
To: COAS Executive Committee, Abe Schwab, Presiding Officer 

From:  COAS Faculty Affairs Committee, Talia Bugel, Chair 

Date: November 17, 2016 

Re: Approval of ILCS Promotion and Tenure Procedures by COAS Voting Faculty 

 

 

WHEREAS, SD14-35 and SD14-36 required that Departments submit to the Senate Faculty 

Affairs Committee their updated Departmental Promotion and Tenure Procedures; and 

 

WHEREAS, the Senate Faculty Affairs Committee reviewed the ILCS Department Promotion 

and Tenure Procedures, providing necessary feedback to align them to SD14-35 and SD14-36; 

and 

 

WHEREAS, the COAS Faculty Affairs Committee is charged with verifying the adequate 

incorporation of Senate Faculty Affairs Committee’s feedback to Departments’ Promotion and 

Tenure Procedures by the corresponding Department; and 

 

WHEREAS, the ILCS Department adjusted its Promotion and Tenure Procedures according to 

Senate Faculty Affairs Committee’s feedback and submitted them to the COAS Faculty Affairs 

Committee; and 

 

WHEREAS, the COAS Faculty Affairs Committee verified that the Senate Faculty Affairs 

Committee’s feedback had been adequately incorporated;  

 

BE IT RESOLVED, that Voting Faculty of the College of Arts and Sciences approve the 

Department of International Language and Culture Studies’ amended Promotion and Tenure 

Procedures.  

 

 

Members approving     Members absent 

Timothy Grove     Jens Clegg  

Daren Kaiser       

Bruce Kingsbury 

Assem Nasr 

Pamela Reese  

Mieko Yamada 

Talia Bugel 
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Department of International Language and Culture 

Studies 
 

Reappointment, Promotion, and 

Tenure Procedures and Criteria 

Preamble: This document is intended to comply with the guidelines stated in the 
Indiana University Academic Handbook and in relevant IPFW documents, including: 

 
o The COAS Governance Document, section 12. (Procedures for Promotion 

and Tenure) 
o SD 14-35 Guiding Principles for Promotion and Tenure 
o Senate Document SD 14-36(Procedures for Promotion and Tenure 

and Third Year Review) 
o the COAS Faculty Affairs Committee's recommendations on how to 

construct departmental promotion and tenure criteria statements 
("attachment c," undated). 

o Senate Document SD 88-25 (Criteria for Promotion and Tenure) 
o Senate Document SD 94-3 (Promotion and Tenure Guidelines) 
o OAA Memorandum 93-1 (April 1994): Faculty Promotion and Tenure 

Dossier Format ("Brown Document"). 
o Senate Document SD 91-20 (tenure stop-out policy) 
o Senate Document SD 95-6 (Amendment to SD88-25: criteria) 
o Senate Document SD 95-7 (Criteria for Instructors) 

 
Whenever one of the above documents is amended or superseded, the ILCS RPT 
committee shall review the relevant sections of this document and recommend 
changes if necessary. If there is a disagreement between a department and 
college about criteria, the Senate Faculty Affairs Committee will arbitrate the 
disagreement. 
 

Committee structure: The Reappointment, Promotion, and Tenure Committee will 
consist of three senior faculty members and one alternate. The chair of the 
department may not serve on the committee or attend meetings of the RPT 
Committee. The alternate will serve in the event that one of the other three 
committee members presents a case for promotion or sabbatical. ILCS 
committee membership will be selected by vote. The members of the 
committee must elect a chair.  All tenured and tenure-track faculty are eligible 
to vote.  Faculty members who may be submitting a tenure and or promotion 
case may not serve on the RPT Committee.  One member of the committee 
must be familiar with the area of specialization of the candidate. A majority 
of the committee members will be persons possessing the same or higher 



rank to which a candidate aspires (see COAS Governance Document 12.2.1 
and SD 14-36 2.1.2.1) in the years when a promotion case is being 
considered. If fewer than three persons are eligible to serve on the department 
committee, the department shall submit to the d e a n  of the college the 
names of faculty members from other departments whom it deems suitable to 
serve on the department committee. From this list, the dean of the college shall 
appoint enough faculty members to bring the committee membership to 
between three and five. 

I. Procedures 

It is the department chair's responsibility to notify faculty members of their 
impending consideration for reappointment or tenure and to advise each 
faculty member concerning her/his progress toward tenure and promotion. 
Individuals with contingency appointments (as lecturer or instructor prior to 
completion of the Ph.D. or other terminal degree) are normally reappointed 
only if the degree has been completed according to the deadline spelled out in 
the letter of appointment. 

 
A. Reappointment of untenured tenure-track faculty: 

 
1. Based on information provided by the individual to be reviewed, the 
RPT committee conducts a review of each untenured faculty member 
each year, normally in February, and presents a recommendation to the 
chair. 

 
2. The chair prepares her/his own recommendation for reappointment or 
non-reappointment of each untenured faculty member and forwards it, 
together with the RPT committee's report, to the Dean of A & S, who in 
turn forwards it with his/her recommendation to the VCAA and the 
Chancellor. 
 
3. The department must have a thorough formative review process that  
provides specific details about where improvement is needed and must 
be based on department criteria.  The formative review must occur half 
way through the third year. (See more information on Third-Year Review. 
III.A, page 8). 

 
4. The formative review must be voted on by the department 
promotion   and tenure committee. 

 
5. The chair of the department must comment on the case and the review 
from the committee. 

 
6. The probationary faculty member must have opportunities to 
respond during the reviews. 

 



7. Copies of the committee's and the chair's recommendations must 
be provided to the faculty member. In addition, the chair will meet 
with each untenured faculty member at the time the reappointment 
recommendation is made to discuss her/his progress toward tenure 
and promotion. 

 
8. The chair's annual evaluation of each tenure-track faculty member is 
another opportunity to review progress toward tenure and promotion. 

 
9. In cases of non-reappointment, the faculty member should be 
informed orally of the specific reasons for the negative decision and 
should have the reasons in writing within 30 days if she/he so requests. 
 
10. If, at any point during the probationary period, the chair of the department 
is  not recommending the reappointment of a probationary faculty, the input 
and vote of the promotion and tenure committee at the same level must be 
sought. 
 

B. Tenure and Promotion Procedures: 
 

Each tenure-track faculty member must be considered for tenure not later than 
during the penultimate year of the probationary period. Normally, a candidate for 
tenure will also present a case for promotion from assistant to associate professor 
(see criteria for tenure and promotion, section II. B below). Tenured faculty may 
nominate themselves for promotion at any time, usually after four years in rank. 
The tenure and promotion timetable for faculty hired with years toward tenure 
and/or at a rank above that of assistant professor will depend on the specific terms 
of her/his letter of appointment. The candidate must identify the criteria document 
that should be used to judge the case. The department criteria document used 
must have been in effect at some point during the six years preceding the 
submission of the case. 
 

1. Timetable: A faculty member wishing to be considered for tenure or 
promotion should submit all relevant materials to the department chair 
approximately two weeks before the beginning of the fall semester, 
depending on the deadline established by the OAA. Similarly, this 
deadline would allow ILCS RP&T committee two weeks to provide 
feedback to the candidate and one week for the candidate to revise the 
case and incorporate the feedback before the final draft is submitted to 
the chair. In order to meet this deadline, the candidate should begin 
preparing her/his case no later than April of the preceding spring 
semester, so that any outside evaluations can be requested in a timely 
fashion. 
 

 

 



I. Procedures  
 

a) The candidate must identify the criteria document that should be used to judge 
the case. The department criteria document used must have been in effect at 
some point during the six years preceding the submission of the case. 

b) It is the responsibility of the department chair to inform any faculty member 
being considered for tenure and/or promotion of any apparent or real 
inadequacy in his/her case as soon as it comes to the chair's attention and no 
later than one week before the departmental RPT committee meets to begin 
consideration of the candidate's case. 

c) No information, other than updates to items in the case, can be added to the 
case after the vote and recommendation from the department level. Each 
decision level is responsible for determining if items submitted after a case has 
cleared the department committee should be included in the case or considered 
to be new evidence that should be excluded. 

d) Each decision level forwards only a letter of recommendation to the next 
level. Recommendations may not include attachments or supplemental 
information. 

e) The administrator or committee chair at each level shall inform the candidate in 
writing of the vote tally or recommendation on the nomination, with a clear and 
complete statement of the reasons therefor, at the time the case is sent forward 
to the next level. When the vote is not unanimous, a written statement 
stipulating the majority opinion and the minority opinion must be included. The 
candidate may submit a written response to the statement to the administrator 
or the committee chair within 7 calendar days of the date of the 
recommendation and must proceed with the case. At the same time that the 
case is sent forward to the next level, the administrator or committee chair shall 
also send a copy of the recommendation and statements of reasons, and the 
candidate’s response, if any, to administrators and committee chairs at the 
lower level(s). Committee chairs shall distribute copies to committee members. 

f) The deliberations of committees at all levels shall be strictly confidential, and 
only the chair may communicate a committee’s decision to the candidate and 
to the next level. Within the confidential discussions of the committees, each 
member’s vote on a case shall be openly declared. No abstentions or proxies 
are allowed.  Committee members must be present during deliberations in 
order to vote. 

 

1. Outside Review: By mandate of former IU President Thomas Ehrlich, tenure 
and promotion cases for IU faculty must include appraisals by six outside 
evaluators. 

By definition, outside evaluators are people not affiliated with IPFW. If they hold 
university rank, it should be at or above that sought by the candidate. Of 
course, all evaluators should possess credentials appropriate for assessing the 
candidate's achievements. The department recognizes that in some cases of 
promotion to full professor, when t h e r e  a r e  n o t  m a n y  s p e c i a l i s t s  i n  
t h a t  f i e l d ,  it might not b e  possible to find 6 full professors and that an 



outside evaluator at associate professor rank could be justified. Normally, the 
material submitted for outside review will be the candidate's research/creative 
endeavor; however, in some cases it may be desirable to solicit outside 
evaluations of teaching or service contributions. As noted above ("Timetable"), 
letters to outside evaluators should be sent out no later than April of the spring 
semester prior to the fall deadline for presentation of cases. 

 

1. Selection of outside reviewers: Each candidate provides to the chair a 
list of at least six potential outside evaluators, including their names, 
titles, and contact information along with a brief statement of their 
credentials 

If the candidate has had a personal or professional relationship (e.g., 
thesis advisor, co-author, close friend) with anyone on the list, that 
should also be indicated. The chair will also prepare a list of six 
potential evaluators, from which the candidate has the right to strike 
up to three names if he or she wishes. (The candidate will also 
indicate if she/he has had a close relationship with any of the 
individuals on the chair's list.) 

  
The chair will then prepare a third list drawn from names remaining, 
including no more than two individuals with whom the candidate has 
had a close relationship, and invite them to serve as outside 
evaluators. If fewer than six agree to do so, the chair and the 
candidate will follow a similar procedure to that already outlined until 
an appropriate panel of reviewers has been confirmed. 

 

2. Materials sent out for review: In consultation with the 
chair, the candidate will prepare a packet of materials for 
outside review. The  packet will contain the department's 
promotion and tenure criteria, the candidate's C.V., and a 
sample of the candidate's research or creative work, and, if 
desired by the candidate, a research statement.  While 
published work that has already been peer-reviewed need 
not be sent out for outside evaluation, candidates may 
choose to send some or all of their refereed publications 
along with unrefereed and/or still unpublished work in order 
to give outside reviewers a more complete picture of their 
scholarly/creative accomplishments. Unrefereed work and 
work that has been submitted for publication but not yet 
accepted must be submitted for outside review if it is to 
count as evidence of scholarly/creative productivity. 

 
3. Candidate's access to outside letters: The candidate will 

receive a copy of the letter sent by the chair to the outside 
reviewers and a list of their names. These items, together 
with information about the reviewers' credentials, should be 



included in the candidate's case.  The candidate will be 
given copies of the outside review letters. The original 
letters will be forwarded to COAS by the department chair 
when the case is sent forward. 

 
2. Format: In preparing the tenure and/or promotion case, the 
candidate should follow the format spelled out in OAA Memorandum 
93-1 ("Brown Document") and the COAS Governance Document & 

12.1.2. 
 

3. Levels of review: Each case will be reviewed by the ILCS RPT Committee, 
the ILCS Department Chair, the COAS Promotion and Tenure Committee, 
the Dean of Arts and Sciences, the Campus Promotion and Tenure 
Committee (in January), the VCAA, and the Chancellor of IPFW. The 
Chancellor will forward her/his recommendation to the President of Indiana 
University.  
 3.1.1 The department level excepted, no individual shall serve in a voting or 

recommending role at more than one decision level. In order that this 
be 

accomplished, the campus committee shall be filled before college  
committees. 

3.1.2 Individuals may serve and vote at the department level and one other  
 level (college or campus). 

3.1.3 Voting members of committees and chief academic officers shall recuse 
  themselves from considering cases of candidates with whom they share 
  significant credit for research or creative endeavor or other work which 
is  
  a major part of the candidate’s case or if they have other conflicts of  
  interest.  The committee will decide if committee members who 
collaborate 
  with the candidate need to recuse themselves. The next highest  
  administrator will decide if a chief academic officer who collaborated with  
  the candidate needs to recuse her/himself. 
3.1.4 Any committee member, at any level, who recuses her/himself shall  
  leave the room during the discussion of that case. 
3.1.5 The candidate will be notified in writing of the recommendation 

at each level, and of the reasons therefor. 
3.1.6 Candidates may respond in writing at all levels. Written 

responses must be submitted within 7 calendar days of the 
date of the recommendation. They proceed with the case. 

 
3.2 Departmental review: A copy of each candidate's tenure and/or 

promotion case will be made available to all tenure and tenure-track ILCS 
faculty.  
RP&T Committee. In reviewing cases, the RPT Committee will call at least 
one meeting of the ILCS tenured and tenure-track faculty to ensure that all 



have an opportunity to provide input by the date in which the committee will 
give feedback to the candidate. Faculty members may also present written 
comments to the RPT Committee if they wish by the same date. The RPT 
Committee will provide a recommendation to the chair or, if the candidate is 
the chair, to the Dean of Arts and Sciences. The department committee shall 
review the evidence presented in the case, compare the case to department 
criteria, and make a recommendation to the next level in the form of a letter. 
The letter of recommendation from the department committee shall be based 
on the case and department criteria and clearly state and explain the 
recommendation of the committee including commenting on the candidate’s 

professional standing. 
 

Chair of the Department. The chair of the department shall: 

 Review the case and compare the case to department criteria. 

 Review how well the process has adhered to the documented 
procedures to this point. 

 Review the recommendation of the lower level. 

 Make a recommendation to the next level in the form of a letter. 

 The letter of recommendation from the chair of the department shall be 
based on the chair’s review of the case in light of department criteria, 
the process to this point, and clearly state and explain the 
recommendation of the chair including an explanation of agreement or 
disagreement with the decision of the lower level. 

 
3.3 Review by the COAS Committee: selection of a representative: 
According to the COAS Governance Document 12.2.3.4 each candidate 
may select from among the tenured or tenure-track faculty a nonvoting 
representative who will be available to answer questions pertaining to the 
case. The representative will have the option of making an opening 
statement. The representative is bound by the same rules of confidentiality 
as committee members and must withdraw before the committee’s vote is 
taken. A candidate must not act as the representative before the committee, 
nor may a committee member act as representative. 

 


