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I.  Introduction 

 

The procedures for promotion and tenure in the Department of Chemistry are based on 

Senate documents SD 88-13, SD 94-3 and OAA Memorandum 99-1. The procedures for 

the Third Year Review are based on Senate document SD 07-2.  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 third year review shall be undertaken by 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. This review 

shall result in a written recommendation to the department chair for 

reappointment for the fifth year of the probationary period.  The review will be 

based on 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) his or her 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.  If the probationary faculty member chooses the latter, then the 

submitted document, supplemented by documentation of activities performed in 

the spring and summer of his or her third year, will be used for the faculty 

member’s internal mid-term review (see departmental governance document 

‘Department of Chemistry Internal Mid-Term Review’). 

 



b. The recommendation for reappointment specified in part (a) shall be considered 

by all other levels involved in making the reappointment recommendation during 

the third year.  Ordinarily, those levels are those referred to in SD 07-2 as 1.2, 1.4, 

1.6 and 1.7. 

 

III. Promotion/Tenure Committee 

 

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

shall consist of all tenured departmental faculty members (except all the candidates for 

promotion and others with conflicts of interest such as those defined in Senate Document 

88-13).  The department chairperson shall serve as a nonvoting ex officio member of the 

Primary Committee except when the chairperson is a candidate for promotion. The 

Primary Committee shall elect one of its members as a voting chair. Tenure-track 

departmental faculty members are welcome to attend the proceedings of the Primary 

Committee since they might find these discussions on the promotion and tenure process 

enlightening for their own future cases; however, they may not be present at the vote 

because votes must be openly declared and confidential.  If tenure-track faculty members 

wish to comment on the candidate’s case, they must submit written comments to the 

Primary Committee and attend a special meeting of the Primary Committee to give 

comments in person.  

 

 

The voting members of the Primary Committee shall consist of all the tenured members 

of that committee at the SAME or HIGHER Rank to which the candidate aspires.   

 

If the resulting Primary Committee still has fewer than three voting 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 voting 

members of the Primary Committee such that the Primary Committee has a minimum of 

three voting 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 associate chairperson, in consultation with the 

candidate, will compose the list.   

 

IV. Procedures for Promotion/Tenure Committee 

 

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 to the 

department chairperson no later than the first day of class of the Fall Semester of 

the academic year.   

 The department chairperson will distribute copies of the candidate’s case and 

make all supporting documentation accessible to all members of the Primary 

Committee within ten days of the case’s submission. 



 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 vote of the Primary Committee on the candidate’s case shall be an open 

ballot with no abstentions or proxy votes permitted. “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.”  [SD 88-13] 

 

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

 

While the department 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 department chairperson. The external reviewers should normally 

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

Some solicited evaluators should be from institutions similar to IPFW such as those 

identified as Strategic Plan peer institutions. The majority of evaluators should be 

recognized experts in the area of excellence of the candidate.  

 

The external review letters should 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 will 

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.   

 

 


