

consultation with the Chair’s Advisory Committee and with the approval of the 

Dean of the College. 

 

(Precedent: Department of French and Italian Governance Document, 2007) 

 

The Director of Undergraduate Studies 

 

Responsibilities  

 Office Management 

 Oversee faculty/staff that comprise the AMID Undergraduate Program: the 

three teaching faculty, the departmental advisor, the scheduling officer, and 

the Administrative Secretary. 

 Build the departmental course schedules for spring, summer and fall in 

coordination with the scheduling officer and chair’s office 

 Set and then monitor appropriate enrollment figures while registration 

occurs in coordination with the advisor, scheduling officer, and the College. 

 Contribute to SUG budget construction in coordination with the chair’s 

office and the College. 

 Oversee course assessments. 

 Oversee the execution of the spring Awards Ceremony and Graduation 

Brunch. 

 Oversee budget and daily operations for the office management. 

  

 Interactions within the Department 

 Enforce academic policies such incompletes, grade changes, and academic 

misconduct, ensuring that both faculty and students are represented fairly 

 Handle grade disputes and student complaints, arbitrating cases that need 

mediation in his or her respective program (Apparel Merchandising or 

Interior Design) 

 To discharge reasonable responsibilities towards operational management of 

courses (proctoring, teaching, DSS accommodation, and grading procedures) 
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through SUG supervision. 

 Oversee faculty teaching assessments in coordination with chair’s office. 

 Provide support and guidance to colleagues in the area of pedagogy. 

 Contribute to the undergraduate curriculum through planning, development 

and evaluation of course material, and supervision and evaluation of present 

course materials in order to develop a stronger program. Enforce the 

curricular expectations of lower level courses. 

 Participate in committee work that relates directly to the undergraduate 

program, e.g. Chair Curriculum Committee. 

 Oversee outreach to College, University, and community as a representative 

for the department.  

 Determine all articulations for potential transfer credit. 

 Decide on appropriate exceptions to an undergraduate’s major program – or 

creates categories of exceptions where the responsibility can be delegated to 

a staff advisor 

 

(Precedent: IU Chemistry Department ―Director of Undergraduate Studies(served 

by a Clinical Associate Professor) Job Description‖)  
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Departmental Meetings 

 

A quorum consisting of half the voting faculty plus one is required in order to 

conduct business.  There shall be at least one departmental meeting each semester, 

in addition to those concerned with faculty recruitment, tenure and 

promotion.  Additional meetings may be called by the Chair or by petition of one 

third of the voting members, as necessitated by departmental business.  Faculty 

members may bring items to the Chair for discussion at departmental meetings.  

The following shall be invited to attend: tenured and tenure-track faculty; faculty 

with Joint or Adjunct appointments; and Permanent (i.e. Lecturers and Senior 

Lecturers), and Visiting Lecturers.  Certain agenda items will be reserved: business 

concerning individuals -- faculty members, administrative staff and students -- 

including recruitment, tenure, promotion, and assessment of academic performance; 

amendments to this document; and such items as the Chair so designates.  

 

Voting 

Voting faculty include all tenured and tenure-track faculty, along with Permanent 

Lecturers.  Only voting faculty may vote on faculty recruitment and conditions of 

work.  (Adjunct appointees and non-budgeted joint appointees do not have voting 

rights.  Following normal College practice, faculty voting rights cease at retirement.) 

Only tenured faculty may vote on tenure cases.  Only Associate and Full Professors 

may vote on promotion to associate rank.  Only Full Professors may vote on 

promotion to full rank.   

 

Faculty not present on campus are not normally expected to vote, but may submit 

absentee ballots.  No proxy votes shall be accepted in cases concerning faculty 

recruitment, tenure and promotion. Permanent lecturers may participate and vote 

in other faculty decisions that do not require tenure-track status.  

 

Departmental voting will take place by secret ballot during meetings. Votes will be 

collected by the person minuting the meeting, tabulated, and the results reported 

at that time to the group. A simple majority is required to approve any measure 

(except for amendments to this document, which requires a 2/3rds majority). 
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Faculty Recruitment 

Any proposal to the Dean requesting a new faculty appointment, whether an 

additional line, a replacement, or a partially budgeted position, shall be made in 

consultation with the entire voting faculty of the appropriate section of the 

Department. 

 

 Tenured and Tenure-Track 

 A national search shall be conducted to fill tenured and tenure-track positions. 

The Search and Screen committee shall establish its list of candidates to be 

interviewed in consultation with the voting faculty.  The committee shall 

report the results of its entire screening process at a departmental meeting, 

and then a ballot shall be taken among the voting faculty of the appropriate 

section of the Department to determine the final choice of candidate. 

  

  Permanent Lecturer  

  This position is a non-tenure track, permanent lectureship. The initial 

appointment and initial probationary period is three years, with annual 

reappointment subject to effective performance of duties and continuing 

programmatic need. In the incumbent’s third or sixth year, the Department 

will have the option of promotion to rank of senior lecturer.  If promoted, 

subsequent reappointments to five-year terms will be made on a rolling basis; 

i.e., in year five a decision will be made to reappoint for years 7- 11.   

 

As a non-tenure-track appointee, a full time permanent lecturer does not 

participate and does not vote on the tenure and promotion cases of 

tenure-track faculty or on the hiring of tenure-track faculty.  The lecturer also 

does not participate in other committees that require tenure-track status.  

She/he may, however, participate in faculty decisions involving undergraduate 

curricular changes. The teaching load is 18 credit hours per year for those 

teaching lecture classes and 15 credit hours per year for those teaching a 

majority of studio classes (unless otherwise indicated in one’s hiring letter).  
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Visiting Lecturers 

Due to departmental growth or unforeseen circumstances it may be 

necessary to appoint Visiting Lecturers for a period of two years, extendable 

in certain circumstances to a third year. Potential Visiting Lecturer candidates 

are to be identified by the faculty of a given branch of the department. Such 

candidates are to make a presentation to the whole of the faculty in the 

respective area they are being considered for and be voted on by that faculty. 

Successful Visiting Lecturers will, depending on programmatic need, be 

recommended for ―conversion‖ to Permanent Lecturer after their second or, 

in any case, their third year. 

  

 

Tenure and Promotion 

 

At the time of initial appointment, a personnel file will be started and maintained by 

the department’s Administrative Secretary on each faculty member.  The Chair will 

ask the faculty member to submit for this file each year, along with his/her annual 

report, evidence of teaching (course syllabi, assignments, grading criteria, letters, 

and so forth), research /creative activity (reprints of publications, copies of papers, 

reviews of productions, letters, and so forth), and service (work on University and 

Campus committees, activities on the local, state and national level, positions in 

national professional associations, and so forth).  This material will then be used as 

supporting documentation for the tenure case. 

 

Every non-tenured faculty member will be reviewed each year by a committee 

constituted following the process set out in Dean Berthenthal’s memo of 1 February 

2009 on ―Committees for 3rd year review and tenure and promotion in small 

departments.‖ The purpose of this review is to evaluate the candidate’s progress 

towards tenure. This review will take place in the spring semester following the 

department’s completion of merit reviews.  The tenured faculty will prepare a 

written report for each untenured faculty member that evaluates his/her progress 

towards tenure in the three areas of responsibility – teaching, research and service. 
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 In addition, the tenured faculty may make recommendations about how progress 

could be improved. 

 

Third Year Review Policy 

The third year review will be conducted by the Promotion and Tenure committee 

in the spring semester of the third year. The purpose of the review is to provide 

comprehensive feedback and advice to the candidate regarding their progress 

towards tenure. This review will be considered when making the fifth year 

appointment decision.  The third year review will be carried out using the same 

procedures as the annual review except that the dossier shall contain material for 

all 3 years. 

 

Starting at the end of the third year of the initial appointment, the faculty member 

may be considered for promotion to Associate Professor. Recommendation for 

promotion at the end of the third year is reflective of extraordinary achievements 

and is considered exceptional. 

 

Recommendation for promotion at the end of the fourth year is similarly reflective 

or unusual achievements and is still regarded as exceptional. Candidates with 

excellent accomplishments may expect to be recommended for promotion at the 

end of the fifth year. 

 

Candidates who fail to progress steadily in their performance toward a level that 

would warrant recommendation for promotion will be apprised by the Chair that 

the tenured faculty’s evaluation suggests that their advancement to higher rank is in 

jeopardy and that future recommendations may be negative unless substantial 

improvement is made.  The yearly review is intended to provide candidates with 

accurate feedback from the tenured faculty on their progress towards tenure and 

an honest appraisal of the candidate’s prospects. 

 

If an Assistant Professor has not been recommended for early promotion, and if 

adequate progress toward a positive decision is not in evidence, the faculty member 

may be notified by the chair that the contract might/will be terminated at the end 
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of the following year of appointment. If the departmental review is decidedly 

negative at the end of the fourth, but especially the fifth year of appointment, it is 

unlikely that the individual will be given any further consideration for promotion and 

tenure. The faculty member may be notified at that time that the contract will be 

terminated at the end of the fifth or sixth year of appointment. 

 

Procedures and Criteria for Promotion and Tenure 

In keeping with the objectives and traditions for Indiana University, the Department 

of Apparel Merchandising and Interior Design is dedicated to achieving outstanding 

teaching and research/creative activities.  It is expected that this Department will be 

prominent in providing national and international leadership in the academic 

community.  To achieve promotion and tenure individuals must positively 

demonstrate that they are making an effective contribution to the fields of apparel 

merchandising, fashion design, dress studies, or design studies. 

 

To these ends, promotion and tenure are never recommended as a matter of 

course, but only after careful consideration by appropriate committees in the 

Department.  Recommendations will not only reflect performance as compared 

with other faculty in the Department and on campus, but also with other individuals 

nationally who are engaged in scholarly/creative pursuits related to the fields of 

apparel merchandising, fashion design, dress studies, or design studies. 

 

The following procedures and criteria are used in the Department of Apparel 

Merchandising and Interior Design to implement the guidelines for promotion and 

tenure presented in the Academic Handbook.  Decisions pertaining to promotion 

and tenure within the Department are made in the form of recommendations to 

higher administrative units within the University.  They are not binding upon these 

higher units which review the Department's recommendations and make the final 

judgment. 

 
 

Procedures for Recommendation for Tenure and Promotion 
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Recommendation for Tenure 

In general, departmental recommendations for tenure will be made at the end of the 

fifth year of appointment -- unless an individual's record is so exceptional that it 

warrants earlier consideration.  The preparation of the tenure documentation 

should begin the spring of the fifth year and be drawn up by the individual faculty 

member in conjunction with the Chair.  The recommendation would go forward at 

the beginning of the candidate's sixth year. 

 

This review will be carried out on the following schedule: 

 April 1 of the fifth year: Selection of 8 outside reviewers, half selected 

by candidate, half by the appropriate four person departmental tenure 

committee 

 May 1 of the fifth year: Contact referees, mail packets of materials to 

them 

 Summer fifth/sixth year: Candidate to complete dossier 

 September 1: Submit dossier to Department Chair for Promotion and 

Tenure committee’s review 

 September 15 of the sixth year: Tenure dossier due in College of Arts 

and Sciences 

 

Criteria for Promotion and Tenure 

Promotion and tenure will be based on facts and opinions gathered in three areas: 

teaching, research/creative activities, and service.  In order to receive a positive 

recommendation an individual must be judged to be outstanding in one of the areas 

and, at least, adequate in the other two. Substantive research/creative activity, 

teaching, and service may be in one, in two, or shared among all three of these areas 

when achievements are considered for promotion or tenure. Some faculty activities 

may reflect a combination of teaching/research/service.  Where that is true, credit 

for the activity may be apportioned across these three areas. 

 

  

 

Teaching 
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In all educational programs of the University, detailed and substantial 

evidence of effective teaching should be included in recommendations for 

promotion and tenure.  Evidence should be drawn from both faculty and 

students.  The evidence should include an evaluation of course objectives, 

methods, and materials that have been designed and taught by the individual. 

  

Students should be asked to evaluate the in-class performance of the 

individual as well as the individual's willingness and effectiveness in working 

with students in advising and consultation.  Evaluations of teaching 

effectiveness can also be drawn from faculty who have taught with the 

individual or have observed classes taught by the individual.  Wherever 

possible and appropriate, evaluations should also include evidence concerning 

the performance of students taught by the individual.  Wherever possible, 

letters or interviews should be solicited from former students as to the 

influence the individual has had on their careers. 

 

Contributions to teaching that extend beyond courses should also be taken 

into consideration. For example, faculty members can influence teaching 

beyond their classroom by writing and publishing nationally accepted 

textbooks or by designing courses and programs that have influenced other 

courses in the Department or been accepted at other institutions. 

 

In order to be judged outstanding in teaching, the individual should be viewed 

positively by students and colleagues, usually have shown evidence of course 

development including textbook accomplishments, have shown scholarly 

interest or activity in teaching, and made nationally recognized efforts in 

curriculum development.  Receipt of teaching awards should be thought of as 

helpful to achievement of teaching excellence. 

 

 In-class teaching peer observations for probationary tenure track faculty will 

be conducted twice a year; generally once per semester.   
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Tenured faculty will conduct the observations.  During a probationary faculty 

member’s first year at IU (or first year of peer observation, for those already 

here) the faculty member may select their peer observer.  Use of the same 

faculty reviewer during the first year is encouraged, but not required, to help 

solidify an initial mentoring relationship.  Over the course of a faculty 

member’s probationary period at IU several different members of the 

tenured faculty will function as peer observers for each junior faculty member. 

  

 

After the first year, junior faculty will help select the senior faculty who 

conduct the observations in conjunction with the department’s chairperson. 

The process should be similar to that for selecting tenure letters, with the 

candidate providing a list from whom the Chair will typically select some 

reviewers, while reserving the right to choose reviewers not on the list as 

well.  Junior faculty will have veto power over the selection.  Over the course 

of the probationary period, efforts will be made to observe a variety of course 

settings and courses.  

 

Faculty observations will be written while the experience is fresh; in no case 

later than one week after the observation occurs. A copy of the written 

observation will be shared with the junior faculty member. Faculty members 

conducting observations are expected to meet with the junior faculty 

member to discuss their observations.  That meeting should occur not later 

than one week after the completion of the written evaluation.  A copy of the 

written observation will be placed in the junior faculty member’s file. It will 

be used as a point of information during annual merit reviews.   

 

Without penalty, junior faculty members may appeal observations for any 

reason.  Appeals may take two routes: Junior faculty members may 

request—and receive—a second, independent, observation of their teaching 

in that course from another senior faculty member. They may also (or 

alternatively) write a rebuttal that will be attached to the written 

observational comments. 
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While the written observational reports will be collected in the personnel file, 

and hence will be available for internal purposes such as the merit review 

committee, they will not at any time leave the department except for use in 

building the best case for teaching effectiveness in the probationary faculty 

member’s tenure dossier.  Final selection of peer observation reports will be 

made by tenured faculty as they help prepare the faculty member’s case for 

tenure. 

 

In addition to peer observations, senior faculty members expert in the junior 

faculty member’s area of concentration will also examine course syllabi, 

assignments and exams.  These observations may coincide with the classroom 

observations and will be conducted, at least during the first two years of the 

junior faculty member’s employment at IU. 

 

 Research/Creative Activities 

Whether an individual engages in research or creative work, it is expected 

that the results will be available for peer review.  This review will provide an 

opportunity to evaluate the extent and quality of the work and to ascertain 

scholarly contributions to the academic community.  Therefore, the focus of 

the review will be on results not effort. It should be understood that this 

work must be available for promotion and/or tenure evaluation to campus 

review committees. 

 

The candidate should supply at least five names of individuals who can 

evaluate his/her work. The Department will draw up its own list of names. 

 

In addition to juried scholarly publications, scholarly works may be 

considered to have substantial merit if they are published in suitable 

publications in design or related fields and are critically reviewed.  Creative 

scholarship should receive special recognition and be critically reviewed.  The 

review process must be documented and, where possible, actual review 

comments should be included in the documentation. 
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Refereed and invited papers/creative activities presented at national or 

international meetings may be considered as research, teaching or service.  

Panel presentations will generally be considered service or teaching rather 

than research.  Each faculty member should provide sufficient information to 

assist the Chair in categorizing papers/creative activities as research, teaching 

or service. 

 

To be considered on track to excellence (or outstanding accomplishment) in 

research/creative activities, an individual should publish/produce 

articles/creative works of national quality and importance.  Other factors will 

be considered in determining excellence, including the regularity and type of 

publications/creative activity, number and order of authors, and the 

programmatic nature of the research. 

 

 

 

 

 

 Service 

Service can be performed at the departmental/group level, that of the College 

or University, in the community through relevant public service, and in one’s 

academic profession. Such service activities include: chairing committees, 

editing journals, serving on editorial boards, acting as a member of a design 

competition jury, peer reviewing journal or conference papers, and writing 

book review and encyclopedia entries. 

 

An outstanding service record by itself without an adequate record in 

teaching or research is rarely sufficient for promotion and tenure.  

Nevertheless, a positive service record to the Department, University, 

community, and in the general fields of apparel merchandising, fashion design, 

dress studies, or design studies must be made since a department must act as 

a cooperative unit if it is to be successful.  
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Recommendation for Promotion to Associate Professor 

In general, a candidate is recommended for promotion to Associate Professor at the 

same time that he or she is recommended for tenure.  The department may make 

a separate recommendation on promotion for candidates being considered for 

tenure.  

 

Recommendation for Promotion to Full Professor 

There is no set time for an individual to be considered for promotion to Professor. 

Normally this will not occur until an individual has served three years at the rank of 

Associate Professor.  Consideration for promotion to Professor can be initiated by 

the Chairman, a committee of the faculty, or the individual concerned. 

 

Recommendation for Awarding the Title of ―Emeritus‖ 

The title of ―Emeritus‖ may be recommended for a retiring faculty member by the 

Chairperson, with the advice and consent of the departmental faculty. 

 

(Precedent: Department of Telecommunications Departmental Policies, revised 9 

July 2007; edited by AMID Tenured and Tenure-Track faculty during 2007/08 

academic year). 
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Departmental Committees 

 

 There shall be seven standing committees in the department. 

 

 Chair’s Advisory Committee 

 Curriculum Committee 

 Promotion and Tenure Committee 

 Salary Committee 

 Search and Screen Committee 

 Scholarship Committee 

 Graduate Committee 

 

 Other committees may be appointed as needed. 

  

Membership and Duties  

Unless otherwise specified, membership on committees is limited to the voting 

faculty.  When appointments to committees are to be by alphabetical rotation, 

the rotation shall begin with a different letter for each committee.  Unless 

otherwise specified, the Chair may make adjustments to this system when 

circumstances so require. 

 

Voting 

Committee voting will take place by secret ballot within meetings. Votes will be 

collected by the person minuting the meeting, tabulated, and the results reported 

at that time to the committee. A simple majority is required to approve a 

measure. No absentee votes will be allowed. 

 

Chair’s Advisory Committee 

Purpose: The committee shall advise the Chair on matters concerning 

departmental operations, such as requests for faculty appointments, selection 

and scheduling of faculty teaching responsibilities, and other issues. 

 

Membership: The committee shall consist of three members, two named by the 
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Chair and one appointed by alphabetical rotation. The Committee will consist of 

one member from each of the three branches of the Department. There is a 

two-year term limit. The Chair will chair this committee. 

 

 Curriculum Committee 

Purpose: To decide upon departmental policy towards curriculum, to review any 

major changes in course, and to approve at the departmental level any new 

course proposals. 

 

Membership: The committee shall be chaired by the Director of Undergraduate 

Studies and shall consist of three other members, two named by the Chair and 

one appointed by alphabetical rotation. The Committee will consist of one 

member from each of the three branches of the Department. There is a 

two-year term limit.  

  

 Promotion and Tenure Committee 

Purpose: To annually evaluate all pre-tenure candidates and, in particular, to 

make recommendations concerning 3rd year reviews and departmental tenure 

recommendations. 

 

Membership: The committee’s membership will be governed by Dean 

Berthenthal’s memo of 1 February 2009 on ―Committees for 3rd year review and 

tenure and promotion in small departments‖ (see Appendix I). Committee 

members shall become Adjunct Faculty in the department in accordance with the 

AMID Policy for Appointing Adjuncts (Appendix II), as adopted on 13 February 

2009. The Chair will chair the committee  

 

 Salary Committee 

Purpose: The committee’s charge is to rate faculty performance using the 

established departmental evaluation criteria (see Appendix III) for the purpose 

of making salary recommendations to the Chair of the Department, or to the 

Dean of the College in the case of the Chair. 
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 The committee shall consist of four members, the Director of 

Undergraduate Studies, two appointed by the Chair, and one appointed by 

alphabetical rotation. Each rank should be represented with two members 

from Apparel Merchandising, one from Fashion Design, and one from 

Interior Design. The departmental Chair presides over the deliberations. 

 Members shall serve one year. During the term of service, committee 

members’ salary rankings shall be determined by the Chair of the 

Department in consultation with those members of the Advisory 

Committee who are not currently members of the Salary Committee. 

 The committee is appointed in alphabetical order.  Adjustments may be 

made to ensure that junior faculty serve before their third-year review, 

and for leaves of absence, sabbaticals and the like. 

 Following the committee’s deliberations, during the summer or early in 

the fall semester, the departmental Chair shall reconvene the committee 

to review the results of its determination of salary rankings. 

 The committee shall take into account each faculty member’s 

performance in research (if applicable), teaching and service over a 

three-year period.  The Committee shall rank the Chair’s performance 

according to the same criteria.  The committee shall assign a numerical 

rank for each faculty member’s performance based on the current annual 

report; an average rank for the period shall be determined, weighting each 

of the two previous years as 1, and the current year as 2. 

 Each faculty member shall have the opportunity each year to discuss salary 

matters with the Chair. 

 

 Faculty Search and Screen Committee 

Purpose: To define the needs for new faculty, to identify suitable candidates, to 

conduct interviews, and to make recommendations to the College Deans about 

whom to hire. The faculty from a respective area – Apparel Merchandising, 

Fashion Design, or Interior Design – will be asked by the committee to vote on 

prospective candidates in their area. 

 

Membership: The committee shall consist of three members, two named by the 
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Chair and one appointed by alphabetical rotation. The Committee will consist of 

one member from each of the three branches of the Department. There is a 

two-year term limit.  

 

Scholarship Committee 

Purpose: To annually determine how much scholarship money is available in a 

given year, to arrive at a process for awarding the money, to make selections of 

the scholarship recipients, and to provide the departmental administration with 

a comprehensive list in a timely way. It is not the responsibility of the Scholarship 

Committee to make arrangements for the departmental awards ceremony. 

 

Membership: The committee shall consist of four members, the primary 

departmental advisor, two named by the Chair and one appointed by alphabetical 

rotation. The Committee will consist of one member from each of the three 

branches of the Department. There is a two-year term limit. The Chair shall 

appoint the committee chair.  

 

 

 

Graduate Committee 

Purpose: To develop the department’s current graduate programs and, 

ultimately, to develop a Ph.D. program. 

 

Membership: All tenured and tenure-track faculty and the Director of 

Undergraduate Studies. The Chair shall chair the committee. 

 

Amendments 

Amendments to this document as ratified will require a two-thirds majority of the 

full-time faculty for passage.  (If the item interests only one section of the 

department, it will require approval of only two thirds of the full faculty in that 

section.)  Voting will be by secret ballot at the faculty meeting when the amendment 

is on the agenda, provided that all full-time faculty members are present at the 

meeting. 
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Note: The provisions of this document will take effect at the beginning of the 

semester following passage by the Department. 

(This document has not been reviewed or passed by the Department, as of Feb. 24, 

2011) 

(Precedent: Department of French and Italian Governance Document, 2007) 
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Appendix II 

 

AMID Policy for Appointing Adjuncts 

11 February 2009 

 

Tenure-track faculty will be asked to nominate potential adjunct faculty who would 

serve on the pre-tenure review committee. 

 

All nominees will be voted on in a meeting of all AMID tenured and those 

pre-tenure faculty choosing to participate in the process outlined by Dean 

Berthenthal in his memo of 1 February 2009 titled ―Committees for 3rd year review 

and tenure and promotion in small departments.‖ Voting will be by secret ballot, a 

simple majority being required to appoint an adjunct faculty member in AMID. 

 

Adjuncts will be appointed to three year terms and can be renewed by another vote 

of the faculty. 

 

Adjuncts’ voting rights in the department will be limited to votes on tenure and 

promotion cases, including annual reviews, 3rd year reviews, and tenure and 

promotion themselves. 

 

Approved unanimously by vote of the tenured and tenure-track faculty on 13 

February 2009.  
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Appendix III 

 
AMID evaluation system 

Revised: 5 June 2009 
 
All faculty will receive scores for their teaching and service based on a 5 
point scale. Tenure track and tenured people will, in addition, have their 
research evaluated on a 5 point scale. 

 
The following weightings will be used: 
 
Tenured 

50% Research and Creative Activity 

25% Teaching 
25% Service 
 
Tenure-Track 

65% Research and Creative Activity 

25% Teaching 
10% Service 
 
Non-Tenured or Tenure-Track 

65% Teaching 

35% Service 
 
A salary committee will be formed according to the criteria set out in the 
governance document. The committee members will do their own 
independent 
evaluations of each person and the committee will meet to record the 

composite  
results on an excel spreadsheet. 
 
Teaching and Service Dossiers, FSRs, CVs, and Impact Statements will be 
evaluated and all faculty will be rated in each area on a 5-point scale. For 

tenure-track faculty there will be a research component of the Dossier that 
will also be evaluated by the Promotion and Tenure Committee. Non-tenured 
people’s final score will be multiplied by a factor so they have an equivalent 
numerical score to Tenured and Tenure-Track people. 
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Research criteria 

Criteria for determining research success will include: 
• Number and quality of publications? 

• Citations of one’s work? 
• Grants? 
• Invitations to speak at conferences and seminars? 
• Conference presentations? 
 

Each tenure committee member will enter a score for each person from 0 
– “not research active” to 5 – “Outstanding, internationally recognized 
work.” These will be averaged. 
 
Teaching criteria 
 

Teaching will be evaluated qualitatively. 
 
Criteria for evaluating teaching will include: 
• Course load and class size 

• New course development and work on departmental curricular issues 
• Grants and awards for teaching 
• Pedagogical publications such as those in the Scholarship of Teaching 
and Learning (SOTL) 
• Recognized student achievements directly linked to instruction (e.g. 
winning an external award for a class project) 

• Fellow faculty reviews of in-class observations of teaching 
 
Each committee member will give a point score from 0 – “Unsatisfactory” 
to 5 – “Outstanding, world class” -- for teaching. 
 
Service criteria 

 
The university and departmental committees one serves on will be 
evaluated, as will service and activities related to our respective areas such 
as membership of editorial boards. 

 
Each committee member will give a point score from 0 – 5 for service. The 
Chair is automatically given a 6 for service, as in Biology, though this 
doesn’t affect the Department salary pool as Chair’s salaries are set by the 

Dean. 


