
To: COAS Executive Committee, Abe Schwab, Presiding Officer 

From:  COAS Faculty Affairs Committee, Talia Bugel, Chair 

Date: November 28, 2016 

Re: Approval of Chemistry 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 Chemistry 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 Chemistry 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 Chemistry’s 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 

COASCD#16-24



 

 

Department of Chemistry Procedures for Third Year Review and for  

Promotion and Tenure  

 

(Approved by CHM dept faculty vote of 7 – 2 on May 9, 2016)   

 

I.  Introduction 

 

The procedures for promotion and tenure in the Department of Chemistry, as well as those 

for Third Year Review, are based on Senate document SD 14-36.  No statement in this 

Department of Chemistry document may be construed to conflict with or supersede any 

policies established by the College of Arts and Sciences of Indiana University Purdue 

University Fort Wayne, by the Academic Handbook of Purdue University, or by Indiana 

University Purdue University Fort Wayne. In addition, all statements in this document 

outlining the promotion and tenure procedures of the Department of Chemistry must 

remain consistent with the companion document specifying the promotion and tenure 

criteria of the Department of Chemistry. 

 

II. Department of Chemistry Third Year Review 

 

The Department of Chemistry will review the progress of probationary faculty toward 

tenure during the third probationary year.  This review will occur at the time of the fourth 

reappointment, that is, for reappointment for the fifth year of the probationary period, 

normally initiated during February of the third probationary year. 

 

a. A formative third year review shall be undertaken by a committee composed of all 

tenured faculty members of associate professor or higher rank in the department 

except for those with conflicts of interest such as defined in Senate Document SD 

88-13. The review will be based on annual reviews, annual reappointments and 

documentation supplied by the probationary faculty member in the areas of 

teaching, research and service; the documentation must be submitted by the day 

after the Martin Luther King holiday of the third probationary year.  The faculty 

member may submit (i) their first three annual reports or (ii) a document following 

the format and guidelines of a promotion and tenure document, as outlined in the 

departmental P & T and relevant IPFW Senate documents.   

b. This review shall result in a written recommendation to the departmental chair for 

reappointment for the fifth year of the probationary period.  The recommendation 

will provide specific details about where improvement is needed based on 

departmental P&T criteria and shall be considered by all other levels involved in 

making the reappointment recommendation during the third year; for example, the 

chair can comment on the third year review in their reappointment recommendation 

sent to the Dean of the College of Arts & Sciences. The candidate must be given 

opportunities to respond to both the committee’s and the chairperson’s 

recommendations. Also, if the departmental chairperson does not recommend 

reappointment, the input and vote of the committee must be sought.  



 

 

III. Promotion/Tenure Committee 

 

The Chemistry Department Promotion and Tenure Committee (the Primary Committee) 

shall consist of all the tenured members of the department at the same or higher rank to 

which the candidate aspires. A member of the department cannot serve on the Primary 

Committee when they are a candidate submitting a case. Primary Committee members 

decide if another committee member should be recused based on a conflict of interest; 

recusing individuals must not be present during committee deliberations. The departmental 

chairperson may not serve on the Primary Committee nor participate in meetings.  

 

Individuals serving on the Primary Committee can serve on only one other promotion and 

tenure committee above the departmental level; for example, no individual can serve on 

both the College of Arts & Sciences and the campus committees.  

 

If the resulting Primary Committee has fewer than three members, a list of names of tenured 

faculty members (at the same or higher rank to which the candidate aspires) from other 

University departments shall be composed and submitted to the Dean of the College of 

Arts and Sciences who shall then appoint from this list additional members of the Primary 

Committee such that the Primary Committee has between three and five members.   The 

departmental chairperson, in consultation with the candidate, shall be responsible for 

composing the list of names, except when the former is a candidate, in which case the 

departmental assistant/associate chairperson, in consultation with the candidate, will 

compose the list.   

 

The Primary Committee shall elect one of its members as chair. Faculty at a rank lower 

than that to which the candidate aspires cannot attend the proceedings of the Primary 

Committee. If such departmental faculty members wish to comment on the candidate’s 

case, they must submit written comments to the Primary Committee and, if invited, attend 

a special meeting of the Primary Committee to give comments in person.  

              

 

IV. Procedures for Promotion/Tenure Committee and Departmental Chairperson  

 

The candidate’s case for Promotion and/or Tenure should be prepared following the format 

specified in OAA Memorandum 99-1 and any subsequent amendments.  

 The case (including all supporting documentation) should be submitted 

electronically no later than the first day of class of the Fall Semester of the academic 

year and will be available to all tenured and tenure-track departmental faculty.  The 

candidate must identify the departmental criteria documents to be used, which must 

have been in effect at some point during the candidate’s probationary period.  

 The Primary Committee should meet no later than two weeks after the first day of 

class of the Fall Semester, elect a chairperson, and agree to a series of subsequent 

evaluative meetings sufficient to meet the required time schedule of the College of 

Arts and Sciences and Indiana University Purdue University Fort Wayne.   



 

All discussions at meetings of the Primary Committee shall be held in strictest confidence.  

The Primary Committee shall review the evidence presented in the case and compare the 

case to departmental criteria. The deliberations of the Primary Committees shall be strictly 

confidential, and only the committee chairperson 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.  

 

The Primary Committee shall make its recommendation in the form of a letter (with no 

attachments) to the departmental chairperson; in the event that the Dean of the College of 

Arts & Sciences recuses the departmental chairperson based on a conflict of interest or the 

departmental chairperson is the candidate, the letter is written to the College P&T 

Committee. The letter shall include the vote tally and both state and explain the 

committee’s recommendation. If the vote is not unanimous, the letter must include both 

the majority and minority opinions.  

 

The departmental chairperson, unless recused or the candidate, shall review the case based 

on departmental criteria, review how well the process adheres to procedures and review 

the Primary Committee’s recommendation. The departmental chairperson shall write a 

letter (with no attachments) in which the recommendation is made, addressing agreement 

or disagreement with the Primary Committee.  

 

The candidate may respond in writing to the recommendation of the Primary Committee 

and/or departmental chairperson. The response must be submitted within seven (7) 

calendar days of the date of recommendation; such a letter proceeds with the case.  

 

No information, other than updates to items in the case, can be added to the case after the 

vote and recommendation from the Primary Committee. At the departmental level, the 

departmental chairperson is responsible for determining if items submitted after a case 

has cleared the Primary Committee should be included in the case or considered to be 

new evidence that should be excluded; if the departmental chairperson is recused or the 

candidate, this responsibility will be assumed by the chairperson of the Primary 

Committee.    
 

The departmental chairperson and Primary Committee chairperson will receive letters 

and any candidate’s responses from higher decision levels. The Primary Committee 

chairperson shall distribute them to Primary Committee members.   

 

V. Procedures for External Review Letters for Promotion/Tenure Cases 

 

While the departmental chairperson solicits external letters for a faculty member in the 

department, the dean, or a mutually agreed-upon chair of another department, shall solicit 

external letters for the departmental chairperson. The external reviewers should normally 

hold a rank at the same level or higher than that to which the candidate seeks promotion. 

The majority of evaluators should be recognized experts in the area of excellence of the 

candidate.  



 

The external review letters shall not come from co-authors, doctoral or postdoctoral 

advisors, or from close “social” friends. These latter groups of individuals can supply 

letters of “support” for the candidate, which are different than external review letters.  

 

The evaluator will be told that a copy of the external review letter or letter of support shall 

be made available to the candidate. External evaluators should be sent a copy of the 

candidate’s resume, including selected publications; information about IPFW including 

teaching load and research expectations; and the departmental and campus Promotion and 

Tenure criteria.   
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